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Introduction 
Professional career development is an ongoing process that involves learning and acquiring new skills, knowledge, and experience to advance in our career. It's important to set goals and have a clear understanding of what we want to achieve in our career. My chosen career is HR Administrator. An HR Administrator is an important role in any organization that supports the HR department. They are responsible for managing employee records, maintaining databases, and ensuring compliance with HR policies and procedures. They also assist in the recruitment process, onboarding, and offboarding of employees. HR Administrators have excellent communication and organizational skills, and they are able to multitask and prioritize their workload.



Current Skills
Effective communication skills are essential for HR Administrators. I will be able to communicate clearly and professionally with employees, management, and other stakeholders. I will also be able to listen actively, ask questions, and provide feedback, as well as to write clearly and concisely, as I will be responsible for creating and distributing a variety of HR-related documents. Additionally, HR Administrators need to be able to communicate sensitive information in a confidential and appropriate manner. Having Strong organizational skills will help me as well. HR Administrators are responsible for managing a variety of tasks, such as recruiting onboarding, benefits administration, and employee relations. Being able to manage my time effectively, prioritize tasks, and meet deadlines will help me not losing track of work. I also can keep accurate records and maintain confidential information and work independently and as part of a team. Strong organizational skills will help me to be successful in managing these responsibilities. I can also multitask and prioritizing workload. These skills will help me to manage my workload more efficiently, increase productivity, and reduce stress. By multitasking, I can manage multiple tasks simultaneously, which can help to reduce the time required to complete each task. This can help to increase productivity and reduce stress by allowing me to manage my workload more efficiently. By prioritizing workload, I can identify and manage tasks based on their importance and urgency. This can help to reduce stress by allowing me to focus on the most important tasks first. An example of how multitasking and prioritizing workload can help in HR is when an HR professional is responsible for recruiting new employees while also managing employee benefits. By multitasking, the HR professional can manage both tasks simultaneously, which can help to reduce the time required to complete each task. By prioritizing workload, the HR professional can identify and manage tasks based on their importance and urgency. For example, if there is an urgent need to fill a position, the HR professional can prioritize recruiting new employees over managing employee benefits. This can help to ensure that the most important tasks are completed first, which can help to reduce stress and increase productivity. In today's rapidly changing business environment, HR professionals need to be able to adapt to changes quickly and effectively. By being flexible and adaptable, it will help me respond to changes in the business environment and adjust their strategies accordingly. This can also help to ensure that HR practices are aligned with the needs of the organization and can help to improve employee satisfaction and retention. Additionally, by being flexible and adaptable, I can have better manage with workload and prioritize tasks based on their importance and urgency. This can help to reduce stress and increase productivity. Problem-solving skills are critical for HR professionals. HR professionals are often responsible for resolving conflicts and addressing issues related to employee performance, compensation, and benefits. By using problem-solving skills, I am able to identify the root cause of the problem and develop effective solutions to address it. This can help to improve employee satisfaction and retention, as well as increase productivity and reduce costs. Additionally, by using problem-solving skills, I can develop innovative solutions to complex problems, which can help to improve organizational performance and competitiveness. An example of how problem-solving skills can help in HR is when an HR professional is responsible for addressing employee turnover. By using problem-solving skills, the HR professional can identify the root cause of the problem and develop effective solutions to address it. This may involve conducting exit interviews to gather information, analysing data to identify trends, and developing strategies to improve employee retention. By using problem-solving skills, the HR professional can help to reduce employee turnover, which can help to improve organizational performance and reduce costs associated with recruitment and training.


