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[bookmark: _c3t7l79f6rgp]1. Introduction
· The human resource officer maintains healthy communication between every organisational segment
· It manages employee demand and takes actions to maintain a positive work environment
· Organisations make a new HR trainee capable enough to handle the operation of the company
The human resource officer’s role is to involve all levels of employees in organisational operation by providing a motivated and cooperative workplace. The major responsibility is to recruit new employees, train newcomers and regulate different segments of an organisation. They improve the communication between all employees from higher to the lower level as well as maintain a healthy communicative environment in the office (Maity, 2019). It is the responsibility of an organisation to train a fresher as a human resource office by providing every detail of the organisation and by making them understands the workforce of the organisation. Understanding employee demand and satisfying their needs is one of the major tasks of an HR officer (Engetou, 2017).
2. Determination of human resource officer’s skills, knowledge and behaviours 
[bookmark: _dxsx81a6hw55]2.1 Knowledge of an HR officer
· Information about organisational services
· Developmental aspects of the company
· The organisational design of a company
· Proper knowledge of talent management plan
· Knowledge to engage employees in the completion of tasks.
· Maintenance of employee relation
The role of the HR officer is not limited under certain measures. An HR officer has to look for diverse sectors to maintain various operations that are going on inside the organisation. An HR officer should know to assess a situation and make the best possible action to handle the situation (Engetou, 2017). As an HR trainee in HSBC Holdings individuals should know organisations' value orientation. HSBC Holdings portrays a design tree for its ethical values. The company wants HR officers to make decisions based on this tree. An HR officer should know about the services the company provides to its customer. Proper understanding of organisational design is highly required. The knowledge to plan talent management skills and resource channelling is crucial for an HR officer (Rahayu et al., 2019). 
[bookmark: _xwisobyy8z17]2.2 Basic skills of an HR officer
· The skill to think decisively.
· The capability to influence other employees
· HR should be able to collaborate with all operational segment
· Beside Human resource issues, HR officer should be able to handle commercial segments of a company
· The skill to deliver a task in a limited time
· The role to play as a model in an organisation
Working as an HR officer a trainee needs to understand the micro and macro factors of an organisation. The understanding of these factors helps to analyse operational situations. The major skill which is highly required to be an effective HR officer is the capability to think decisively. It helps to analyse and handle critical issues that come in the way to operate a company and its workforce. An HR officer has to be an influencer to attract or motivate other employees for improving their capabilities. Besides handling issues regarding human resources, HR needs to be capable enough for handling commercial aspects. As a human resource officer, an individual should have the skill to accumulate the entire workforce for delivering a task collaboratively. 
[bookmark: _zgbkhuadf2vk]2.3 Organisational behaviour of an HR officer
· Gain the trust from every level of employees
· Ensure sharing of data or information among every organisational segment.
· Behave purposively to align employees’ expectation and organisational vision to secure the wellbeing of the company.
· The capability to adapt to diverse situation and versatility to make strategic planning
· Work collaboratively and make employees feel their contribution to the company. 
The HR department is considered to be the glue to make all the organisational components stick together (Al Karim, 2019). The HR officer should make employees understand their value in the company and the appropriate job role for enhancing their productivity. As HR officers play the role of a leader so it is their responsibility to share information with the employees to maintain a healthy work culture. Data transparency makes employees feel their value in the organisation. HR officers should behave purposefully in an organisation. Purposive behaviour encourages employees to engage more with work (Noe and Kodwani, 2018). It is an HR responsibility to align business objectives with employees purposes for organisational wellbeing. HR needs to adopt any critical situation and make strategic planning to overcome the difficulty. 
[bookmark: _i1wrwldytinm]2.4 Responsibilities of HR officer (Appendix)
As a human resources (HR) officer you will develop, advice on and implement policies relating to the effective use of staff in an organisation. In the role, you aim to ensure that the organisation that you work for employs the right balance of staff in terms of skill and experience, and that training and development opportunities are available to colleagues to enhance their performance and achieve the company's business aims.
HR departments are expected to add value to the organisation they support. The exact nature of the work varies according to the organisation, but is likely to include: 
· 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.
· liaising with a range of people involved in policy areas such as staff performance and health and safety.
· recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing, and selecting candidates. 
· developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures, and absence management. 
· preparing staff handbooks.
· advising on pay and other remuneration issues, including promotion and benefits
· undertaking regular salary reviews. 
· negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions. 
· 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; planning and sometimes delivering training - including inductions for new staff. 
· analysing training needs in conjunction with departmental managers.
[bookmark: _1nio4f8f713g]3. Personal Skills Audit
· Development of skills to communicate with all employees and freshers.
· Technological skills to handle the required machinery (Li et al., 2019).
· Skills to solve the problem by analysis of the different situation
· Ability to supervise organisational activities. 
HR handles more or less every aspect of an organisation. It is the responsibility of HR to handle every employee and their workability to make an organisation achieve its goals. An HR trainee should develop his/her communication skills for making contracts with employees, produce organisational reports by collaborating with the higher and ground-level staff (Aserkar et al., 2017). It is also important for HR to have technological information to take records of every organizational activity. Besides this other aspects are the skills of solving issues and supervising every segment of a company. 
[bookmark: _cn2ggl4xlm8w](Appendix)
	Name

