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Personal Qualities of HR Officers (KSB)

~Oustanding Inerpersonal and communication skils - bty to work well under pressure
Very organised and detai-orented ~Practial and logical

Abity 1o be strategic and tactical when making decsions ~Cooperative and understanding atttude
Brilnt atinuencing cifers. ~Trustwortny

“Ateam player Impartal and objective

Business Acumen Fantastic mentors able o advse and train
- Analyical tinker Flexible approach to problems

Drven to succeed bty to mittask and proriise vorkioad
“Wilingness to challnge organisational cuture where Ethcal Practce

necessary

Armlmni 2014 Aiinmxﬂ
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Training and Development needs of an HR

Officer at Owl

“IT and numeracy skils, with strong IT skils required if
‘operating computerised payrol and benefts systems.

~Data and analtcs for HR Professionals
~Drafing coniracts of employment

~Grafing job descriptons and person specifations
Interveving

“Resolving dispues and compains

~Performance management

~Diversiy and incusion

«Assessing learing and performance.

+Employment Law Fundamentals
Grievance, Discipine and Dismissal procedure
Strategic workforce planning development programme
~Managing Remote Teams.

~Base and Variable Pay - Job evaluation, developing pay
structures and performance pay

~Rewards and Benefis
~Coaching and mentoring
~Employee engagement
*Negotiating

Appendix B

CIPD (2021)
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Personal Skills
Audit
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Areas for Personal Development

Drafting Taking notes at
Use of specialist [
- contracts of /" disciplinary
HR software employment hearings
Resolving - Advising on HR
V| Gepites QL nteniewing 2 esues
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IR piays a key role throughout the employee life cycle, from creafing job
descriptions, sourcing, selecting and onboarding the right talent; engaging
and developing the worklorce; moving people through talent pipeiines:
and exiting employees from the organization

At Oul, a well designed competency framevork plus training and
development program ensure that HR professionals have the right skils
and capablities 1o 6o thei jobs now and in the future.

When profciency levels are included, competencies also serve as career
development tools, highiighting areas for growth, learning objectives for
training, and priorfies for gefting into high-potenial programs and talent
pipelines.

cusing on a consistent, proven, clearly artculated set of priorties
through training and development programs helps create excellence
wihin the organisation, and improves the performance of the organisation
and the individuals who work there.

SHRM (2021
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Critical assessment of the benefits of training
and development of the HR Officer at Owl

‘Conduct a needs analysis by asking wil the individual and
performance improve in ths area?

Critcally assess what are the Knowiedge, Skils and
Behaviours required to fufl this role at the level required
by Ovt

It helpful to have an organised method for choosing the
right _assessment that  meets the employee and
organisational needs.

Is the assessment ft or the intended purpose? Is it reliable:
and fai? s it costeffective?

Aiso, the ease or dificulty of administration, scoring, and
interpreation given available esources shou be consdered.

Asuccesstul training needs analysis wil identy those who
need training and what kind of training is needed.

HR needs to be more strategic to add value to Oul by

using advanced tools and delivering insightiul analyses
that contrbute o business success in new ways.

SHRM (2021)
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Training and development of the HR Officer can mean the difference
between faiure and success for an organisafion because it impacts
directly on the HR pracices in the organisation. For example, a study of
more than 300 organizations published in the Journal of Appied
Psychology in 2014 by Kim and Ployhart showed that the fims that
invested effectively in traiing and staffing were much better able to
recover from the 2008 economic downturn, independent of their prior
proftabilty. Therefore, ft can be safely concluded that good HR training
and development practices will help Owl Financial to be more productive
and profitable at the individual and organisational level,

SHRM (2021)
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About the Organisation

Owl

Financial

Owl Financial is a part of the Openwork group, one of the UK's largest networks of financial
advisers. It is a UK-wide Profection advice business that is focused on helping people secure the
Tight level of protection cover for their income, ives and family. Owl Financial is ficensed by the
Financial Conduct Authority to provide financial advice to the general pubic and has been operating
for over 40 years.

AL OWI Financial the core value of personalised advice Is centralto ts operations. Oul Aduisers are
trained to a high standard and the qually of the advice they provide is regularl assessed. They
wiork within a strict reguiatory framework o ensure that the advice they give and the products they
recommend are sutable and talored to the client needs.

Owl Financial is passionate about helping people and have more than 1200 advisers in
communities all over the United Kingdom. Often, these advisers are helping those who have not
considered financial sevices previously by providing approprate, affordable products to help
improve the quaity of ife for thei customers.

Owi Financial is ficensed to advise and recommend a superb combination of protection products
from insurance providers ke Aviva, Legal & General, MelLife UK. Zurich and Paymenshield

Ouitnancial (2021)
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My responsibilities as an HR Officer at Owil

* Ensure that the business is compliant w ith employment law

» Advising management on the administration of human
resources policies and procedures

« Building programmes and processes to ensure the proper
management of resourcing and talent management

* Leading, managing and influencing other members of the
team and employees across the business

* Improvising and adapting to organisational changes as
required

« Developing job descriptions and person specifications,
preparing job adverts, checking application forms, shortlisting,
interview ing and selecting candidates

« Dealing w ith grievances and implementing disciplinary
procedures

* Assisting with the development and coordination of
recommended changes regarding workflow

*Compiling and analysing data for reports and special
projects

*Presenting training sessions related to specific HR
programmes such as Health and Safety

* Building relationships across the organisation

*OperatingHR systems and IT programmes such as
payroll and employee records management system

* Promoting equality and diversity in the organisation
AppendixA

SHRM (2021)
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Required Skills for HR Officers at Owl (KSB)

- Clear understandng ofprfessional HR pracice

Knowledge of business Issues at Owl and the contexs of uman

Aty tounderstand and analyse HR data
Glar understanding of he HR function an fsrespansibites
Understandng of resoutcing and taent paning

 Knowledg of reward management and what tis means fothe
Busiess

- Abity to adise o business prosesses o Improve organisatonal
performance

Knoutedge of employee engagement siategies and how to
implement witin the organsaton

sight o new developmerts i employment reations
 lear knowiedge and understanding of empcyment law
Knawtedge oforganisaton design and deveipment
Understanding of HR senice deliery

- Computer erate wih werking knowledge of uman resources IT
Systems, such 33 ATS and Payrol
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