Gap in Skills 
By analysing and listing all the skills an HR Administrator needs, I realised that there are some skills that I lack on having such as Computer literacy, knowledge of HR regulations and law and lastly interpersonal skills which I have to improve them so I can be able to succeed in my career. Computer literacy is essential for HR professionals. HR professionals use a variety of software applications to manage employee data, such as HR information systems, payroll systems, and applicant tracking systems. By having computer literacy skills, HR professionals can use these software applications effectively and efficiently, which can help to improve productivity and reduce errors. Additionally, HR professionals use technology to communicate with employees, such as email, instant messaging, and video conferencing. By having computer literacy skills, HR professionals can use these communication tools effectively and professionally, which can help to improve employee satisfaction and engagement. Interpersonal skills help HR professionals interact with employees, managers, and executives on a daily basis, and must be able to communicate effectively and build relationships with a diverse range of people. By having strong interpersonal skills, HR professionals can build trust and credibility with employees and managers, which can help to improve employee satisfaction and engagement. By having strong interpersonal skills, HR professionals can provide effective coaching and counselling, which can help to improve employee performance and retention. And lastly knowledge of HR regulations and law. By having knowledge of HR regulations and law, HR professionals can ensure that their organization follows employment laws and regulations, which can help to reduce legal risks and liabilities, you can also create a positive work environment that is free from discrimination and harassment. 


Systematic Approach to Skills Acquisition
I can start building my HR skills by developing my knowledge. I will start reading books, articles and online resources about HR regulations and laws. I can also start attending webinars and seminars to learn about the latest trends and best practises in HR. I can practise my interpersonal skills by looking for opportunities such as joining a public speaking club or volunteering for a leadership role in a community organisation. Also, by practising active listening, empathy, and conflict resolution skills. For my computer skills I can take online courses and attend workshops to learn new computer skills such as using HR software applications, data analysis tools and communication tools. I will also attend HR conferences and events to meet other HR professionals and learn from their experiences. I can also join professional organizations such as the Society for Human Resource Management (SHRM) to stay up to date on the latest HR trends. I will also ask my colleagues for feedback on my HR skills. I will ask about specific examples of what I am doing well and what I can improve on. I will then use this feedback to identify areas where I can improve and develop a plan to address these areas. By following these suggestions, I can build my HR skills step by step and become a more effective HR professional.


Recruitment and Selection 
A job interview can provide you with valuable information about a company, its culture, and the position you are applying for. During the job interview, I learned about the company's goals, values, and mission, as well as its expectations for employees. One of the key things I learned in the interview for the HR position was the company’s HR strategy. This includes how the company manages its human capital, including recruitment, retention, and development. I also learned about the specific responsibilities and requirements of the position I applied for, as well as the skills and experience that are most important for success in the role. Additionally, by asking the interviewer I learned about the company's culture, such as its work environment, team dynamics, and communication style. By asking questions and actively listening during the job interview, I gained insights into whether the company and the position are a good fit for my skills, interests, and career goals. There were several things I would have done better in the interview, starting from my body language and my nonverbal communication. I had to prepare myself more for the interview and practice the questions more so I can be more confident by knowing everything. I did not have eye contact with the interviewer because I was feeling stressed and anxious, and my body was not straight and confident, I was also doing nervous gestures the first one minute of the interview and that made me look less confident for the role. I asked a lot of questions but not too many for the company’s environment because in that moment as I stated before I was feeling really nervous and I forgot most of the things I wanted to ask, I was not demonstrating a lot of enthusiasm for the job role as I should and that is a big disadvantage for me because the interviewers want to see enthusiastic people in the work environment. By asking intelligent questions I could have demonstrated my interest in the company and my ability to think critically about the job. Lastly, I did not follow up after the interview, I did not send a Thank you note or email to the interviewer to show my interest in the job position. By following up I could have shown that I am committed to the job and that I am a professional who takes initiatives.   


Conclusion 
In conclusion, professional career development is an ongoing process that involves identifying your strengths and weaknesses, setting goals, acquiring new skills and knowledge, and seeking out new opportunities for growth and advancement. By taking a proactive and strategic approach to career development, you can increase your chances of achieving long-term success and fulfilment in your chosen field. Some key strategies for professional career development include seeking out mentorship and guidance from more experienced colleagues, networking with others in your industry, staying up to date on the latest trends and technologies, pursuing advanced education and training opportunities, and taking on new challenges and responsibilities within your current role. It's also important to be open to feedback and to be willing to adapt and change as needed. By being flexible and adaptable, you can position yourself for success in a rapidly changing and competitive job market. Ultimately, professional career development is a lifelong process that requires dedication, hard work, and a commitment to continuous learning and growth. By taking a proactive and strategic approach to your career, you can achieve your goals and build a fulfilling and rewarding professional life.
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