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Hi, my name is Ticu Rostas and today presentation is about HR officer. Likewise, I will be talking about some my Personal skills audit to analyses fact about myself that in to improve to become an outstanding HR officer.
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What is the HR and its role?

In least difficult terms, the HR (Human Resources) division is a gathering who is answerable for dealing with the representative life cycle (i.e., enrolling, recruiting, onboarding, preparing, and terminating workers) and overseeing worker benefits.

HR is a key component of any business. This is because they must be extremely qualified to recruit and deal with personnel issues. The next slide will cover some of the key skills. 
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In my opinion, from the information from appendix A the topmost important expectation of an HR is as follow. 

Recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing, and selecting candidates.

-Preparing staff handbooks.

-Dealing with grievances and implementing disciplinary procedures.
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Being a HR officer, you must also have an excellent communication skill to communicate with various department within your organization to ensure you find the prefect candidates for the role that need filling in that department. To do so you need to have good knowledge management skills to keep track of everything that goes around in all departments.

Likewise, need to have good writing skills to create an attractive job description for the jobseekers to clearly understand what the job role is and what they are expected to do. 
Also, IT skills a most must be a HR officer, this is because most of the worked is carried out from a computer e.g., email, presenting, job adverts etc. 

A good HR officer should have excellent communication skills i.e., verbal communication during an interview should be formal and understandable for the jobseeker.  
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According to Resources.workable.com handbook is an archive that conveys your organization's central goal, arrangements and assumptions. Businesses offer this to workers to explain their privileges and duties while they are utilized with the organization. 

This is a very important element of recruiting employees. As an HR you must induct all the new personnel and informant of their job role, code of conducts etc. to avoid any misunderstand and to ensure efficiency before starting their first day at work.




Slide 7




Dealing with grievance and implementing I believe that is one of the most important skill that an HR officer. This is because ensuring that employees mental and health is good and keeping them happy will have a positive impact on the company/task that they are carrying. This because we do tent to give our best at anything when we are happy.

Therefore, I believe that every HR officer should have a plan put in place to ensure that any complains, or problems are dealt with correctly. For example, Zeba 
Sayed in one of her articles ‘Grievance procedures: Five-step guide for employers’ (05/07/17) a step-by-step procedure on how HR should deal with problems raised by employees.

Also, Zeba Sayed mentioned in the same article that managing a complaint expeditiously and decently is essential for businesses meaning to decrease the danger of work council claims. This means that if the company wants to keep good apparencies for future clients/customers or employees they will need to make sure that they do not raise a bad reputation for not treating or consulting with their workers.
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Appendix B shows by my strengths and weaknesses. For example, of one my strengths are problem solving. Thanking more than one idea or opinion to form a judgment in solving an issue. For example, making a decision that relates to putting a group of people that come from various of backgrounds and cultures. To take this decision, I would have to carry out Schein’s Model of Organizational Culture. As this theory is based on how different background culture can affect and organization and for me to put a group of range of background, I need to ensure that they can communicate between each other. To avoid any conflicts or communication barriers. 

Likewise, another strength that can help me to be a good HR officer is that I have previous experience in managing more than 5 people. I have been working as a Crane supervisor for just under three years. Working as a crane supervisor I started to develop manging skills. Also, as a crane supervisor I am the person who finds and recruits qualified slingers as a qualified to do this in the construction industry.
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From the form from appendix B, I can see that there are some key elements that I need to improve to be a good HR officer. Here are some of the elements I need to improve on.

-When is come to technology I know the basics word, email and presentation.  For me to improve my chances of becoming a good HR officer I must improve of information and technology sector i.e., the use of specialised HR software. I would suggest to myself that I need to go on a training course to develop my knowledge. This is because according to an article by Indeed (23 Feb 201), preparing is significant on the grounds that it addresses a decent chance for representatives to develop their insight base and improve their work abilities to turn out to be more successful in the work environment. 

Also, I need to improve my skills in writing a report.  My current advantage is that I am currently studying try to improve my academic writing. I need to ensure that I do my best during my university course to increase my knowledge of writing an outstanding report to increase my chances of being a better HR office. 




Slide 10







Slide 11







Slide 12







Slide 13







Slide 14






image4.emf
3 Key expectations of an HR


Microsoft_PowerPoint_Slide3.sldx










3 Key expectations of an HR











In my personal opinion, from the information from appendix A the top most important expectation of an HR are as follow. 



Recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing, and selecting candidates



-Preparing staff handbooks.



-Dealing with grievances and implementing disciplinary procedures.
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Recruiting staff, which involves developing job descriptions and person specifications, preparing job advertisements, checking application forms, shortlisting, interviewing, and selecting candidates.
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Being a HR officer you must also have a excellent communication skills in order to communicate with various different department within you organization to ensure you find the prefect candidates for the role that need filling in that department. To do so you need to have good knowledge management skills to keep track of everything that goes around in all departments.



