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[bookmark: _Toc55842062]INTRODUCTION 
This report is laid emphasis on the roles and responsibilities of HR professionals. The CIPD professional map will be designed along with the activities and actionable steps for the improvement. Further, the HR activities will be described in context of café 1001. 

[bookmark: _Toc55842063]TASK 1 
CIPD PROFESSIONAL MAP 
The CIPD (career planning and development) professional map basically sets out the standards and key qualities (knowledge, skills, attributes, behaviors and activities) for the HR professionals that they needed for the success across the world. However, it is an interactive set of standards in order to guide the HR professionals; so that they keep developing their personality and improves the quality of work. It sets the benchmark for the people who work in Human Resource and helps them to make better decisions as well as improves their performances accordingly (CIPD Professional Map, 2020). 
By using the professional map, the HR manager can builds their credibility within the workplace and keep them up-to-date through aligning the future focused career map. The professional map majorly focuses on the behaviors, knowledge and the skill set that the one needs to develop in order to create the value and make an impact at the workplace. It can shift the generic work practice to value based decision making practices. The professional map is designed to evolve in the line with the shifting landscape of profession of the people. The core ethics, values and the purpose are driving the professional standards. With the help of CIPD map, an HR manager can take a critical and fresh look at the people functions within the workplace and also encourages them to handle the difficult situations accordingly. 
CIPD PLAN- 
	SKILLS 
	CURRENT POSITION AND CORE VALUES 
	TIMEFRAME 
	ACTIONS FOR THE IMPROVEMENT
	PRIORITY 

	Communication sills 
	I am good at interacting with others and I can easily build the relation with others. I have the convincing power ability. 
	4-6 months 
	For the HR manager, it is most important to have the better communication skills. For the further improvement I am planning to read more books, journals and articles where I can learn the basics of communication. the measurement of the performance can be done by the feedback system where I will take feedbacks from my friends, family and senior colleague members. 
	High 

	Time management 
	I am able to managing the time but sometimes I get confuse when there is so much of work to do. 
	6 months 
	It can be improved by prioritizing the work and making the proper schedule. The daily to do list can also be helpful in managing the time properly. 
	High 

	Team building 
	I can easily make relationship with the staff members.
	6 months 
	It can be improved by participating in the group activities. 
	High 

	Decision making and problem solving skills 
	Sometimes I get nervous when there are a lot of alternative options. 
	8 months 
	By taking initiative for the decision making process and participating in the voluntary programs might help. 
	High 

