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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 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: 
[image: ] working closely with various departments, increasingly in a consultancy role, assisting line managers 
[image: ]to understand and implement policies and procedures.   promoting equality and diversity as part of the culture of the organisation. 
[image: ]  liaising with a range of people involved in policy areas such as staff performance and health and safety. 
[image: ] recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts, 
checking application forms, shortlisting, interviewing, and selecting candidates. 
[image: ] developing and implementing policies on issues like working conditions, performance management, 
equal opportunities, disciplinary procedures, and absence management. 
[image: ]  preparing staff handbooks. 
[image: ][image: ] advising on pay and other remuneration issues, including promotion and benefits;  undertaking regular salary reviews. 
[image: ] negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay 
and conditions. 
[image: ][image: ][image: ] administering payroll and maintaining employee records;  interpreting and advising on employment law.   dealing with grievances and implementing disciplinary procedures. 
[image: ][image: ][image: ] developing HR planning strategies, which consider immediate and long-term staff requirements;  planning and sometimes delivering training - including inductions for new staff.  analysing training needs in conjunction with departmental managers. 
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Appendix B 
 
Personal Skills Audit 
 
	 
Name Susan Okwera

	 
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 

	Information Technology 
	
	
	experience 

	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 
	Little or no 

	Communication Skills 
	
	
	experience 

	Drafting contracts of employment 
	 
	 
	 
	· 

	Taking notes of disciplinary 
	 
	 
	 
	1. 

	hearingsWrite reports 	 
	 
	· 
	 
	 

	Produce material to support 
	 
	 
	 
	 

	pDreeseliventatioring a ns 
training session 
	 
	· 
	 
	 

	Resolving disputes/complaint
	 
	· 
	 
	 

	sInter 	viewing 
	 
	· 
	 
	 

	Advising on HR issues 
	 
	 
	· 
	 


 
 
 
 
 
 
 
 
 
 
	
	Very good 
	Good 
	Adequate 
	Little or no 

	Problem solving skills 
	
	
	experience 

	Make good use of verbal reasoning skills, able to handle complex data and make selective use of information 
	· 
	 
	 
	 

	Explore more than one solution in order to solve a problem 
	· 
	 
	 
	 

	Consider the ideas of others to help solve problems 
	· 
	 
	 
	 


 
 
 
	Supervisory Management 
	
	

	How much experience have you had in your role?  
 
 
	 
 
	· 
	· < 1 month 
	1-3 months 
	> 3 months 

	
	
	
	
	
	

	How many people have you managed at any one time? 
		· 


· None 
 
	1-5 
	Above 5 


 
 
	
	I declare that the information given in this form is true 

	Signed 
	 Susan Okwera

	Date 
	 24th August 2020
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What is Human resources management.

21 Human resources management is a process of valuing and
developing individuals at the workplace. (Harrods case
study cited in Moodle).

21 Human resources s also a strategic and comprehensive
approach to managing people and the workplace culture
and environment.

21 HR enables employees to contribute effectively and
productively to the overall company direction and
accomplishment of the organization’s goals and
objectives.
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The Role of a Human Resources Officer.

Human Resources officers are involved in a range of activities
whatever the business type or size. HR is responsible for policies
and procedures are found in the staff hand book, These cover
areas such as:

» Conditions of employment
» Equality and diversity

» Negotiation with external work-related agencies
» Pay

» Recruitment and selection

» Best Working practices.
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Knowledge, Skills and ethical behavior appropriate
for the role of a Human Resources Officer.

Whereas human resources is open to most graduatesand those with a
HND, the following subjects may be exceptionally suitable:

3 Human resources management degree, Business or management degree.
Business with languages degree, Psychology degree o social
administration

4 An accredited qualification from the CIPD s preferred by employers.
CIPD is the body of code of conduct for professional Human resources.
and people development, that sets ethical standards and behaviours for
which their members are required to adhere and cohere to champion
better work and working lives.
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Knowledge, skills and ethical behavior appropriate
for the role of a human resources officer.

Ethics and Skills that are important for HR roles:

2 Confidentiality: keeping information of employees confidential is vital
have key information and keeping it secure is important except when t
information concerning sexual harassment in the workplace.

2 Understanding conflicts of interests: Problem solving in office politics is
HRO needs careful attention s favoritism and discrimination in the work
produces negative results and unacceptable.

