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[bookmark: _Toc109320784]S2: Introduction
· Human resource is one of the main pillars of an organisation that strengthens the whole structure for the authorities as well as the employees.
· The main task for the HR team or personnel is to maintain a constructive balance and communication within the organisation (Chyhryn et al., 2019).
· However, there are a set of skills, knowledge and appropriate behaviour required for the task which the HR personnel must possess (Mitrofanova et al., 2018). 
· There are also different models or theories suitable for the HR departments but they are sometimes challenging to implement in the working system. 
SN: 
Proper sense of responsibilities and the required set of skills are most necessary for the HR personnel for any organisation. 
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[bookmark: _Toc109320785]S3: HR Responsibilities
· The biggest HR responsibility is to have thorough knowledge regarding the organisation in the first place to ensure maximum efficiency.
· It requires the overall understanding of the configuration and how each part of the organisation is connected to one another.
· The HR team also needs to use proper strategies or management models which can effectuate the highest level of outcome according to the expectations and goals of the company (Valecha, 2022). 
· The 8-Box model can be a good example which allows the officer to meet both the critical HR goals as well as the organisation’s ultimate goals. 
SN: 
Implementing proper strategies and implementing the plans are the keys to executing the HR responsibilities properly. 
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[bookmark: _Toc109320786]S4: Knowledge Required
· The HR team or management requires robust knowledge about the company structure and its goals to start its basic operations and make the most appropriate plans. 
· Simultaneously, the HR must have basic knowledge regarding recruitment, selection and performance management which are primary criteria in this case.
· The HR officer must also be aware of the company policies and the specific areas where they must be applied to (Martinez-Gil, 2022). 
· Lastly, the HRM needs to know about the information system and data analytics to aid the management as well as the employees regarding the outcomes (Dahlbom et al., 2020). 
SN: 
Knowledge regarding company structure and configuration as well as overall policies are the basic criteria of the HR department. 
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· The foremost requirement for HR personnel is communication and interpersonal skills which enables them to connect with all the stakeholders in the company.
· Strategic thinking, planning skills and the ability to handle pressure from both the authorities and the employees are needed in this case. 
· Human capital and their development as well as leadership skills are also required for the HR team (Alomari, 2020). 
· Cultural development in the workplace and flexibility is also expected from the HR officer in most organisations. 
SN: 
The basic skills beside communication and leadership are strategic planning and human capital development which are the most important requirements for the HR officer. 
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[bookmark: _Toc109320788]S6: Appropriate Behaviour
· The HR officer is expected to deal with the most sensible issues in the workplace which requires patience and composure (El-Kassar et al., 2022).
· HR personnel are also needed to be active listeners and be respectful towards all levels of employees irrespective of their designations. 
· Most importantly, the HR can never be biased towards an individual or an incident and make sure that all the people including both hierarchy and the general workers are treated equally. 
SN: 
The HR team must reflect the most effective and constructive behaviour towards all the stakeholders of the company to extract the best possible outcome from every situation. 
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· I am confident about my communication skills and I am a social person which means I can easily interact with other people.
· I have reflected strategic thinking and I have the ability to function effectively under pressure which is a big advantage for the job of HR (Schultz, 2021).
· My interpersonal skills such as listening, negotiating and decision making are also above average.
· I am very patient and punctual which are significant requirements for this job. 
SN: 
My existing skills can enable me to excel in my responsibilities and I will be able to utilise the opportunities offered to me. 
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· There are a few skills that I am not very confident with and I need to improve them with proper training and development programs. 
· My human capital management skills and development skills are not very impressive and I must work on them for better augmentation (Antamoshkina et al., 2020). 
· My theoretical knowledge needs to be tested on the field to make sure they are effective and practical enough for the organisation. 
SN: 
The skills I lack must be developed as soon as possible so that I can become an effective HR officer for the company.
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· The biggest challenge for the training and development of HR is to offer enough practical scenarios where the HR can implement his skills and theories.
· Developing skills are not as easy as it sounds and they require considerable time to be effective and efficient.
· Gathering knowledge about the overall structure of the organisation and the market it works in is also a difficult task for a trainee (Götze et al., 2018). 
SN: 
There are significant challenges in the HR training but it must be overcome to become an effective HR officer for the company. 
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[bookmark: _Toc109320792]S10: Personal Skill Audit
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[bookmark: _Toc109320793]S11: Organisational Benefits
· The benefits of the company depend on three important sections - efficiency effectiveness and the impact (Galetić et al., 2020). 
· Efficiency includes the HR activities and the methods they implement while effectiveness relies on the outcome of the HRM.
· The direct or indirect impacts are measured by the organisational objectives like profit, market value and customer satisfaction among others.
SN: 
The organisational benefits are used to measure the success of the HR department to understand how productive it is. 
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· There is a set of knowledge and skills required for the training and development of HR in an organisation.
· These simple requirements can prove effective for the HR trainee and help him manage the entire working system in future.
· The existing skills and the upgradable ones will allow me to become a productive HR officer for the company.
SN: 
The skills I have and the ones I can learn from the development sessions will allow me to improve my efficiency as an HR officer. 
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