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Brief introduction of 
company 

Unilever is a UK-based multinational company that 
sells consumer goods. 

It is in London, England, UK and serves more than 
3.4 billion people in 190 countries 

The Human Resources officer should conduct the 
employees of Unilever properly by evaluating their 
own capabilities and efficiency. 



Knowledge, skills, and behaviour 
required by HR Professionals 
CIPD professional Map 

CIPD professional Map has three main 
sections which show the international 
standards of professionalism 

Core behaviour, core knowledge, specialist 
knowledge, values and lastly the purpose is 
there in this model. 



Knowledge, skills, and behaviour required by HR Professionals
Knowledge 

Knowledge about recruitment and 
selection should be present in an HR

Negotiating with the candidates and 
staff members should be known

Analysing the training needs and 
developing the policies, onboarding 
is some other knowledge 



Knowledge, skills, and behaviour required 
by HR Professionals
Skills

The HR officer should have 
communication skills and emotional 
intelligence to interact properly

Leadership skill is also needed to 
conduct staff members effectively 

The HR should have problem-
solving skills to have solutions in 
critical situations



Knowledge, skills, and behaviour required by HR Professionals
Behaviour 

Courage and the 
power to influence 
others should be there

The HR should be 
trustworthy 

They must value the 
staff members along 
with their needs



SWOT analysis and the Skills audit 
SWOT Analysis

Strengths Weaknesses

What do you do well?

What unique resources can you draw on?

What do others see as your strengths?

What could you improve?

Where do you have fewer resources than

others?

What are others likely to see as

weaknesses?

 

Drafting contracts of employment, delivering training sessions, taking notes, resolving 

disputes, providing proper verbal reasoning and using Microsoft Word, databases and 

email are some of my strengths. 

Using Excel spreadsheets and PowerPoint, using the internet and  exploring more than 

one solution to solve a problem is some of my weaknesses as an HR officer 

Opportunities Threats

What opportunities are open to you?  What trends could you take advantage of?  How 

can you turn your strengths into opportunities? 

What threats could harm you?

What is your competition doing?

What threats do your weaknesses expose

to you?

Reward manager, global mobility people partner, talent partner etc are some of the posts 

in Unilever where I can progress my career. 

IT skills are needed for every HR professional in Unilever which can be challenging for 

me. 



SWOT analysis and the Skills audit

Skills Audit 

Name: Lucian Cicu

Job role: Human Resource  

Officer 

 Very good Good Adequate L i t t l e  o r 

n o 

experience

Information Technology 

Use Microsoft  Off ice  

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 experience

Communication Skills 

Drafting contracts of  employment  ✓    

Taking notes of disciplinary hearings  ✓    

Write reports  ✓   

Produce material to support presentations  ✓   

Delivering a training  session  ✓    

Resolving  

disputes/complaints 

 ✓    

Interviewing  ✓   

Advising on HR issues ✓    

 Very good Good Adequate Little or no experience

Problem-solving skills 

Make good use of  verbal reasoning skills,  able to 

handle  

comp lex  da t a  and   make  s e l ec t i ve  u s e  o f  

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  

Date  



The benefits of training 
and development

Technical training can 
help the HR officer to be 
more efficient in using 
the computer systems

They can also do e-
recruitment by knowing 

how to conduct 
interviews online 



The benefits of training and development

The HR officer can improve the 
organisational performance by having 

training 

Employee relations can also be Improved by 
knowing about talent management



Conclusion

The skills, behaviour and 
knowledge of an HR officer have 
been discussed 

SWOT and skill audits have been 
done

The benefits of training and 
development for the HR officer 
have also been described. 
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