Likewise, need to have good writing skills to create an attractive job descriptions for the jobseekers to clearly understand what the job role is and what they are expected to do. 

Also, IT skills a most have in order to be a HR officer, this is because most of the worked is carried out from a computer e.g. email, presenting, job adverts etc. 



A good HR officer should have excellent communication skills i.e. verbal communication during an interview should be formal and understandable  for he jobseeker.  
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According to Resources.workable.com handbook is an archive that conveys your organization's central goal, arrangements and assumptions. Businesses offer this to workers to explain their privileges and duties while they're utilized with the organization. 



This is a very important element of recruiting employees. As an HR you must induct all the new personnel and informant of their job role, code of conducts etc. to avoid any misunderstand and to ensure efficiency before starting their first day at work.
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Dealing with grievance and implementing I believe that is one of the most important skill that an HR officer. This is because ensuring that employees mental and health  is good and keeping them happy will have a positive impact on the company/task that they are carrying. This because we do tent to give our best at anything when we are happy.



Therefore, I believe that every HR officer should have a plan put in place to ensure that any complains or problems are dealt with correctly. For example, Zeba 

Sayed in one of her articles ‘Grievance procedures: Five-step guide for employers’ (05/07/17) a step by step procedure on how HR should deal with problems raised by employees.



Also, Zeba Sayed mentioned in the same article that managing a complaint expeditiously and decently is essential for businesses meaning to decrease the danger of work council claims. This means that if the company wants to keep good apparencies for future clients/customers or employees they will need to make sure that they do not raise a bad reputation for not treating or consulting with their workers.
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Appendix B shows by my strengths and weaknesses. For example, of one my strengths is problem solving. Thanking  more then one idea or opinion to form a judgment in solving an issues. For example, making a decision that relates to putting a group of people that come from various of backgrounds and cultures. In order to take this decision I would have to carry out  Schein's Model of Organizational Culture. As this theory is based on how different background culture can affect and organization and for me to put a group of range of background I need to ensure that they can communicate between each other. To avoid any conflicts or communication barriers. 



Likewise, another strength that can help me to be a good HR officer is that I have previous experience in managing more then 5 people. I have been working as a Crane supervisor for just under three years. Working as a crane supervisor I started to develop manging skills. Also as a crane supervisor I am the person who finds and recruits qualified slingers as a qualified to do this in the construction industry.
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From the form from appendix B I can see that there is some key elements that I need to improve in order to be a good HR officer. Here are some of the elements I need to improve on.



-When is come to technology I know the basics word, email and presentation.  In order for me to improve my chances of becoming a good  HR officer I must improve of information and technology sector i.e. the use of specialised HR software. I would suggest to myself that I need to go on a training course to develop my knowledge. This is because according to an article by Indeed (23 Feb 201), preparing is significant on the grounds that it addresses a decent chance for representatives to develop their insight base and improve their work abilities to turn out to be more successful in the work environment. 



Also, I need to improve my skills in writing a report.  My current advantage is that I am currently studying try to improve my academic writing. I need to ensure that I do my best during my university course to increase my knowledge of writing an outstanding report to increase my chances of being a better HR office. 
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Any questions?
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Appendix A
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 staff in an organisation. In the role your aim is to
ensure that the organisation that you work for employs the right balance of staff in terms of skill and experience, and that training and development opportunities are
available to colleagues to enhance their performance and achieve the company’s business aims
HR departments are expectedto add value to the organisation they support. The exact nature of the work varies accordingto the organisation, but s likely to include:

working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures

promoting equality and diversity as part of the culture of the organisation

laisingvith a range of people involved in policy areas such as staff performance and health and safety.

recniting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, shorlisting, interviewing,
and selecting candidates

developing and implementing policies on issues lie working conditions, performance management, equal opportunities, disciplinary procedures, and absence
management.

preparing staff handbooks

‘advising on pay and other remuneration issues, including promotion and benefits; *1 undertaking regular salary reviews

negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions

‘administering payroll and maintaining employee records: 1 interpreting and advising on employment law.

dealing with grievances and implementing disciplinary procedures

developing HR planning strategies, which consider immediate and long-term staff requirements; planning and sometimes delivering training - including
inductions fornew staff.

analysing training needs in conjunction with departmental managers.
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Hi, my name is Ticu Rostas and today presentation is about HR officer. Likewise, I will be talking about some my Personal skills audit to analyses fact about my self that in to improve in order to become an outstanding HR officer.
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What is the HR and its role?



In least difficult terms, the HR (Human Resources) division is a gathering who is answerable for dealing with the representative life cycle (i.e., enrolling, recruiting, onboarding, preparing, and terminating workers) and overseeing worker benefits.



HR is a key component of any business. This is because they have to be extremely qualified in order to recruit and deal with personnel issues. The next slide will cover some of the key skills. 
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