
HR Pro – recording your qualifications and skills 
 
A key principle of our People Strategy is that we will ensure that staff can develop 
their skills, knowledge, competencies and potential. 
 
To help us to analyse needs and to plan future staff development and training 
opportunities, we introduced a new qualification and skills section in HR Pro in 2013 
which will give you a place to record your academic accomplishments as well as 
your professional qualifications.   
 
We are also interested if you have any specialised skills that would be beneficial in 
the work environment. 
 

* * * * * 
The Process 
 
In HR Pro, the Skills and Qualifications can be found under the ‘My Development’ 
section on the homepage as shown circled below. 
 
 

 
 
To Update Your Qualifications 
 
Click Update Qualifications 
 
Your options: 
 



 To add a new qualification  
 

 To amend an existing qualification, for example when you finish studying 
and receive a grade  

 

 To confirm your changes and exit the screen 
 
 
When you select Add or Edit, you will see the following screen 
 

 
 
It is very important that each subject is recorded separately with the type of 
qualification at the start of the subject field with the grade in brackets at the end: 
 
e.g.:  GCSE Maths (C) 
 A level Biology (B) 
 BA Hons English (2:1) 
 
If you are unsure which level is which, please see the FAQ section for more 
details. 
 
Once you have entered your information, the screen should look something like this: 
 



 
 
 
To amend any record, all you need to do is highlight it and select Edit. Once you 
have made your changes, press Complete (the green tick) to exit that record. 
 
Press the Complete button again to leave the Update Qualifications area. 
 
To Update Your Skills 
 
Click Update Skills 
 
Your options: 
 

 To add a new skills  
 

 To amend an existing skill 
 

 To confirm your changes and exit the screen 
 
 
When you select Add or Edit, you will see the following screen where you can type 
in each skill before pressing the Complete (the green tick) to save and exit that 
record. 
 



 
 
NB: To ensure that your skills are recorded correctly, please make sure you 
save each skill SEPARATELY. 
 
Your skills list should then something like this: 
 

 
 
Press the Complete button again to leave the Update Skills area. 
 
  



FAQs 
 
Q: Haven’t we done this before? 
 
A: Some of you will recall that we did a "skills audit" a couple of years ago where this 
information was captured.  We would have liked to have transferred this information 
into HR Pro but unfortunately it is incomplete and is now somewhat out of date.  The 
best way to capture it is for you to put the information into HR Pro.  
 
Q: Why do I have to input each record separately? 
 
A: This allows us to run reports and search for key words. It is why we also ask for 
the consistent formatting of each box. The alternative is a free-text field which would 
be very difficult to review. 
 
Q: What do the different levels of qualification mean? 
 
The different levels come from the Qualifications and Credit Framework (QCF) used 
in England, Wales and Northern Ireland. 
 

Level Include 

1 Level 1 Diplomas; OCR Nationals; Foundation Learning Tiers; 
2  GCSEs graded A*-C; NVQs at level 2; Higher Diploma 

3  AS/A levels; NVQs at level 3; International Baccalaureate; 
4 Certificates of higher education; NVQs at level 4+; BTEC Professional Diplomas, 

Certificates and Awards;  
5 Diplomas of higher education and further education, foundation degrees and higher 

national diplomas 
6 Bachelor degrees, graduate certificates and diplomas 
7 Masters degrees, postgraduate certificates and diplomas 
8 Doctorates 

 
As a very rough guide, Level 2 qualifications are what you may have taken at the 
age of 16 and Level 3 at 18. 
 
Q: What if I have qualifications from overseas? 
 
A: Just select the ‘Non-UK’ option from the level drop down box. 
 
Q: What sort of skills should I include? 
 
A: Please include any skills that you think would be useful in a working environment.  
 
This could include previous experiences that you are not carrying out in your current 
role such as mentoring, being a team leader or managing a budget.  
 
Alternatively, these skills could be more general such as knowing an additional 
language, sign language, or holding an advanced driving licence.  
 
 
 

http://en.wikipedia.org/wiki/Qualifications_and_Credit_Framework
http://en.wikipedia.org/wiki/England
http://en.wikipedia.org/wiki/Wales
http://en.wikipedia.org/wiki/Northern_Ireland


Q: How do I delete a record? 
 
A: You can’t delete a record once it is saved but you can overwrite it or set both 
boxes to the ‘blank’ option. 
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