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Into London partnership are an institution with more than 1000 students and more than 300 employees. The management of its people is possible with the help of the human resource department. This department manages the resources and knowledge within the organisation. In addition, they manage employees through training, job design, benefits and performance.
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Into London HR department is constituted by three people with responsibilities defined as manager, assistant/officer, and recruiter. In this institution, the HR officer is responsible for helping the recruiter and the manager in their responsibilities, but he must do his daily task. The organisation needs a person who can develop, maintain the administration side, and work efficiently with the manager and recruiter. Technology helps to deliver a smooth workflow and as stated by (Kapur, 2020) people need to learn how to use the technology to its advantage and use many providers to acquire it.










[bookmark: _Toc70939534]HR Officer Pre-Assessment

[image: ]
Pre-assessment should be done to know what needs to improve and why that benefits the individual and the company. Pre-assessment should be done by analysing individual needs to know what needs to improve and why that benefits the individual and the company. By analysing individual needs, Armstrong and Taylor think that this identifies the learning gaps and plans to address them to increase performance (2020). To illustrate it, INTO London organisation through surveys, and face to face meetings with the manager, monitor the needs of an individual. If the manager identifies a need, communicate this with the employee and the HR to design a plan to improve the worker’s knowledge. However, stakeholders’ learning needs are established according to data from a job position, affecting individuals’ training needs (CIPD and Accenture Report, 2020). In other words, identify learning and training needs should be a priority of any company to help the individual enhance their abilities in their jobs; therefore, productivity will intensify.
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While the author was working in this organisation, there were only three positions in the Human Resources department. Human Resources is a department in charge of employees’ well-being through their working life in the organisation. According to Armstrong and Taylor 
The human resources department seek to increase organisational efficiency through individuals but looking after them is necessary to obtain it (2020, p.35). Additional career development in an organisation helps reduce turnover, increase commitment, and decrease dissatisfaction (Hedge and Rineer, 2017). thus, at Into London, a career path is a reciprocal journey to grow and gain experience.
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Training Program helps individual within the organisation to upskill their knowledge and make their job better. Also, enhance attitudes and behaviour (Kapur, 2018) that creates a culture of inclusion and knowledge. Every organisation deals with the employees according to their policies and gives them the opportunities to develop their skill further. At INTO London HR officer first needs to develop their skill and knowledge, he will advance in the ladder of his career training as a recruiter where roles and knowledge depend on communication and leadership. Jehanzeb et al. stated that training to be successful should consider the needs of career, knowledge, and goals (2013).
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As can see it, in career planning, there are specified activities that need training and others that need interaction from the employee. The training usually is in the organisation’s facilities, due to cost and easy to reach for the personnel. However, the institution has agreed with an external provider called Lynda (now Linkedin Learning) to grant access to employees that training has been approved. Moreover, the organisation has its intranet where there is microlearning lesson about diverse topics. Creating content is as crucial as delivering, so personality makes the choices appealing (Tang, 2009).
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It is vital to review what has been agreed in the plan, that will show it the methods used were the right one or, if need to change to reach the goal. At INTO London, the manager usually has a face-to-face meeting once a month where the HR officer could comment s about his progress in their career plan and what difficulties he has. After all, leaving to the evaluation date will be stressful and detrimental if the goals are not reached (Knight, 2011). In other words, with the right tools, the support of the manager, the proper mindset, learning is achievable.
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According to all the skill, knowledge and competence, and HR Officer needs to deliver his responsibilities, I assessed myself, and it gives that I need some skill to perform well in that position. To plan assets and plan this train, I deeply analyse my weakness and accept them and try to improve what is possible. As Donal Super stated in his theory, every stage in life brings a different mindset to learn and understand oneself (career research,2021). In other words, I am at the stage of my life where my experiences and self-development help me understand my training needs and choose the way I best learned. Furthermore, with internet facilities and some providers (Skillshare, LinkedIn, Udemy, CIPD), learning will increase my knowledge and enhance my cv.
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In my case, the review needs to be done to face my weakness, improving it and gain confidence. The review stage is vital to know what you already can do in the position and what you need to keep working to perform better. Feedback from the manager or the course provider makes the difference about the knowledge experience and increases my abilities. In conclusion, feedback strengthens the learner if it is positive and with a specific goal (Kabir et al., 2016). In other words, planning without reviewing it is not an effective way to monitor learning.
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Personal Skills Audit
	Name: Janeth Mosquera

