[image: ]
[image: ]
[image: ]

A1 Bulgaria is a market leader in providing communications, financial, entertainment, and integrated business solutions. Offering mobile and fixed-line services, high-speed broadband internet, satellite television, its own interactive television platform, four sports channels under the MAX Sport brand, financial services, information technology and cloud computing. 
Almost 3,600 personnel and cutting-edge internet infrastructure support digital business and lifestyles, enabling individuals and businesses to connect anywhere, at any time.
The company is a subsidiary of A1 Group, a market leader in Central and Eastern Europe for digital services and communications solutions, as well as integrated business solutions, with approximately 25 million customers in seven countries: Austria, Bulgaria, Croatia, Belarus, Slovenia, North Macedonia, and Serbia.
A1 places a premium on trust and loyalty, viewing them as the bedrock of all relationships with clients, partners, investors, and workers. As a member of the A1 Group, A1 Bulgaria abides by all applicable laws and moral values.
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To determine the necessary knowledge, abilities, and behaviours, I will need to study the primary tasks of a human resources officer, which are listed in Appendix. A
It is critical to comprehend employment legislation and to execute various procedures such as grievance and disciplinary procedures, as well as to counsel employees on compensation, benefits and promotions. Consistent updating and study is also important to keep abreast of any modifications or additions to the legislation. IT skills necessary for everyday use of Microsoft Office, Microsoft Excel, and PowerPoint are must,as well as daily use of the HR software.
Understanding the health and safety laws that apply to each job role is critical for everyone working in the human resources department.
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As part of my daily responsibilities, I'll be collaborating with department managers and employees, which means I'll require strong communication skills. Excellent English abilities (writing and reading) are necessary, as is a working knowledge of the terminology used in generating any relevant documents.
Decision-making ability is a vital component of the recruiting process. Additionally, this procedure requires the ability to plan and conduct interviews, as well as the production of job descriptions, job advertisements, and application forms. 
I must be an excellent team player in order to effectively communicate, cooperate, and work closely with a variety of different departments and personnel.
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Being emotional intelligent, means having the capacity to recognise, utilize, and control one's own emotions constructively to alleviate stress, communicate effectively, empathize with others, overcome obstacles, and defuse conflict
A good work ethic demonstrates employee’s dedication to seeing a job through, regardless of how challenging it becomes. Developing resolve and tenacity will enable to accomplish tasks more effectively, work for extended periods of time, and remain focused on the subject at hand without feeling disappointed or disheartened.
Working as an HR officer determines the need of leadership skills which are in the bases of influencing individuals or group of people. 
The active listening skills is essential part of the job duties of an HR officer, because it is the ability to engage a conversation with the colleagues on positive way, without judgment.
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By completing the personal skills audit form (see attachment B), I was able to ascertain my knowledge and skill gaps and identify necessary training for my role as an HR officer. In general, my problem-solving abilities are rather good. In terms of technology, I have no prior experience dealing with the company HR software, I will request that the organisation supply a manual/description guide for the application. Concerning communication skills, I lack information regarding how to prepare contracts and also take disciplinary notes, which may be practiced during a training session with an experienced employee from the company.
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To determine the benefits of training employees to the organisation I have reviewed some studies and journals. According to the researchers, there are many benefits for the organization, however I have stated a few, which in my opinion are the most significant ones. On first place the appropriate training can maximize the performance of the employees. Achieving that performance boost, the organisation can benefit of lower production costs and there after increase the overall revenue. Last, but not least the organisation will be more competitive on the market. 
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As a trainee HR officer, acquiring the proper training from the company I will profit from strengthening my knowledge gaps. Developing specialized knowledge and abilities I will be able to be more productive and more confident when dealing with everyday operations. Finally, I will be able to enjoy the work process and feel content of my advancement in the organisation.
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Appointed as a trainee HR Officer in A1 Bulgaria, my task was to develop understanding of my role in the organization. To do that I have determined what are the knowledge, skills and behaviours required by the HR professionals. By conducting personal skills audit I have found my knowledge and skill gaps and recommended appropriate training needs. By reviewing some studies and journals, I managed to determine some of the benefits of training for the organization. Finally, I evaluated my own benefits from receiving an appropriate training from the company.
[image: ]













	
Appendix A

[image: Graphical user interface, text, application

Description automatically generated]






Appedix B
[image: Diagram, engineering drawing

Description automatically generated][image: A picture containing diagram

Description automatically generated]
image7.png
@ Emotional intelligent

A1 HR

Strong work etic

Knowledge
. Skills and N -
BehaViorS T Leadership skills

[0 Activelistener




image8.png
Training and 3 o
Development /

HR SOFTWARE — REQUEST A “TAKING NOTES OF
TRAINING MANUAL DISCIPLINARY — PRACTICE
ON ASESSION

DRAFTING CONTRACTS OF
EMPLOYMENT




image9.png
Maximize performance
of the employees
(Enage & mran2013)

Growth in revenue

(Nassazi 2013)

Lowers production costs
Uehanzeb. sashir 2013)

Staying competitive on
the market




image10.png
Benefits of training to the employee

Improve knowledge

| Increase productivity

/  Boost confidence

Job satisfaction





image11.png
Conclusion





image12.png
References

« Elnaga, A., & Imran, A. (2013). The Effect of Training
on Employee Performance. European Journal of
Business and Management, 5(4), 137-147

« Nassazi, N. (2013). Effects of training on
employee performance., University of Applied
Sciences, Vassa, Finland.

« Jehanzeb, K., & Bashir, N. A. (2013). Training and
development program and its benefits to employee and
organization: A conceptual study. European Journal of
Business and Management, 5(2), 243-25




image13.png
Appondix A
Koy oxpoctations of HR Officer Roles.

‘As a human resources (HR) offcer you wil develop, advise on and implement policies relating to the effective use of
staff i an organisaton. In the role your aim is to ensure that the organisation that you work for employs the right
balance of staf n terms of skil and experience, and that raining and development opporunilies are avalabie o
colleagues to enfiance theirperformance and achieve the company's business aims.
HR depariments are expected 1o add value 1o the organisaton they support. The exact nature of the work vares.
‘accoraing to the organisation, but s likely 0 include:

working closely with various departments, increasingly in a consulancy rol, assisting ine managers to
‘understand and implement polices and procedures.

promoting equalty and diversity as part of the culture of the organisation.

lising with a range of people involved in policy areas such as taffperformance and health and safey.

recrulting saf,which involves developing job descriptions and person specifcations, preparingjob adverts,
checking application forms, shortistng,interviewing, and selecting canddates.

‘Geveloping and implementing policies on issues ke working condilons, performance management, equal
‘opportunities, discipinary procedures, and absence management.

preparing stff handbooks.

‘advising on pay and ofher remuneration issues, incuding promotion and benefts;
undertaking reguiar salary reviews.

negotating with staffand thek representatives (or example, rade union official) on ssues relating 0 pay and
conditons.

‘administering payroll and maintaining employee records;
Interpreting and acvising on employment aw.

‘Gealing with grievances and implementing discplinary procedures.

‘eveloping HR planning strategies, which consider Immediate and long-term saffrequirements;
planning and sometimes delivering raining - including inductons for new siaf.

‘analysing raining needs in conjunction with departmental managers.
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Appendix B
Personal Skills Audit
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