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1- [bookmark: _Toc71040119]Human Resource Officer Responsibilities 


Speaker Notes:  Human resource originally was known as a person or people management is the part of business that is responsible for recruiting training new employees and solving the major problems in the organization. Human Resource department is very important to any business depending on the organization size, but the main responsibilities is to increase the employee’s productivity and protect the company from any problem that can affect the workforce. (Amato, 2020)
A Human Resource officer have one of the most important roles in the organization and with time those responsibilities are increasing now they are responsible for ensuring that employees are satisfied with the condition of their employment, the type of relationship that people have in their employment anything related with managing people within a company or organization that is included taken decisions, strategies, principles, and methods. 
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Speaker Notes: Knowledge management is very important because allow the employees sharing information and know more about the company policies and procedure giving the permission to employee’s access information will prevent them to get wrong information and share it, with this access they will have everything that they want and need to know to prevent issues with their performance at the workplace.
Human resource knowledge management platform is very important because it store all the information of the employees helping the HR onboarding new employees easily like this, they can identify the application if is a new employee or if is a employee that is coming back making the hiring process more easier. Informed decisions are the best way to keep all the employees updated with what can change what will change and the procedure to take, and also helps the HR team knowing in advanced the issues that can affect the company.
HR knowledge management is important because it creates a team that will configurate the expectation and scope off all problems and find the right solution will be the team that will create implementations strategy and training plan for the employees.  (Ayres, 2020)
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Speaker Notes: A HR officer need to have soft skills that can guide him solving and identify problems, speaking ability is a skill that HR officer use as a tool to solve problems and present solution is very important know how to speak in different situations.
Reading people for an HR officer is the way that they can access the candidates in hiring process this skill will help understand the characteristics and behaviour so they will know that the candidate is right for the role. 
Empathy is a soft skill that is the key for an HR officer because this it allows you to have a human sense is the ability that makes you see another point of view to make appropriate decisions in the right time.
Listening is a skill that is very important as well been able to pass the impression that you are understanding another person is vital to gain trust and honesty it is a good skill for problem solving. (Bollman, 2019)
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Speaker Notes: As a HR officer is very important to know how to behave in different situations and how to act performing your role that you are at, as a leader is important to understand the visions to gain support and trust, motivate towards to achieve the goal, you need to be impartial everyone needs to be thread in the same level giving the same respect to everybody showing equity giving the same treatment and behaviour without favouritism and discrimination. Adaptability is important because if the organization is big you will need to deal with a lot of people and faster you adapt will be better to address the multiple demands and priorities in a changing environment. (R.Krishnaveni, 2008)
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Speaker Notes: Action plan allows the HR officer to develop and execute multiple objectives, planning and development allows the human resource to gain a good understanding of the company activity to help growing and achieve the goal. Assistance to the employee is part of the modern human resource speciality help employees identify what they should improve and develop specific action steps. Recruiting employees that advance company objectives for that in the modern human resource strategy they formulate satisfactory compensation and benefits to attract the right candidate so in that way demanding a high requirement the company will have the right candidates and the select criteria will be easier. Advocate for employees is to give the employees the right empowerment to communicate about what is wrong and what could be changed, promoting this culture at workplace will lead to a better environment at workplace. (Haberman, 2012)
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Speaker Notes: Conducting a personal skill audit I could identify my weakness and my strength, so making me able to create a personal development plan to know how I can improve and how long it will take.
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Speaker Notes: Accessing my skills and experience I could identify some weakness aspects in the company, the way that they deal with the employees make them less productive so I created an assessment training plan that will give the liberty to them to auto-access and find out their lack of improvement.  
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Speaker Notes: This assessment training plan will bring knowledge and information to the employees in another way they will focus on them self to find out in what they need help make them comfortable to talk about their weakness and barriers that make them have a poor performance in their role, and have this type of conversation with the manager will increase the confidence and motivation the manager feedback will be in the aspects that will make them believe that is possible to do it.
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HR Action Plan

Participate Participate in Planning and Development

Provide Provide career assistance to the Employees

Find ar.]d Find and Recruit Employees That Advance Company Objectives
Recruit
Advocate Advocate for employees

Provide Provide good environment at the workplace and between the employees (Amato, 2020)
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Liamo: Ivanovitch Paiva

Job role: Team Leader

Please tick as appropriate to indicate how you would rate your skills in relation to the following work /

functional areas.

