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Human resource management or HRM in short as the majority of the people know about it is all the actions involving recruiting, hiring, deploying and managing employees in a business organization (Alziari, 2017). Humans are considered as a part of all the resources an organization can manage and make use of. Unlike abstract and non-living resources, humans are living creatures and managing human resources are more complex and perplex than managing non-living resources. This is why the need for a separate department just for managing human resources became contemporary as time went on (Commons, et al., 2018).
HRM objectives are divided into 4 categories and the categories of the objectives are societal objectives, organizational objectives, functional objectives and personal objectives. HRM sees that the organizations are properly attending to all the legal, ethical and social environments. To name some of the few legal issues that are not to be infringed at any cost, we have equal opportunity for employees, equal pay for equal work or infringing someone else’s intellectual property, employment and customer protection laws and a few other issues. Societal objectives are in short measures for responding to the ethical and social challenges of the company (Commons, et al., 2018).

 
Organizational objectives are more centred within and around the business organization in question. HRM means to achieve efficiency and effectiveness in a business organization with the help of its human resource and it serves the functional areas of an organization to help them efficiently operate. Having a right man for a right job at a right time and in a correct amount and the development of those men through the right kind of training, properly utilizing that selected workforce and proper maintenance of them is the organizational objective of HRM (Alziari, 2017).
Functional objectives are the functions that the HRM performs for several departments in an organization. The objectives are to maintain the contributions of these departments at a level to suit the needs of the organization (Mauro, 2017).
Personal objectives are the individual objectives of every single employee in an organization (Alziari, 2017). The HRM’s goal is to make sure that these employees reach their personal goals of increased wages or salaries, job satisfaction and better working conditions. The HRM also has to ensure standard working hours to the employees and that they can recieve promotions, welfare facilities and workplace motivation. HRM has to ensure that the workers are properly maintained, retained and motivated (Mauro, 2017).
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HR officers have many cards to play in an organization. Employee recruitment, onboarding and retention, then there is talent and workforce management, assigning job roles to employees and their career development, training and development of all of the employees, labour law compliance, all these factors are organized and maintained by HR officer (Alziari, 2017).
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As a HR officer s/he needs to to deal with range of tasks daily, weekly and monthly basis. HR officers have to have enough skill set to deal with all of the responsibilities that they have to attend to (Alziari, 2017). HR officers have to capable of maintaining employee relations, job candidate relations, sourcing and recruitment, interpersonal conflict management, performance management, project management and IT and HR related software skills (Martin-Rios, et al., 2017). 
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The key expectations of an HR officer in an organization are in the employee management section, staff recruitment, developing job descriptions and advertisements, shortlisting, interviewing and selecting candidates, drafting contracts of employment, conducting payroll, maintenance of employee records, interpretation of and advising on employment law, implementation of procedures or maintaining discipline, developing HR planning strategies (Alziari, 2017).
In the organizational responsibilities section, the HR role expectations are intimately working with various departments in consultancy roles, helping managers in understanding and implementation of policies and procedures in the organization, liaising with people working in the policy areas, planning and developing training to new employees, managing projects and finding solutions to problems (Martin-Rios, et al., 2017).
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Now we’re going to talk about the training and development of the HR officer of our organization.
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With that being said, I have conducted a personal skill of the Human Resource Officer and I have identified the training and development needs considering the knowledge, skills and behaviours that have been identified of the individual. In information technology section, their profiency with Microsoft Word, Powerpoint and using the internet is very good. The skills in using the Microsoft Excel’s spreadsheet are good as well. The most attention required from the officer are using a database and using the specialist HR softwares. 
In communication skills section, taking disciplinary notes, writing reports, interviewing and advising on HR issues are what the HR officer excels at, though not very good. However, they need to work on employment contract drafting, producing materials for presentations, delivering training sessions and handling complaints or disputes.
In the problem-solving skills section, I need to give more time in making good use of verbal reasoning skills, handling complex data and making selective use of information. Considering the 
ideas of others in order to solve problems is pretty decent and exploring more than one solution in order to solve a problem is good for the individual too. 
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As we have noticed in the previous section, the HR officer has to have IT skills like using a database, utilizing HR software and using excel spreadsheets since they are somewhat lacking in those criteria in the information technology section. The HR officer, in the communication skills section, must improve their verbal communication skills with other skills like drafting employment management contracts, producing presentation materials, delivering training sessions and resolving disputes or complaints.
Our HR officer also has to be capable of solving problems, making use of verbal skills, handling complex data and make selective use of information and exploring more than one solution to a problem in the problem solving skills section (Alziari, 2017).
The HR officer needs to be more capable of having supervisory management skills too with experience in HR roles and managing people (Martin-Rios, et al., 2017).
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Developing an HR officer comes with many blessings and beneficiaries for an organization. HR departments contribute a lot to the success of a business (Martin-Rios, et al., 2017).
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They include bringing together different values, beliefs and traditions, company vision, establishing company standards and making company rules and guidelines in the organizational culture section (Mauro, 2017). 
Planning for sudden changes in IT, firm stabilization, adaptivity, workflow changes and in times of alarming disasters (Stahl, et al., 2020).
HR officers have to ensure safe working conditions in an organization, keep an eye out for employee health and safety and maintain a hygienic environment within the organizational facilities.
HR officers have to also train the employee skills, employee qualities, develop procedures and policies, good working relations in the organization and the right human resource system (Martin-Rios, et al., 2017).
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HRM is the strategic approach to effective management. And for organizations to succeed in an industry, they have to have a team of effective managers (Mauro). An organization without HRM is pretty likely to fail at handling their human resources effectively. “People are in the centre of an organization” – it is a frequently used and a pretty well-known expression. But, only a handful number of organizations pay attention to their most valuable resources. The contribution of HRM in an organization is immeasurable. It is high time every organization came forward to invest in and develop its HRM sector. After analysing my skills, I should focus on my skills gap to become a HR manager in the future. With that in mind, I hereby, conclude my presentation. 
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HR Officer Skills