	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
	X
	
	
	

	Use Excel Spreadsheet
	
	
	X
	

	Use a Database
	
	
	
	X

	Use specialist HR software
	
	
	
	X

	Use the Internet
	X
	
	
	

	Use e-mail
	X
	
	
	

	Use PowerPoint
	
	X
	
	



	
	Very Good
	Good
	Adequate
	Little or no experience

	Communication Skills

	Drafting contacts of employment
	
	
	
	X

	Taking notes of disciplinary
	
	
	
	X

	Write reports
	
	
	
	X

	Produce material to support presentations
	
	
	
	

	Delivering a training session
	
	
	
	X

	Resolving disputes/complaints
	
	
	X
	

	interviewing
	
	
	
	X

	Advising on HR issues
	
	
	
	X



	
	Very Good
	Good
	Adequate
	Little or no experience

	Problem solving Skills

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

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

	Consider the ideas of other to help solve problems
	
	X
	
	



	Supervisory Management

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

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



	I declare that the information given in this form is true

	Signed 
	Janeth Mosquera

	Date
	25 April 2021
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Introduction



This presentation focus on Human Resource Officer and how to develop career planning through training. 
A workplace career is what individuals do throughout their lives and includes education, training, and 
experience (CEDEFOP, 2007, p3). Career development is finding the individual’s spark and motivation 
through an adequate strategy to obtain benefits. Career development programs give employees ample 
opportunities into a future changeable path of their career. Also, for companies represents reinforcing 
knowledge, obtaining objectives and gaining productivity.



The career plan will be for a Human Resource Officer working at Into London, an educational organisation 
with the cultural diversity of employees and customers. Also, identify needs and create a plan for The 
Human Resource Officer to help him fulfil his needs and company goals.



Furthermore, there will be an analysis of the author’s skill to determine where she needs to improve and 
the best option to implement. And finally, a conclusion.
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INTO UNIVERSITY PARTNESHIP



• Is a further global education. Its main 
objective is to help international students 
shorten the gap to reach higher education. 
Also, their partnership universities offer 
progression in advanced programs to 
broaden their knowledge.



• London site has three universities under the 
same building, aiming to develop 
confidence, academic skills and culture. 



• out all of this is possible because of 
employees’ diverse culture and the 
regulations that help keep that environment. 
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HR Officer at Into London
Knowledge
• Social media(digital skills)
• Administrative skills, Payroll
• Coaching, Mentoring
• Human resource information 



system (workday)
• HR reporting skills, 
• Employment law
• Redundancy
• Policies and procedures
• How to deal with immigration and 



visas



Skills
• Interpersonal Skills (active 



listening, verbal and non-verbal 
communication, social awareness, 
self-management, accountability)



• Aware of intercultural differences
• IT skills and Numerical skills
• Work ethics.



