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HUMAN RESOURCE






Human Resource Management is in charge of  making strategies, help people to develop.

HR is in charge of making sure that the staff is getting support from “recruitment to retirement". HR goal is to ensure that the staff is progressing and is creating strategies to make them loyal to the business.
.





Skills
Use Microsoft Office Word

Use Excel
Use the internet Communication skills Problem solving skills Organizational 
Time management
Authority


Studies  Bachelor’s degree
 HR management
Business administration

HR KEY EXPECTATIONS



• To work as a team with the others department of the hotel

• Recruiting staff
• Preparing staff handbook
• Advising in promotion, bonus or pay raise

• Payroll


JOB DESCRIPTION OF THE HR AT THE REGENCY PARK HOTEL


Regency park Hotel is a medium size hotel with 140 rooms, a restaurant and bar area, reception
and conference rooms. And this is requiring over 150 members of staff. And this is a hard work for a HR officer.
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At the Regency Hr is planning and taking interview for all the departments.
Is dealing with people from different countries (different languages, cultures), so the attention of trying not to make people feeling treat different is double.

Is not only one department so the level of knowledge is higher.




.


. The Regency Human resource has a very well-planned training programmer. Which is insured that every new staff is fully aware of the department activities, the training is made in few steps with a length of two weeks.

The steps are very easy to follow does not matter the background or the culture of the new staff. The







The Regency Human resource is ensuring that every staff member is treated equal and is
keeping the racists act under control, by asking members of their staff to speak English uneven is possible to avoid the possible conflict of people believing in being “gossip“ by his colleagues.

As conclusion being working as Hr for a hotel is not easy and is requesting lots
of experience in knowing how to work with people, plus few knowledge in how to” read people mind”.
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Speaker notes
Introduction

This report discusses about the functions of a human resource employee to meet the organizational objectives. The chosen organization is Regency Park Hotel. Which is a great place to meet any corporate people expectations.
This question discusses to what extent every function of a HR allows an organization to fulfil its business objectives.
The business functional structure 

“The business’ functional structure organizes the business’ activities around the specialization areas”. The four key functions are:
Finance, Operations, Marketing, and “Human resources (HR)”. The successful organization will execute a mission statement and strategy for every function to follow and to give clarity on the business objectives. 

The Role of Human Resources

HR is in charge of making sure that the staff is getting support from “recruitment to retirement". HR goal is to ensure that the staff is progressing and is creating strategies to make them loyal to the business.
With the help of recruitment the HR manager is selecting competent staff for the organisation. After the get the job a good training it is very important. 
The are factors that my make a difficult job for Hr in hiring a better traned staff for a certen position. The lack of money.
Human resource is playing an important role in the wellbeing of the Regency team, the staff is trained and interviewed by the Human resource, a part of the management department. The Regency Human resource has a very well-planned training programmer. Which is insured that every new staff is fully aware of the department activities, the training is made in few steps with a length of two weeks. The steps are very easy to follow does not matter the background or the culture of the new staff. The Regency Human resource is ensuring that every staff member is treated equal and is keeping the racists act under control, by asking members of their staff to speak English uneven is possible to avoid the possible conflict of people believing in being “gossip“by his colleagues. 
Recurring staff is also Human resource responsibility, from the adverts to interviewing the staff is all part of his/ role. Byrecurring staff activity, the Regency Human resource is ensuring that job description and the required skills are specified in the adverts it also paying attention to the candidates by checking applications forms until has a list of people how are ask to came for an interview a hoping of finding the perfect candidate.
Pay 
HR helps organizations in the work concentrated accommodation industry set wages and compensations dependent on local market rates.  Restaurant workers procure a lot of their extra money from tips. HR's finance information assists businesses with taking care of tips as required under the government charge code. As indicated by the ISHC, offering laborers shared money rewards for raising efficiency has been effective in this hospitality industry. So this make a hospitality Human resourceskills to be different of other fields.
Human resourceresponsibility in the hotel is to ensure very that every staff of the company is respecting the hotel culture and the culture of each colleagues.
At the Regency Human Resource employee is in charge of handling the contract of each new staff or to renew the existing contracts.
Human resource skills 
· Good communication 
· Good writing skills 
· Internet using 
· Good with writing report 
· Excel
· Microsoft Team, office, Word
· Power point 
· Good understanding of lows
· How to take an interview 
· Good in problem solving 

Conclusion

As a conclusion of the above report it can be easy to understand the importance of a Hr officer in a company with a large number of staff.

I believe a Human resource worker is really helpful when you have a business to run.
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Appendix

Appendix B
Personal Skills Audit
Nume: Adelina Elena HRitcu
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.
	Information Technology
	Very good
	Good
	Adequate
	Little or no

	Use Microsoft Office Word
	x
	
	
	

	Use Excel spreadsheet
	x
	
	
	

	Use a Database
	x
	
	
	

	Use specialist HR software
	
	
	x
	

	Use the internet
	x
	
	
	

	Use e-mail
	x
	
	
	

	Use PowerPoint
	x
	
	
	



	Communication Skills
	Very good
	Good
	Adequate
	Little or no

	Drafting contracts of employment
	
	
	
	x

	Taking notes of disciplinary
	
	x
	
	

	Write reports
	
	
	x
	

	Produce material to support
	
	
	x
	

	Delivering a training session
	
	
	x
	

	Resolving disputes/complaint
	
	x
	
	

	Interviewing
	
	
	x
	

	Advising on HR issues
	
	
	
	x





	Problem solving skills
	Very good
	Good
	Adequate
	Little or no

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

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

	Consider the ideas of others to help solve problems
	x
	
	
	




	Supervisory Management
	
	
	

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

	How many people have you managed at any one time?
	None
	1-5

	Above 5
x




I declare that information given in this form is true

Singed: Adelina Hritcu
Date:09/08/2020
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