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APPLE

Chosen company: |
ncC.

Founded in 1976 by Steve Jobs, Steve Wozniak and Ronald Wayne as
Apple Computer Company, Apple Inc. is today the largest technology
company in the world with revenues that in 2021 reached over 365 billion.

Initially named Apple Computer Company, with their second computer (The
Apple Il) that became a best seller it becomes Apple Computer Inc.



Appendix A

oy expecaions of HR Offcer e Key expectations of HR Officer Roles

As a human resources (HR) officer you will develop, advise on and implement policies relating to the effective use of d -

staff in an organisation. In the role your aim is to ensure that the organisation that you work for employs the right balance A p p e n I x A

of staff in terms of skill and experience, and that training and development opportunities are available o colleagues to o [ o

enhance their performance and achieve the company's business aims. KnOWIedge that Is req u I red by H R prOfESSIOna IS
HR departments are expected to add value to the organisation they support. The exact nature of the work varies

according to the organisation, but is likely to include: working closely with various depariments, increasingly in a

consultancy role, assisting line managers 1o

understand and implement policies and procedures. promoting equality and

diversity as part of the culture of the organisation. I-aw a n d pO I |Cy

liaising with a range of people involved in policy areas such as staff performance and health and safaty

the Family and Medical Leave Act (FMLA)
the Fair Labor Standards Act (FLSA)
the Age Discrimination in Employment Act

recruiting staff, which involves developing job descriptions and person specifications, preparing job advarts,
checking application farms, shorlisting, intarviawing, and selecting candidates.

developing and implemanting policies on issues like working conditions, performance managament, aqual
opporunities, disciplinary procedures, and absence management. praparing

staff handboaks.,

advising on pay and other remuneration issues, including promotion and benefits;
undertaking regular salary reviews

the Occupational Safety and Health Act

nagotiating with stafl and their representatives (for example, trade union officials) on issues relating to pay and

Health Coverage

conditions.

administering payroll and maintaining employee records;

Equal Employment Opportunity Laws
Equality Act 2010

Data Protection Act 2018

Health and Safety 1974

interpreting and advising on employment law. dealing with grievances

and implementing disciplinary procedures,

devaeloping HR planning strategies, which congider immadiate and long-term staff requirements;
planning and sometimes delivering training - including inductions for new stafl.

analysing training neads In conjunclion with departmental managers.
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Skills that are required by HR professionals

Communication (verbal and non-
verbal) skills

Administrative expertise skills
Coaching skills

Selection and recruitment skills
Teamworking skills

Literacy skills

Numeracy skills

Time management skills
Problem solving skills AIHR| sz
Software user skills (Excel, Word, etc.)

@
,/

Business
Acumen

o J
HR Skills
O N

Digital & Data

Literacy

® Belng analytical & data-driven
® HR reporting shillls




Attitudes and behaviours that HR professionals
should adopt when on duty

- e
O

Respect and understanding for others

PROFESSIONALISM

Professional attitude and approach
Respect the appropriate dress code of the organization
Privacy and confidenciality

Good knowledge of laws and policies

Positive way of approaching situations

Have and equality and respectfully attitude

image source: www.conovercompany.com/5-ways-to-
show-profession alism-in-the-workplace/

Be objective (separate facts from personal prejudice)



SWOT ANALYSIS - personal

Strengths What do you do well? What unique | Weaknesses What could you improve? Where
resources can you draw on? What do others do you have fewer resources than others?

see as your strengths? What are others likely to see as weaknesses?
-Team working -Language barrier
-Time keeping -Multitasking difficulties at times

-Organisational skills
-Communication skills

Opportunities What opportunities are open to | Threats What threats could harm you? What is
you? What trends could you take advantage your competition doing? What threats do your

of? How can you turn your strengths into weaknesses expose to you?
opportunities?

-Worked in this environment 4 years -Competitors
-Participated into the management of the -Lack of vacancies in the role
family business as teenager -Geographic location



Advantges and benefits brought within the
organisation resulted from developing an HR
officer by training efficiently

ncrease in productivity and quality at the workplace
mprovement regarding staff members and their skills
ncrease in efficiency and therefore in profit

Minimizes waste in time and resources

Better application of rules and policy

* Better approach of situation of conflict

» |dentifying staff skills and training/coaching according to
them

e Assists the growth of staff within the organization




The benefits that HR brings to the organization
from training and coaching efficiently
members of staff

* |Improvement of productivity and quality
* |ncrease in efficiency

e Less support needed from staff

* Opportunities for staff growth within the organization
* Avoiding resources, time and energy waste

e Better working environment

* improvement in general well-being of staff

* |ncreases profits



Conclusion

HR professionals are very important, almost vital within an organization.
Their role of an HR professional is very important within an organization
since their mission is to find the matching individuals to the vacant role
places. They find members of staff and assist them within the organization.
HR department monitors individuals and ensure their well-being within the
organization, also it guides them in order to ensure they grow and develop
by giving the right training and coaching, Thanks to their skills, the staff
team works better leading this way to improvement in quality and
efficiency, facts that result into happier customers/ service users and
therefore increse in profit.
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Appendix C:Personal Skills Audit

Appendix C

Personal Skills Audit

Name

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 LLittle or no experience

ICommunication Skills

Drafting contracts of
lemployment

ITaking notes of
disciplinary hearings

Write repaorts

Produce material to
lsupport presentations

Delivering a training
lsession

Resolving
disputes/complaints

Interviewing

[Advising on HR issues

F.ltlle or No experience

r‘robllm solving skills

ake good use of

Erhal reasoning skills
bler to handle

complex data and

make selective use of
infarmation

[Explore more than
jone solution in order
o solve a problem

onsider the ideas
f athers to help

solve problams

Bupervisory Management

How much
experience have you
had in your role?

How many people
have you managed at
@ny one time?

r declare that the information given in this form is true

igned

ate