HR 
Manager



HR assistant HR 
Recruiter



Competences
• Adaptability skills
• Analytical and Problem-



solving abilities
• Teamwork
• Accountability
• Customer focus
• Communication
• Leadership 
• Knows Technology
• Ability to handle conflict 



situations
• Humility, confidence
• Assertiveness
• Motivate others
• Manage of budgets



The candidate should have:
• A Bachelors degree and CIPD 



qualification
• Previous HR experience
• Excellent time management
• A flexible and can-do attitude
• Ability to work in a team
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Knows and feel confident 
o Process payroll
o Maintain employee records
o Promoting equality and diversity culture
o Staff  handbooks
o Compensation and Benefits
o Employment law
o Social media



Knows but  need help 
• Dealing with immigration
• Reporting skills
• Written communication
• Leadership skills



Do not Know and needs Training
• HR Information System (workday)
• Redundancy policies
• Manage budgets.
• Maternity law 
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HR Officer Career plan at INTO



HR Recruiter



HR Manager



HR Officer



The steps to follow in the career officer at into:
HR Officer
HR recruiter
HR Manager



But in all of those positions the focus will be in the following:
Employment law
Communication
Engagement
Career development
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EMPLOYEMENT 
LAW



COMMUNICATION CAREER 
DEVELOPMENT



ENGAGEMENT



HR OFFICER • Redundancy and 
policies.



• Maternity law
• Workday
• Budgeting
• pensions 



• Written Reports
• Work in public 



speaking 
techniques.



• build skills 
through training.



• -understand the 
organization and 
its policies.



• build a network of 
people.



• Integrate to the 
social activities of 
the organization.



HR RECRUITER • Terms and 
conditions of 
employment.



• Termination of 
Employment.



• Database 
analysis



• Cultural 
differences



• Excellent 
interview 
techniques.



• Listening skills



• Learn how to 
conduct a fair 
interview and 
selection.



• Learn to design a 
plan for career 
development.



• Motivate 
employees.



• Well- being in the 
workplace.



• Understand 
needs of 
employees.
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EMPLOYEMENT 
LAW



COMMUNICATION CAREER 
DEVELOPMENT



ENGAGEMENT



HR Manager • Data protection.
• Court procedure
• Mental Health
• Organization tax
• Covid-19 



response
• Discrimination



• use the intranet to 
communicate 
training, latest 
new from 
stakeholders, 
news about 
personnel



• Involve workers 
to give opinions 
about their 
feelings, or ideas 
to improve the 
organization.



• Provide learning 
activities 



• Provide tools for 
training.



• Develop plans 
with manager to 
monitor 
employee's 
satisfaction.



• Create activities 
where the 
employees feel 
values and 
worthy.



• Create a culture 
of knowledge.
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Review time Performance Review time performance



HR Officer
Employment Law
Communication
Career development
Engagement 



- 20 October 2021 - It works?
- Yes
- No



HR Recruiter
Employment Law
Communication
Career development
Engagement 



- 15 January 2022



HR Manager
Employment Law
Communication
Career development
Engagement 



- 30 sept 2022
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Training program About me
Focus/Stages Information 



Technology
Communication Problem Solving 



Skills
Management



Basic Skills Excel/ Database Writing reports, 
contracts/notes on 
disciplinary acts



Verbal reasoning Risk in the 
organization,/ 
conflict 
management.



Intermediate Skills Workday, payroll Training 
sessions/interviewi
ng techniques. 



Creativity Team engagement



Advance Skills Monday Software 
or any other 
software for 
planning a project.



Advising on HR 
Issues



Analysis of 
situations



Financial Budget
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Review and performance Assessment plan  
About me



Review Time Performance



Basic Skills 25 August 2021 It works? 
If needs more time?



Intermediate Skills 20 November 2022



Advance Skills 20 January 2022
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In this presentation, the focus was the progression path of an HR officer in an organisation 
at INTO London to get to the HR manager position. During this analysis, the author 
compared her skills with those required to find that she needs much training to fulfil the 
highest position.  However, this was a practical investigation that gives the author insight into 
how to assess her abilities and what career plan theories have in consideration when 
planning. 



Super’s Theory help to recognise and accept their self and work with empathy and self-
conscience towards oneself. This report helps to create an overlooked of the knowledge 
needed in an HR officer, as discrimination law, diversity act etc, that needs to be learned to 
help employees, the organisation and do an excellent job.
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