Human resources officers can perform a broad range of
works or can also be specialists of one particular area.

Employee relations.

Job candidate relations.

Sourcing and recruitment.

Interpersonal conflict management.
Performance management.

Project management.
IT and HR software skills.
(Stahl, et al., 2020)
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Key Expectations of HR Officer Roles

HR departments are expected to add value to the organization they are a part of.

[ —i
Employee Management

Staff recruitment.
Developing job descriptions and advertisements.
Shortlisting, interviewing and selecting candidates.

Drafting contracts of employment.

Payroll administration and employee record keeping.

Interpreting and advising on employment law.
Implementing disciplinary procedures.

Developing HR planning strategies.

(Martin-Rios, etal., 2017).

Organizational Responsibilities

* Working closely with several departments in a consultancy
role.

* Supporting managers in development and implementation of
organizational policies.

+ Liaising with people involved with policy areas.
* Planning and delivering training to new employees.
* Project management.

* Finding solutions of problems.
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Training and Development of the HR Officer

Training and development based on the personal skills audit of an HR officer

Information Technology Communication Skills

* Using a database. + Drafting employment contracts.

* Specialist HR software. * Producing presentation materials.
* Delivering a training session.

* Resolving disputes or complaints.

I
Problem-Solving Skills Supervisory Management
+ Making better use of verbal reasoning abilities. *  Experience in HR role.
+ Capable of handling complex data and selectively utilizing * People managed simultaneously at one time.

them.

BN |
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Potential Benefits of the

Organization of Developing an
HR Officer

HRM is the process of connecting the human resources with the
firm’s priorities in order to drive and increase the firm'’s
efficiency (Dean, 2017).
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Potential Benefits of Developing an HR Officer

Bringing together— Planning for the following—

= Values. ® Information technology.

= Company Vision. Firm stabilization.

= Beliefs as traditions. Adaptivity to changes.

= Establishing company standards. Changes in workflow.

= Making company rules and Alarming changes or disasters
guidelines (Dean, 2017). (Mauro, 2017).

Training and developing— Ensuring—

= Employee skills. = Workplace safety.

® Employee qualities. = Safe environment.

® Procedures and policies. = Employee health and safety.

* Good working relations. = Hygienic environment (Martin-

= Right human resource system Rios, et al., 2017).
(Commons, et al. 2018).
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Name: Racquel Lewis 1D:1914918

|Job role: Human Resource Officer
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jable to handle
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Explore more than
lone solution in order
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Consider the ideas
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< 1 month
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I declare that the information given in this form is true

Signed Racquel Lewis

Date 03/05/2021
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* Hello everyone, | am Racquel Lewis

* Following Key expectations of HR Officer Roles
on Appendix A, | will present appropriate
knowledge, skills and behaviours (KSB) that
are required by HR professionals across the
department.

* This presentation will also demonstrate my role
as a HR Manager using Skills Audit on Appendix
B.

* Finally, | will discuss the potential benefits to IntrOdUCtlon

the organisation of developing me as an HR
officer through effective training and
development.

Add a footer TREY

research





image3.jpeg
Objectives of Human Resource Management

* Societal: Measures that responds to the
ethical and social challenges of the
company.

* Organizational: Actions taken to help ensure
an organization’s efficiency.

* Functional: Guidelines used to properly
maintain the HR functionalities.

* Personal: Resources used to support the
personal goals of each of the employees.

(Brewster and Cerdin, 2018)

Human Resource
Management

The process of recruitment,
engagement and deployment of
an organization’s employees.
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Human resources officerswill develop, advise on and implement policies relating
to the effective use of staffin an organization (Mauro, 2017).

Employee recruitment, onboarding and
retention.

* Talent and workforce management.

* Jobrole assignment (Dean, 2017).

* Career development.

* Labor law compliance (Mauro, 2017).
* Training and development.

* Team building.
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