 RECORD OF PRACTICAL EXPERIENCE (RPE)
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that all lies sre 1o Audhl standard, Ensura that flles are kept in an organised fashion

anxl are easlly ratrievable whan needed. This wad an angolng task and ngeded o be
mmm,mmnmmwwmw.

Level of invoamant 3 "(ior “Lavels of iovolvement Scale” see Appendia |
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aystem This task was performad as needad |.6. | would racens an amail asking 1o
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world to deploy Workdwide Docurmants, 5o thal the whola organisation raceived a
standard trasning ftem.

When the new Iraining agminisiralor stantad on-site, | passed on what | knes about
ihe system and traingd har up on what | knaw so thal she was able 1o take over the
running of the system as part of har role.

Levsl of imohenant 4

3. Perform Queries and System Clean up on Compliance Wire — Run reponts for
tequests that may come through from ceftain depanments as to who has irainsd to
what documents. Also sei up and maintain the database of cutrant users of the
systam. Ensura they have propar socess fights and capablities within the gystem.

Levall of Ivoivestient: 4

4. Take minutes al Weekly HR team meeting - record menutas and actions al the
mmmlmmmmmmeﬂMMrm
maeing.

Love of mthemant 3

5. Organise Interviews for new applicants ~ onca new appicalions have been
mmﬁwmmnww-mmm-mm.lmmm
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mterview. Later an, | did get to screen some CV's tor some Manufacturing Team
Member positions ~ finking the whole process 1ogather from stan o binish

Level of involvermant 2
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AECORD OF PRACTICAL EXPERIENCE (RPE)

Weekly Tasks

1. Entering Training Records ~ antar raining records onto computer database
These records ware Ihén available on the Intranel for avaryone 1o see. Usars can run
repons on who has completed specific traming, on what data and 10 which revision
they were trained. Records were collected site-wide every Friday. Again, when the
new training administrator started | showed them how to enter there records
corractly.

Leval of Involvemsnt: 4

2. Tracking Right First Time Records — once records raceived on a Friday a recond
had 10 be made al how many were filed out correctly and incomectly. This was then
lcaced oMo an axcel spreadsheet and a “Right First Time” percentage was lound.
The targe! was 100%. Graphs and figures are communicatad 1o all empioyees o
make them aware of the issua. The *Right First Time” parcentage was used In the
company’'s monthly metric recordings.

Lew of irvoheement €

3. Putting Records Into Document Storage — once Ina recorts were entered onlg
ihe computer database thay had to ba filed In document sforage. This was necessary
n case an audit tock place or il the original training record was ever requirad, we
could easily find the documents. This took place oncs all the previous weeks record
had been logped

Laval of [rvolvament 4

4. Every fortnight ensure payslips are handed out — payroll was run every two
weeks and once the payslips were availablo | was given the task of handing out the.
paysiips. This was & good way 1o find out who's who in the company and 1o introduce
mysell.

Laws of nvavamant: 3

5. Update Compliance Wire with new Employee Details ~ overy week new
amployess began wolk on sita. It was my duty fo setup this person in Compliance
Wire 30 that they could have access 10 anline training, | could halp thass peopla il
they had any problams with logging in or accessing trainng.

Lavel o nvolvement: 4

6. Update Notice Beards - update notice boards with new information whan
needed. Exampies would include: job adverts, new leams. sile vistiors, inlormation
on reward and recogretion events eic. Important so that everybody on sits was awate
of changes/new faces

Lavea of nvowament: J



. Ensure “Return to Work interviews” are completed by Supervisors - svery
Monday | would run a repan in “Core HR® [Personnet Management Systam) 1o see
how many people wers ahsent the pravious waek, I these paople have not yel
compietad a retum 1o work intervaw it was my job 10 email that persons supervisor
and raquest thal a retumn 1o work intarviow be compileted. The “Retum to Work
Interviaws” ensured thal levels of absentosism were kapt lo & mimimum,

Lovel of nvohement: 2

B. Junior Achievement Programme - lor a five-week penod | partook in this
programme, which involves going out 1o local prmary schools and leaching young
childran aboul tha importance of busmess in the community. It invalverd leaming the
matetial and presenting o the class. This greally improved prasentation skills and
the contidence fo stand in front of @ group and spesk.

Leval of imehament 3

8. Time-Sheet Repornt for Production Contractors — avery Monday a report was
ran in the HA System, This report showad the hours worked by cenain employses
whose hours wara contragied 1o anathar compary. My task was to run tha repon and
send It ip their employer, This ansured two things, firstly that we confirmed tha hours
mmmmmwmmmwmmumm

Laval of involvement: 3 "y
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LECORD OF PRACTICAL EXPERIENCE (RPE)

Monthly Tasks

1. Add posted CV's to Database through Candidate Manager — every month the
company received many Curriculum Vitas's via post. A task | was given was to scan
thasa onto the computar and add them “Candidals Managser” |online agministration
system for job applicants). This task was important 50 that we complied with legal
requiramants 12 hold a CV for a cantain perind of time. Also if there was no sultabie
position for an applicant, wa would have their CV on file so # a position arosa in the
fulure thay may te included in the salection process

Lavel of Invodvement: 2

2. Attend the Monthly Communication Meeting ~ | got 1o attend the Monthly
Cammunications maating, in which each ol the company's departmeants gave
updates on what has been gaing on m tha last monih. Thia gave me a good lesl for
thee business and aiso if kept averyans in the loop 4s to what was going on,

(vl of imolvement: 1
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AECORD OF PRACTICAL EXPERIENCE (RPE)

One Off Tasks

1. Education Project — to mest regulatory requiramants the company s required 1o
nold a copy of all educational cartificates ol ks employees. It was my job 1o first
check 1o s2a i we had this on file and If not o ask empioyees for thair cen. | tracked
progresa in an excel spreagshaol and now we have all certficates as required.