	Leadership quality 
	I am able to lead the group 
	6 months 
	It can be developed by leading the group activities and encouraging them to work. 
	High 
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The Human Resource Department referred as the division of any business, which is charged with the identifying, selecting, recruiting, screening and providing training programs to the employees and job applicants. The term HR basically used to describe both the organizational department and the people who work for the company’s objectives. The HR department is majorly responsible for managing the business resources and controlling the operations for the betterment of the organization (HRMP, 2020). This report illustrated the key activities of HR in context of café 1001, London, UK; where I have been working as a position of HR Manager. 
However, HRM can be defined as the distinctive or strategic approach to employment management that seeks to attain the competitive advantage through the committed or skilled workforce by using the integrated array of personnel, structural and cultural techniques. 
Following activities of the HR are described below- 
Human Resource planning: it is the foremost and the basic function of HR activities which is all about to the identification of future needs of the business organization. The HR manager is responsible for the strategic planning of further activities like screening, selecting, performance management, evaluation, learning and development etc. at the Café 1001, the whole department firstly evaluates the scenario and then we make decisions (HRMP, 2020). 
Recruitment and Selection: it is another function of the HR activities that includes the criteria in which the manager and the department team recruits and selects the skilled workers for their organization. However, attracting the people for the job vacancy usually starts with the proper planning and an employee brand. With the strong brad value and right sourcing strategies; it can be done properly (HRMP, 2020). As being the manager in the café 100, I always make sure that the department team makes such effective plan to recruit the best candidate. We initially identify the talent gaps and then make strategies to select the people on the basis of their skills, knowledge and experience. For the recruitment and selection process, the test is conducted where the skills and knowledge of the candidate can be evaluated. After the advertisement of job vacancy, once the candidates apply for the job then the process has been started through the use of different recruitment tools like group discussion, interviews and other tests. 
Performance management: it is the essential activity of HRM in order to ensure the working performances of the employee within the organization. The good and strategic performance management basically comprises of the good leadership skills, clear goal setting activity and the open feedback system. For the performance management of team and staff workers of the café 1001, I prefer to use bi-annual performance review, in which the staff members and co-workers are reviewed by the manager (HRMP, 2020). As being the manager of the café, it is my duty to evaluate the performance of employees in order to attain the organizational goal. I also use the 360- degree feedback system in which all the members and subordinates can review the performance. The proper management and evaluation of performance can be helpful in closing the gap b/w workforce and the organizational system (Gupta, et al., 2019). 
Training and Development: enabling the workers and staff workers to develop their skill set and knowledge that they need for the future career is an essential responsibility for the HR managers. With the effective training, leaning and development program; the HR manager can fill the gap b/w the workforce today and the workforce needed in the future for the betterment of an organization. Traditionally, the café 1001 have a proper and set budget for the training programs. The overall budget is distributed among employees and entire staff workers. On-boarding the new employees and providing them resources for their continued development referred as the key investment for the organizational success. Providing new opportunities with the internal training programs and other educational or conferences events helps to keep the worker satisfied and motivated. With the proper training and development, the workers can enhance their personality and develop their skills according to the need (Qadir and Agrawal, 2017). 
Function evaluation: it can be described as the technical role of HR manager which includes comparing the several functions or activities in terms of quality, qualification, availability of workforce, job location, economic situation, working schedules, roles and responsibilities and the organizational values. The internally ranking functions include point method, classification method, personal and ranking methods; in which the experts ranks the function of workers in term of their job duties and their contribution towards it for the attainment of specified goals and objectives (Abdul‐Halim, et al., 2016). 
Rewards and benefits: rewarding the employees and staff workers for their respective job duties is the most essential function, which helps to keep them motivated. This activity includes appreciation and recognition, career opportunities, promotion and bonuses, status recognition, healthy and a good organization culture and the most important work-life balance. It is important to give benefits to the employees in order to keep them motivated, so that they can work more in a professional manner towards achieving the goal (Bag, 2020). I always seek new ways to providing reward benefits of my team members and also encourage them to work. Other than the monetary rewards, satisfying work life balance is also important for the employees. For this I always ensure that no employee feel pressurized or stressed because of work load. Job security, formal as well as informal development, growth opportunities, autonomy, social environment and performance based pay are the motivational factors that I use for the employee engagement and employee retention within the organization. 
Industrial relations: another important function of the HR manager is to maintain the industrial relationship with the staff members, employees, collectives and labor unions. Maintaining the strong relationship with unions will help in resolving the potential conflicts within the organization. It facilitates the free flow of communication and reduces the chances of errors accordingly. It also helps in maintaining the work environment healthy where people can feel comfortable, safe, secure and valuable as well. In order to build the strong relation with the staff members, I always involve them to the decision making process and other activities; where they can share their views and opinions freely. It helps them to keep motivated as well (Lussier and Hendon, 2017). 
Employee participation and communication: the participation of employees and staff members is necessary for the strong organizational values and the work culture. It is one of the most prominent roles of the HR manager to be credible activists for the staff workers and employees. The workers and entire staff need to be informed effectively and in proper manner on different topics that are relevant to them, so that they can also participate in the organizational activities. However, communication within the organization is related to spreading the information among employees. as being a manager, I always ensure that all the relevant information communicated to the members effectively. It helps in reducing the chances of miscommunication and conflicts. Proper and effective communication also maintains the string relationship among the workers and helps to make them feel comfortable as well (Qadir and Agrawal, 2017). 
Administrative responsibilities: it includes the personnel procedures of human resource system that consist of performance improvement, formulation of rules and regulations, cultural and racial diversity, handling of promotions, maintaining disciplines etc. it is the duty of the HR manager to develop the policies for the organizational well-being; where people can feel comfortable, secure and safe. I involve the staff members while making any decision and then come to the conclusion in order to the better management of the business functions (HRMP, 2020). 
Health and safety: the HRM department plays an imperative role in formulating and implementing the health policies and the safety regulations for the staff workers by which they can feel safe and secure. It is the function in which the manager has to take care of the health of the employees whenever they run into any kind of problems. As being a manager I always communicate better with my team members and discuss them effectively. I ensure that no one is harmed or feel discriminated in the workplace (Gupta, et al., 2019). I prefer to discuss the safety compliance with the government and regulatory unions based on the job functions or activities for the safety measures such as law enforcement, appropriate safety equipments etc. other than that, awareness among the workers helps in protecting them from the physical danger. The health and safety activities also include the protection of workers from external surroundings and other toxic substances. 


[bookmark: _Toc55842065]CONCLUSION 
The report concluded the roles and responsibilities of the HR professionals and the significance of CIPD professional map, which is the set standard of skills and knowledge needed by the HR manager to get success in their career. Further, I have described the HR activities that I have performed in the café 1001. 
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