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Working closely with the departments – The HR officer should stay in good touch with all the departments in a consulting role regarding any needs or issues that needs to be answered. As per Singh et al. (2017), The other major role that comes in the point is making the manager understand the work procedure or any new undertaking that is to be implemented. As the mangers are the front-line drivers of the workforce of such a big organization like GSK


Promoting equality and diversity - Any organization requires diversity in its work culture and management as finding a difference in the same old work with new procedure is what keeps the work interesting. The equality stays as the key player in keeping a high morale in the employees. According to Tanjung. (2020), the officer should be showing equality in managing the workforce or otherwise it will lead to an individual or a group leaving the organization. The promotion of these two elements will make the company a better place to work.
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Providing staff benefits - The current trend of the market is more on what benefits an organization can provide to an employee rather than the remuneration. The HR officer should think more on providing staff benefits, which will not only increase retention of employees but also attract fresh and skilled talents. According to Nadiv et al. (2017), the benefits like employee and family health policy, child education scheme is a major attraction of the popular staff benefits


Inducting good talents in the organization – The most important job of a Human resource officer is to source and induct talents in the organization. The job includes creating the description as per the requirements, include the extra knowledge required, maintaining the database, followed by interviewing, screening, and finally inducting the resource in the organization. According to Mustafa et al. (2018), the HR officer should be training himself accordingly to enhance the talent of identifying the right person for the right job.
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Proper coordination between the departments - As the main headquarters of GSK in United Kingdom is growing big every day the liaison between each department to the HR department is growing a tough job to execute. The training and development provided to me will increase my potential to maintain a proper system and having some point of contacts from each department. These people will directly report to the HR team in the matter of any conflict, need or any issue that need to be resolved immediately

Maintaining reports and database - The good listening skills of me will be useful by further enhancement of the training and development provided to me. The big company needs all the reports and databases to be fetched at no time for any requirement. This training will provide me the knowledge of maintaining all the reports of my department and maintain them properly to be used for further needs.
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Communication Skills – I do require proper training on drafting the contracts of employment as per the different responsibilities of different recruits of the company... I can take proper notes on the disciplinary guidelines provided to me I have a sound hearing habit, which helps me in taking down notes. I use these skills to write down proper error free reports to be presented to the management. I have the ability to do proper research work before any presentation and gather the perfect data that will support each discussion-taking place based on the presentation.
 According to Bodla et al. (2017), the resources collected for is major derivative of the presentation itself. I though lack in providing proper training, which I need to work and require mentoring if required. I am comfortable resolving issues because of my patience and good listening skills. I can take in account the issue of the both the entities in the conflict and mend that by providing useful and productive solution to it. I am confident in interviewing a candidate as I gather proper knowledge even if I am interviewing someone out of my domain. I need training on providing useful solution to the HR issues,

Information technology – In the segments of IT the skills of Microsoft word that I possess is very good and requires only development of knowledge as per the work process updates and the changes of the software. I need a training on the MS excel though. I know how to handle and maintain a database, but I need good training on handling the HR specialist software’s and PowerPoint to become a skilled person.  I am very comfortable in using the internet and the details and functionalities of the e- mail. As per Çaliskan et al. (2019) any technical innovation for the HR department makes the work more effective and time confusing for them itself.
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Policy implementation and updating - Though I lack the skills of suggesting a HR strategy or policy, still my fast-learning skills will definitely enhance my skills of creating a needful policy for the organization. My working nature and habits tend to learn new things and get the proper knowledge before going into a new thing will help me in this part. According to Khoreva et al. (2018), the implementation of the right policy at the right time is very important to maintain and increase the productivity of any organization the habit of listening to the others idea and giving importance to their solutions will also help me create a unified policy that will be beneficial for both the employer and the employee.

Training and development - The other skill that I lack is providing training to others. The orientation and development program conducted over me will increase my skillets in this field of the job of the HR officer. My patience will be and added advantage in this scenario, which will be useful for the people to be training under me. As per Mom et al. (2019), the training and development module of a company is a derivative of the company’s potential of dealing with the new joiners in the organization.
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Appendix B:
on the first task

	Name: Anafieu jalloh.

	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 e-mail
	✓
	
	
	

	Use PowerPoint
	
	
	✓
	



	
	Very good 
	Good 
	Adequate 
	Little or no experience

	Communication Skills
	

	Drafting contracts of employment
	
	
	✓
	

	Taking notes of  
disciplinary 
	
	✓
	
	

	Hearing, 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

	Problem solving 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 has you had in your role. 
	< 1 month 

              ✓
	1-3 months 
	> 3 months

	How many people 
have you managed at  
professional  
Any one time?
Placements? 
	None 

   
	      1-5 

✓
	      Above 5
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» The Human resource department
manages the resources of an
organization. They are the group
of people who are responsible for
bringing in the best talents that
the company requires. As a
graduate trainee Human
resource officer of
GlaxoSmithKline UK, The
explanations of the roles of an
Human resource officer, followed
by a personal audit based on
those skills and finally the
benefits of the company of
training me as an HR is
explained in this report.
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» Knowledge skills behaviour's required
for an HR officer:

* Working closely with the

department.

* Promoting equality and diversity.
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» The potential benefits to the
organisation of developing
me as an HR officer through
effective training and
development:

* Proper coordination between
the department.

* Maintaining reports and
databases.
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Reward and recognition - As HR officer the recognition of the staffs
performance and providing proper appraisal by rewarding or promoting the
employee to a higher position is very necessary. As per the training provided
to me, my coordination skills amongst the departments will increase and the
reports of the employees working under the manager will be easily received as
well. Accord to Neves et al. (2018), a good reward or a promotion makes an
employee happy and boost other employees zeal to earn that reward as well.
Even the analysis training of the performance management system will be
useful in bringing out the most eligible employee for rewarding or promotion.

Policy implementation and updating - Though | lack the skills of suggesting
a HR strategy or policy, still my fast learning skills will definitely enhance my
skills of creating a needful policy for the organization. My working nature and
habits tends to learn new things and get the proper knowledge before going
into a new thing will help me in this part. According to Khoreva et al. (2018),
the implementation of the right policy at the right time is very important to
maintain and increase the productivity of any organization The habit of
listening to the others idea and giving importance to their solutions will also
help me create a unified policy that will be beneficial for both the employer and
the employee.

A clear understanding of th
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* Problem Solving Skills — | have the capability
and vision to find out the most useful information
that will provide a proper solution to any
problems. | have the knowledge of handling
complex data from a huge database. | do have
the habit of using and upgrading my verbal ?KOBLEM
reasoning skills as well. The habit of exploring
more than one solution to an issue has been
very effective for me and has seen good results
as well. The other skills of patience and listening
to the other side and not putting my own on the
other s has been effective in building the morale
of the people | work with. According to Ejo-Orusa /
and Okwakpam (2018), the problem-solving e
skills is the most potential talent of any HR in
maintaining office harmony.

SOLVING

» Supervisory management — Though having
more or less skKills in other parts | do lack a good
experience of supervisory management and | am
looking forward for the experience of handling a
more than five people to gain the knowledge of
handling many people at the same time to
increase my HR skills.
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830, Ortigas Centet Pasig City
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* Policy implementation and
updating.

* Training and development.
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* Conclusion.

* As per the report the
explanation of the HR officers’
knowledge and behavioral
approach to the organization is
the major part on which the self
analysis that suggest the skills
and areas that needs to be
trained and developed for the
sake of the betterment of the
organization ibis major finding
of this report