Laval of Involvament: 3

2. Updating People Leaders Employee Handbook - this involved moditying the
company amployea handgbook for Peopla Leaders, 10 inciuds all relevant forms and
documents where needad. | editad two versions: & hamt-copy version in a folder and
a soft-capy varsian with hyperiinks inserted whare certain forms were menfionad.
This documant made it sasier for the people leaders 1o gt to specific areas of the
handbook and alsoc ook at the ralated forms quickly.

Lovel o Involvement. 3 .

1, Defining Salary Bands - look through organisation charts and take a recod of aif
the different job litles. mmmmwummw

bands lor spacilic jobs.
Lovel of involvement: 2

4. Update Company forms with both @iilland SR gos - with two
companies operaling under ong roof, and the HR department acting as a shared
serics, it was hecessary 1o update cutrent forms and documents 1o include both
- This would save time and effon creafing naw doouments and
aiso promole a campus cullure on sits.

Lavel of Involvemant: 3

5. Set-up excel flles for R.F.T. training records ~ whila in charga of entaring
tradning records il was necassary 1o keep track of how many reosived back wera
correct. | set up an excol spreadsheet 1o show how many we recaived back at any
stage of the year. It also enabled us to look al who was filling out documants
corractly, volume by month and also if iraining was or was nol taking place in certain
depariments. |.e, Identify training gaps.

Leva of imivamant; 3

8. Recruil students for XP-13 PO ~ during tha month of June 15 summar students
wen raquired (o gualify a new production unit on site (XP- 13} | was taskad with
getting these people on sita. | sant a sile-wide mail 1o sso il anyone had relations et
that would be avallable for tha two weeks, | matie (he calls and 006 we had 15
slugents.

Leval of snolvement 2
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gym indEere on sita to drum up business and we co-ordinated & day ol hee
fnaes asssssments lor empioyees. Lialse with contact in gym, make site aware of
Assessments via postars on notcs board and email

Leval of Invvoivemant: 2
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database for contractoes on site 5o Ihat therr Iraining records may be sasily
accessibie rather than trawling through folders for paper records. Applied axisting
W'dmmlauﬂmmﬂﬂmwhﬂlm*bundmmlmﬂmm
achieved

Liwvet of mvohverment: 3

1Ganmm|mmmmmm-mmqumnlmm
was P Corporate Audit, which 2s1ed for four days and comprised of four Auditors.
wmwumiumpmmmwmmmmw
records wete needed. This was an invalunble expariance fo sa2 how an audit
mnmmWMMdMMWWMMﬂmm-
room,

Lival o Involyemant | =1

10. Dalivered HR induction to new amployees ~ | look on ihis presentation as
thete was a membee of sialf unavaiable 1o do s0. The presantation took roughly 45
minutes and | was able 10 deliver it confidently due 1o what | hat learned during the
coursa of my tims on placement. This was deliverad 1o al new employees for the
Mde:mmwmnlmhrmﬂmMﬂwﬂw
HR dept. as there wers many quastions both during and after the session.

Leved of Insolvement: 3

11. Attended an Assessment centre to see how Aptitude tests work-

Mere | made the phone calis 1o nvite potential employess 10 altend an Assassment
centre 1o gauge their aptitude lor the job in question. The day involved giving a
numerical and verbal reasoning test 10 the candidates. 'We than commected the
papars, collated the results and from these we wete able 10 choase candhidates 1o
coma on sita for intensew. This process & designed 10 save fime and atfort when it
comes 10 e recruitment process.

Laval o) invOhament 2

APPENDIX |

1. Othserved lask being pedornmad

2. Papticipatod In lask being parformed
3 Parformed task independently

4 Supervised task being performed



(ECORD OF PRACTICAL EXPERIENCE (RPE)

Summary of Work Experience

To sum up, this placemeant has given me a clear-cut undemstanding of what MR is
and how it should function within an organisation. During this ime the company was
expanding and transitioning. It was a very busy time 1o be In HR while policies and
procedures were being dacidad upon and there was a lot of recruitment 1alang place.
Heance the level of exposure | receivad in such areas as Training, Recruitmant,
Genaral HR. Administration and computer systems was second 1o none, | wish to
ihank the team lor all thewr suppon over the past 8 months.

They have helped ma to improve upon, and raalise the impartance of skills such as:-
Communicating effectively

Prasenting skilis

Computer skills

Organigation skills
Faople Skills

& & & = @

| was given tha opporfunity to become part of the team, rathar than just a student on
placement. Any | had waers taken on board and if needed
acied upon. It has me & proper ingight into how good organisations function, in
arms of my BBS Degrae within WIT | tha! this experienca will help me
in tha final year of my atudies and aiso a stepping-stone o further
spponunities in the future.

[Signatures: Date:

Work Supervisor

WIT Mentor J




