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INTRODUCTION:
Human Resources is defined as the process of managing people of an organisation with a human approach. HR approach to manpower enable the manager to view the people as an important resource (shodhganga.inflibnet.ac.in).
My  organisation in this scenario ABM UK LTD a facility management organisation with head office in central London. My organisation has about 400 members of staff working with transport for London ( TFL) Maintaining the tube train in stations and depots.
HR professionals are  in organisation required to ensure business comply with employment laws. HR officer advise management on  HR policies and procedure,
HR professional are required to know  how to build programmes process to ensure  
Proper management resourcing and talent management. HR are professional required 
to Lead managing and influencing other members of the team and employee across the organisation (pmjobscipd.com).

PEERSONAL SKILL AUDIT  OF MYSELF AND HR PROFESSIONAL  TRAINING NEEDS.
For me to work in my organisation as   HR officer I  am required to have the certification  in HR  management skills as  required of all HR staff in  todays  world in many organisations. 
However, I must have  the knowledge of employee engagement strategies and know  how to implement them within my organisation in relation to staff behaviour an important skill  set required of HR professional across the board in the big organisation.
Furthermore, I must  insight into new development in employment in employment relation in the organisation.
I can not perform HR officer job, if I don’t have the above skills set . 
Further, training to update my skills gap are required for me to update my skills regularly   for example any time my organisation is working with new technology and new HR software as HR professional.

CRITICALLY ASSESSMENT OF THE POTENTIAL BENEFITS OF MY ORGANISATION DEVELOPING ME AS (HR) OFFICER.
My organisation ABM UK LTD will  benefit  the following skills set and knowledge form me after am train as HR officer.
My ability to build relationship with employees and clients. Also,  I will have the knowledge  of organisation design and development, I will have the skills and knowledge required to work with HR system and IT programmes for example payroll and excel.
I will  have the knowledge and skills required to advise on  business processes  to improve my organisational performance ( jobs.cipd.co.uk).
However, as HR officer I will have a clear knowledge and understanding of employment laws for my organisation.
My confidence  and ability to do the following will be great for my organisation.
· Effective Decision  making
· Creating value for people through staff training programmes.
· Organisation knowledge and expertise in HR
· Foundation certification in  HR 
·  Good communication skills
· Time management and self-discipline
· Train develop and mentor (sagepeople.com).

Payment of  Procurement, advices clients, Organisation Handbook policies, are their core t an organisation (warnambool.vic.gov.au).
· Human Resource officer are responsible for recruiting, training and develop staff.
· They are also responsible to make sure all staff get paid correctly and on time.
· Approving job description and advertisements
· Pensions and benefits administration HR officer responsibility .
· HR Officer are responsible in looking after the health, safety and welfare of employees.
·  It is the responsibility of HR Officer to organise staff training sessions activity.
CONTENTS

TRAINING AND DEVELOPMENT NEEDS  FOR A HUMAN RESOURCES OFFICER
· HR Officer must be trained with leadership and management skills, to suite ABM  UK LTD   Organisation.
· They need also to have deep knowledge and relevant to ABM UK LTD operation structure.
· HR Officer must have knowledge and Expertise in Human Resources 
· Good Communication skills.

TODAY  AGENDA TEMPLATE WILL INCLUDE THE FOLLOWINGS
Staff monthly meetings  to discuss various issues in the organisation must be communicated with specific date, meeting venue address and time, the meeting agenda should be created 3-4 days in advance and will be communicated and distributed by email or letters to inform members of staff.

TODAY AGENDA IN BY HR OFFICER WILL ALSO INCLUDES

·  What time is the meeting stating
· Who should be attending on the  meeting? 
· The place, date and time.

THE MEETING OBJECTIVE

· Here you  write about what is the goal of the meeting
·  when ask why you are meeting , for example to improve health and safety in the organisation, answer to the question should be brief.
· Once the goal of the meeting is established
· List of topics must be prioritized to know the more important and the least important to accomplished.

TIME PER TOPIC
· The content of each topic will dictate how long each topic should take.
· Do not waste time in overscheduling time per topic, for example introduction may only two minutes.
· Let the content dictate the time not the software.

KEEP THE AGENDA LESS THAN 4-5 TOPICS

· Most people do not want to spend over 2 hours in a meeting.
· Long agendas seem boring and often don’t  get read.
· Review previous years client  satisfaction metrics, may only take 10 minutes for example.
· Take note of the meeting outcome for further HR review before taken decision ( Mifflin 2014).


WHAT IF SOMEONE SENDS AN INVITE WITH NO AGENDA
· A more practical and realistic solution to such invite is to decline such invitation.
· Time, energy and organisation financial  resources  will be better saved in doing more productive things for the organisation.

MASLOW   THEORY (1943).
Maslow hierarchy of needs is a motivational theory in psychology comprising a five-tier model of human needs.
· The above  human needs according to Maslow theory are often depicted as hierarchical levels within a pyramid. Maslow (1943).
· These pyramid goes from the bottom of the hierarchy upwards.
· Maslow 5  steps organisation theory are:
· Physiological
· Safety
· Love and belonging
· Esteem and self-actualization
· Maslow lay emphasis on full use of talent in organisation.
· We must always know that profitability is the main aim  of managing an organisation all these  with the help Maslow theory  (1945), and dedicated members of staff.
· Good communication skills are  required
· Two-way communication skills also very important in organisation so as  to get feedback from  members staff to help improve the organisation generally in all departments.

ORGANISATION TEAM BUILDING INCLUDE THE FOLLOWING STAGES ( B. Tuckman 1965).
· Forming
· Storming
· Norming
· Performing
The above stages of team development and human resources HR was Bruce Tuckman  (1965), useful framework for team building in organisation. At forming - stage, people are positive and polite, rules are not stabilised yet and there  is some effort to know new colleagues.
Storming – This  is the stage where many teams fail because is where some conflict may arise due to different personality and way to work.
 However, the  next  stage of  HR team development will be the Norming stage-    this is the stage where the team members gradually  start to understand each other and keeping their differences starts to be better approach to sort things out. The confident are gained, team members feel  free to ask to help each other and provide a constructive feedback.

Finally,  the team reaches the Performing -stage , when  hard work leads, without friction the team now work together to achieve the team’s goals.


CONCLUSION


As I have written in my above presentation slides to demonstrate How well trained professional human recourses (HR ) staff can apply all the  tools above, various theories, and framework that  will help organisation create synergies that will lead to  good end result and profit for the organisation.
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