Responsibilities

Plory good Food ]Adoquato

r.ltth or no experience

Recruiting Staff

Provide guidance X

to follow thg
company policies|

and procedure

Solving conflicts
between the
employees

Ensure
Equality and
diversity in
the
organization

Provide training
needs for the staff

Firing employees
when needed

Administering
Payroll and Keep
the employee
records

| declare that the information given in this form is true

PERSONAL
SKILLS
AUDIT

Signed

Ivanovitch paiva

04-05-2021
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Benefits That I can bring as HR Officer

o The heart of the company are the employees and how they perform decide
the success of it, | will create a monthly assessment that each employee will
have the liberty to speak they weakness and strength and what they think
that should be improved. The assessment will call one to one where the
manager will give the liberty to exchange ideas with the employees in the
manner to motivate and give the right amount of confidence.










Benefits That I can bring as HR Officer

◦

Theheartofthecompanyaretheemployees and how they perform decide

thesuccess ofit,I willcreatea monthly assessment that each employee will 

have the liberty to speak they weakness and strength and what they think 

that should be improved. The assessment will call one to one where the 

manager will give the liberty to exchange ideas with the employees in the 

manner to motivate and give the right amount of confidence.
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1 TO 1 Assessment
Training Plan

GAILS COMPANY

WHAT | AM GOOD? WHAT DO | NEED?

MANAGER FEEDBACK MANAGER FEEDBACK

WHAT SHOULD | IMPROVE? MY ACTION PLAN

MANAGER FEEDBACK MANAGER FEEDBACK
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Appendix B

Personal Skills Audit

Name Ivanovitch paiva

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

v

Use Excel spreadsheet

Use a Database

Use specialist
HR software

v/

Use the internet

Use e-mail

Use PowerPoint

NANIN

Very good

Good

Adequate

Little or no experience|

Communication Skills

Drafting contracts of
employment

Taking notes of
disciplinary

Write reports

Produce material to
support presentations

Delivering a training
session

ANAN

Resolving
disputes/complaints

Interviewing

Advising on HR issues
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Name Ivanovitch paiva 

  

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 

 

     

 

  

Write reports           

 

  

Produce  material  to 

support presentations 

 

  

 

     

Delivering a training 

session 

 

  

 

     

 

Resolving 

disputes/complaints 

 

 

        

Interviewing     

 

 

    

Advising on HR issues       
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Very good

Good

Adequate

Little
experience

or

ng

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

v

Supervisory Management

How much |
experience have
you had in your
role?

|_|< 1 month

v

|1-3 months

|> 3 months

How many people
have you managed
at any one time?

None

1-5

Above 5

| declare that the information given in this form is true

Signed Ivanovitch paiva

Date 04/05/2021










   

 

 

 

 

Supervisory Management      

How  much 

experience  have 

you  had  in  your 

role?  

 

 

 

 

 

  

 

 

 < 1 month  

 

 

1-3 months   > 3 months  

 

How many people 

have you managed 

at any one time? 

 

 None  

 

 

1-5  

Above 5            

 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

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 

 

 

        

I declare that the information given in this form is true  

Signed  

 Ivanovitch paiva

 

Date    04/05/2021 
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Human
Resource

Officer
Responsibilities

Human resource officer has a lot of responsibilities involving personal
performance for an organization,

referring to Appendix A HR Officer responsibilities are

Working Closely with various department

Ensure Equality and and diversity in the organization

Recruitments and interviews

Administering Payroll and Keep the employee records

Developing HR planning strategies

Provide training needs for the staff

Deal with complaining and disciplinary procedure
Firing employees when needed

Solving conflicts between the employees

Provide guidance to follow the company policies and procedure










Human 

Resource 

Officer 

Responsibilities 

◦

Human resource officer has a lot of responsibilities  involving personal 

performance for an organization,(Haberman, 2012)

◦

referring to Appendix A HR Officer responsibilities are

o

Working Closely with various department 

o

Ensure Equality and and diversity in the organization 

o

Recruitments and interviews 

o

Administering Payroll and Keep the employee records

o

Developing HR planning  strategies   

o

Provide training needs for the staff

o

Deal with complaining and disciplinary procedure

o

Firingemployeeswhenneeded

o

Solvingconflicts between the employees

o

Provideguidance to follow the company policies and procedure   
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HR Knowledge Management

Role control and customizable permissions

Improvement Onboarding New Employees

Make Informed decision faster

Provide better service to employees (Bollman, 2019)
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