2 Decision making and Persuasion: having the trust of employees behind a
initiative.

3 Knowing the law: labor and compliance laws will equip the HR officer to

confident when making decisions that can affect the employees especiall
there is wrong doing.

4 Professional Behaviour and Competence in the workplace.

2 Ethical Standards and Integrity: having moral standards gives the HR(
to making decisions and stay committed and aware of the decision.
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Maslow’s hierarchy of needs theory.

According to (McLeod 2020), Maslow’s hierarchy of needs s a five- tier model of
psychological motivation theory, of human being needs to meet levels of satisfa
hierarchy in a pyramid style. From bottom up the needs.

5 1. Physiological Needs: fundamental matters of survival for instance salary and
employment

5 2. Security Needs: well-constructed emotional environment and physical issues
instance best work practices, benefits, safe work environment and pensions.

4 3. “Belongingness” Needs: social integration issues for instance team working,
cooperation on the job fittingin or friendships.

5 4. Esteem Needs: Job title recognition, respect for each other, positive self-image
enjoyable work spaces, and prestigious assignments to jobs.

5 5. Self-Actualization Needs: accomplishment issues for instance workplace a

subject matter specialist tatus on the job, and challenging tasks.
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Maslow’s hierarchy of needs theory
Continued

> Inorder for an individual to be satisfied, this
forms a pattern that the lower needs in the Matiation increases
hierarchy should be dealt with first and then & needsaremet
move up the hierarchyin the pyramid. the
Maslow’s hierarchy of needs theory is
important to the workplace and managers
need to recognize that it’s an individual’s
sense of well-being, a good feel factor will
increase as the levels of needs are satisfied.

Motiction
decreases
asneeds
aemet

Deficency
Needs
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Goal setting in the organization.

As the world is changing constantly, businesses
are having to rapidly change especially in
technology advancement in order to stay
competitive.

2 Goal setting s a formal strategy of setting
quantitative or numerical accomplished
objectives for individuals and that in general
formal goal setting programs share the
standard objectives of enhancing employee
performance and motivation.
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The importance of Goal Setting in the orga

0 Goal settingis important to organizations as companies require useful
expertise and zealous commitment of staff at all levels and when
correctly handled, effective goal setting will empower the
organization to gain from both.

Cited in (Dr Low and Dr Teo 2016) according to Tubbs, 1986 “goal setting
theory applications increases employees’ levels of efficiency and
achievement” in addition. Katzell and Guzzo (1993, cited in (Dr Low and
Dr Teo 2016) reviewed goal setting experiments and found that it led to
“improved productivity in 95% of these experiments””

Conclusion

In concluding, overall HR assesses the performance and development of
the individual in order to gage the accomplishments that enables tasks.
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Introduction

This presentation will attempt to explore and develop an understanding
of the role of a Human Resources Officer (HR) in a chosen organization.

“The presentation will include the Training and Development needs for a
Human Resources Officer, supported by academic models, methods and
theories s well as explain how human resources is important to the
organization, what knowledge and skills are required, goal setting in the
organization and how should a Human resources officer’s code of
conduct.

‘The organization chosen that the Human Resources Officer will be.
working in, is Google Limited Liabil
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Background of the organization and
structure.

4 Google LLC s a multinational technology company. Established in 1998 by Lart
and Sergey Brin. Google particularise in internet connected services and prod
which comprises of technology, online advertising, search engine, software and
hardware and cloud storage.

2 The organizational structure that Google LLC uses is a team based or cross fun
structure. This type of structureis more geared towards ideas and intelligence.
best suits the needs of Google and their employees.

2 This type of structure allows working togetheras a team from all levels and differ
backgrounds and expertise to achieve a common goal. The culture at Google’s
management team approach gives encouragement for employees to participate

decision making. G O 08 Ie
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What is (HR) Human Resources

2 Human resources plays a key role in the organization working within
government guidelines with change of rules and regulations daly,
weekly monthly or yearly to suit current events for example
employment laws.

2 Human resources recognizes changes and expands on their policies to
create job satisfaction to this ever competitive market.

S Asan (HR) Human resources officer, becoming part of a large team at
google, by being responsible for planning and development looking to
recruit talent and working under the human resources manager.




