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Benefits and objectives of providing fraining
and development as a company

» |mproving the social behaviour of employees,

» Recognising and exploiting the potential of employees
®» Increasing the performance and flexibility of employees
» |mparting key qualifications such as course certifications

reating an incentive for employees to develop
professionally

®» Promotions from within
» Job satisfaction




image9.png
Benefits of training and developing a HR Officer

Identifying and avoiding misallocations

= Generating and promoting a wilingness to innovate

= Keep up with changing industry

= Creating an incentive for employees to develop professionally
= Provide policy and procedures advise

iding in-house training material

Online Classes and certifications
Feedback from management
Shadowing projects

Training courses
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Conclusion

HR Officer is a crucial role for any business for the following
= Keeping staff members satisfied

= Providing training

= Keeping business up with industry

= Providing policy and procedures advise

It's important for any business to keep HR staff trained and ready for any
changes.
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Training and Development need:s for
an HR officer

»Student: Faduma Awad N° 191660

= Module: Developing Relationships and Workplace
Achievement

»Module Code: BMSW5102
=»| ecturer: Gregory Cowan
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What is a Human
Resource Officer

= Human resources (HR) officers
are responsible for hiring,
developing and looking after
employees. This involves functions
such as fraining and monitoring
performance.

L ey
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Key expectations of HR Officer Roles

Working closely with various departments, increasingly in a
consultancy role, assisting line managers to understand and implement
policies and procedures.

Promoting equality and diversity as part of the culture of the organisation
Preparing staff handbooks

Administering payroll and maintaining employee records

Interpreting and advising on employment law

Dealing with grievances and implementing disciplinary procedures

Developing HR planning strategies, which consider immediate and long-
term staff requirements
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® TARGET

American retail founded by George Dayton
& John Geisse in 1902

Retail chain with 1,926 stores in the U.S

20 Offices Globally

Logo is a bullseye

Annual revenue for 2020 was $93.6B

(Latson, 2005)
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Knowledge, Skills and Behaviours of

and HR Officer within Target

«  Developing staff, Recruiting and training

. Getting staff paid on time and correctly

*  Administration of pension and benefits

*  Monitoring staff performance and attendance

Approvingjob descriptions and advertisements

ible for the welfare, health and safety of all employees
Mangging and scheduling training sessions and activities for staff
Regponsible for advising line managers on company policies, procedures and employment laws
Epsuring candidates have the right to work at the organization

ust participate in negotiations on contract, salaries, redundancy packages and working condition for staff and
presentatives
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Microsoft Office suites
(Office, Exel & Powerpoint)

Taking notes of disciplinary
(Notes with all
comespondences in the
meeting and time stamps)

Personal Skills Audit

Email (Clients such as
Microsoft Mail)

Produce material to support
presentations

Explore more than one
solution in order to solve a
problem

Internet (Browsers such as

Chrome and
browsers such as Firefox)

Delivering a training session
(Eg, Training staff members
on tips and trick on how to
be efficient on Office 365)

Consider the ideas of others
to help solve problems

Writing Reports (Drafting of
memos and information
packs for employees)

Interviewing candidates