	Job Role: Human Resource Officer


Please tick as appropriate to indicate how you would rate your skills in relation to the following work / functional areas

	
	Very good
	Good
	Adequate
	Little or no experience

	Information Technology

	Use Microsoft Office Word
	✓
	
	
	

	Use Excel spreadsheet
	✓
	
	
	

	Use a Database
	✓
	
	
	

	Use specialist HR software
	
	✓
	
	

	Use the internet
	✓
	
	
	

	Use email
	✓
	
	
	

	Use PowerPoint
	✓
	
	
	




	
	Very good
	Good
	Adequate
	Little or no experience

	Communication Skills

	Drafting contracts of employment
	
	✓
	
	

	Taking notes of disciplinary
	✓
	
	
	

	Write reports
	✓
	
	
	

	Produce material to support presentations
	✓
	
	
	

	Delivering a training session
	
	
	✓
	

	Resolving disputes/complaints
	
	✓
	
	

	Interviewing
	
	✓
	
	

	Advising on HR issues
	
	
	✓
	




	
	Very good
	Good
	Adequate
	Little or no experience

	Communication Skills

	Make good use of verbal reasoning skills, able to handle complex data and make selective use of information
	✓
	
	
	

	Explore more than one solution in order to solve a problem
	
	✓
	
	

	Consider the ideas of others to help solve problems
	
	✓
	
	




	Supervisory Management

	How much experience have you had in your role?
	< 1 month 
	1-3 months ✓
	> 3 months

	How many people have you managed at any one time?
	None
	1-5 ✓
	Above 5




	I declare that the information given in this form is true

	Signed
	

	Date
	



4. Critically assessment of organisational benefits for developing and HR officer by providing appropriate training
[bookmark: _xe4be62wxdqp]4.1 Organisational benefit for developing an individual as a potential HR officer
· Reduction of employee turnover rate and improvement in employee retention plans.
· Development of training programmes for freshers.
· Increase possibilities to engage more workforces in critical jobs.
· Empowerment of employees to enhance their productivity.
The net worth of HSBC holdings is 2984.16B USD. The company has its branches in 64 countries with more than 200 thousand employees (Hsbc.co.uk, 2021). The HR department of the company has to handle this huge workforce daily. When a company trains a fresher to be a potential HR professional the company gets benefited in terms of engaging more workforces to achieve its objective (Hsbc.co.uk, 2021). A potential HR officer helps to increase employee retention rate, train team leaders, empower employees to meet targets and increase brand position.
[bookmark: _73tw9w12knpd]4.2 The expectation management regarding personal development
· Communication skill to define the job specification of every employee
· Analysis of organisational activities and places of modification (Siddiqui and Sahar, 2019)
· Connect employee perception with the organisational vision of improved productivity
· The flexibility to handle the diverse market condition by accumulating knowledge of different situations. 
A personal development plan is needed for a fresher to assess himself/herself in a diverse market situation. The organisational condition can change anytime so an HR officer should make him/her prepare to deal with difficulties (Oseghale et al., 2018). HR officers need to enhance the communication skill for defining the job roles of every employee. This helps to manage the workforce. Another aspect of personal development is to create a boundary between manager and employee. This helps to analyse employee performance and needed modification. Personal development should include the skill to make an employee feel connected with the company (Bell and Moore, 2018).

[bookmark: _krdi37ur9oxb]4.3 Development levers of an organisation to train an employee
· The segmentation in Human resource management activities.
· Development of skills for handling administrative activities, training recruits, understanding global operations.
· Internal training to address small operating problems and external training to assess the global situation of the
· Resident management programmes for trainees to handle both the commercial and organisational aspects.
The HR manager of HSBC handles both the developmental and HR officers. Based on the job roles the company trains employees handling administration, staff, training programmes and appraisals. The company allows its employees to develop their skills through self-development and self-study programs. The first part of the training programme is an internal assessment. Here employees need to handle small groups and achieve small targets. The second part is external courses where a trainee has to present seminars and give interviews in a global context. The last stage is the RMT programme in which a trainee is required to understand the commercial activities of the company.
[bookmark: _23zqd1my5fti]4.4 Strategy to meet an individual's development needs
· Communication with employee belonging to each organisational segment
· Setting up of business objective and targets
· Evaluation of employee potential and current readiness to achieve the target
· Ensure proper training and developmental plannings
· Modification of plans if necessary
The management for handling a huge workforce is a difficult job to perform. The company HSBC Holdings has more than 200,000 employees around the world. The company managerial team has to understand the potential of each employee before setting any objective. The company needs to communicate with employees to understand their position to achieve the goal. An effective training plan is essential to develop the skills for meeting the targets.
[bookmark: _esxar6fnphge]5. Conclusion
· HR officers are key to bind the organisation and its employees
· HR officers need to address every micro and macro factor for maintaining the flow of organisational activity
· HR officers need to develop problem-solving and communication skills to adapt to a new situation. 
Present HR trainees are the future HR manager or officer. The proper development of their skills can result in effective HR policies and management to handle a huge workforce. HR officers work under the HR manager and address every micro factor regarding the employee to the manager for modification of organisational activities. The training of an HR officer should include the plan for developing communication skill, skills for adapting to new situations, skills for solving problems and the skill to supervise the workforce.
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