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Introduction:
HR officers are people in organizations who perform various responsibilities, or they can also be specialized in a certain area. Specialized HR officers are generally specialized in headhunting, health and safety, career coaching, and employee relations. HR officers are a necessary component of an organization and have various responsibilities that include:
· Recruitment
· Training
· Staff development
· Administration of benefits and pension.
· Approval of advertisements and job descriptions
· Overseeing welfare, safety, and health of all employees.
· Organization of activities and training sessions for staff.
· Monitoring attendance and performance of staff.
· Coordination with line managers and other employees for employment laws and employers’ policies and procedures.
· Negotiation of working conditions, contracts, and salaries (Mcguire, 2012).
[bookmark: _Toc67582725]Knowledge, Skills and Behavior required for HR officers:
The role of HR officer falls under the broad category of HR managers, and like any job, it also requires the applicant to possess a certain skill set. The term KSB (knowledge, skill and behavior) is used to depict the requirement for any job. There are certain things the applicant needs to be aware of before taking on the role of an HR officer. These are as listed below:
[bookmark: _Toc67582726]Knowledge required for HR officer:
· Human resources: The applicant must be aware of the procedure and principles used for various HR practices such as recruitment, selection, training, negotiations, labor relations, and personnel information systems.
·  Management and Administration: Knowledge regarding principles of management and business should be present such as coordination of people and resources, methods of production, techniques for management and leadership, allocation of resources, and strategic planning.
· Personal and Customer service: This includes evaluation of customer satisfaction, standards for services, and assessment of customer needs.
· Government and Laws:  This includes knowledge regarding democratic political processes, government regulations, agency rules, court precedents and procedures, legal codes and laws of the country.
· Training and Education: This consists of methods for training and designing curriculum regarding instructions for groups and individuals and the ability to measure the effects of training.
· Communication and Media: This includes knowledge regarding methods, and dissemination techniques for production and communication of various media, also including ways for informing via visual, oral and written media.
· Public security and Safety:  This includes knowledge regarding strategies, procedures, policies and equipment for promoting public safety at organizational, local and national level.
· Accounting and Economics: This includes knowledge regarding principles of accounting and economics including financial markets and reporting and analysis o financial data (Singh, 2018).
[bookmark: _Toc67582727]Skills required for HR officers:
· Active listening: This refers to giving attention to what people are saying and giving time for understanding the points being made by them.
· Speaking: This refers to conveying information effectively in a group of people.
· Social Perspective: This refers to awareness of reaction of people and the sheer understanding of the reason behind a certain reaction.
· Management of Personnel:  This refers to directing, developing, and motivating people as they work, and finding the best people for a task.
· Coordination: This refers to adjustment of efforts with regards to efforts of others for yielding maximum output.
· Critical thinking: This refers to the use of reasoning and logic and identification of weaknesses and strengths for finding alternative solutions to problems.
· Negotiation: This refers to reconciliation of differences and fhe act of bringing people together.
· System Analysis: This is the determination of how a certain body functions and how it is affected by certain factors.
· Time management: This refers to management of ones own and others time.
· Persuasion: This refers to persuading people for changing their own behaviors or minds.
· Learning strategies: This refers to the selection and use of various procedures and methods in accordance with appropriateness of situation when teaching or learning new things.
· Financial Resource Management: This refers to the ability to determine how money will be spends and how goals of the organization will be achieved on a fixed budget (Parks-Leduc, Rutherford, Becker, & Shahzad, 2017). 
[bookmark: _Toc67582728]Behaviors required by HR officer:
· Integrity: This refers to one being ethical and honest.
· Stress Tolerance: This refers to acceptance of criticism and the ability to effectively deal with situations of high stress.
· Leadership: This refers to the ability to take charge and offer various directions and opinions.
· Initiative: This refers to the willingness for taking challenges and responsibilities.
· Dependable: An HR officer should be dependable, responsible, and reliable.
· Self-Control: HR officers must remain composed and keep their emotions under check, as they deal with various difficult situation in which they have to avoid aggressive behavior.
· Flexibility: This refers to being open to change and consider different scenarios before deciding.
· Analytical Thinking: This refers to noting the little details and being thorough in completion of a task.
· Innovation: This refers to being creative and developing new ideas for tackling problems related to work (Human Resources Manager Skills and Knowledge, n.d.).
[bookmark: _Toc67582729]Training and Development Needs:
The personal skills audits clarify the sectors in which development is necessary to grow an HR officers. Training is specifically required in the following sectors:
· Use of Database
· A specialized HR software needs to be learned.
· Drafting of contracts
· Delivering training sessions.
Some other sectors can also be greatly improved by training these include:
· The ability to advise on HR related issues.
Development in these particular sectors can greatly improve the ability to work effectively as an HR officer.
[bookmark: _Toc67582730]Benefits of developing HR officer:
HR is the backbone of any organization and is the chain that links the functions and goals of an organization and improves productivity. Similar development of HR officers is also crucial for an organization as they are the people that perform various HR related activities in a company. Some the benefits of developing HR officers are as follows:
· Improvement in Organizational Culture: HR officers have a strong effect on the culture of the organization, as they establish the guidelines, procedures, and standards for the company that set the standard for appropriate practices and behaviors in the organization (Lau & Ngo, 2004).
· Development of employees: All employees of an organization require training at some point. HR officers are responsible for development of employees (Monks et al., 2012). Developing HR employees themselves help an organization in improving the efficiency and development of other employees (Tour and Travel Blog, 2017).
· Managing conflicts: HR officers manage conflicts that arise between employer and employees thus creating better relations. Conflicts are sure to take place, and the best course of action is to mange them. HR officers act as a mediator and settle the differences effectively (Lewin, 2001).
· Retention and Recruitment: One of the key responsibilities of HR is recruitment of new employees and retention of the old ones (Ordanini & Silvestri, 2008). Development of HR officers in turn yield overall better employees benefiting the company (Zoe Talent Solutions, 2017).
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[bookmark: _Toc67582732]Personal Skill Audit Form 
	Information Technology
	Very good
	Good
	Adequate
	Little or no experience

	MS office
	· 
	
	
	

	Excel Spreadsheet
	
	· 
	
	

	Use of database
	
	
	
	· 

	Specialist HR software
	
	
	
	· 

	Use of Internet
	· 
	
	
	

	Emails
	· 
	
	
	

	MS PowerPoint
	· 
	
	
	

	
	
	
	
	

	Communication skills
	Very good
	Good
	Adequate
	Little or no experience

	Drafting contracts
	
	
	
	· 

	Taking disciplinary notes
	
	· 
	
	

	Report writing
	· 
	
	
	

	Producing materials for supporting presentations
	
	· 
	
	

	Delivering training sessions
	
	
	
	· 

	Resolving disputes
	· 
	
	
	

	Advising on HR issues
	
	
	· 
	

	Problem solving
	Very good
	Good
	Adequate
	Little or no experience

	Make good use of verbal reasoning skills, able to handle complex data and make selective use of 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
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HR Officer Responsibilities


Recruiting, training and developing staff


Making sure that staff get paid correctly and on time


Pensions and benefits administration


Approving job descriptions and advertisements


Looking after the health, safety and welfare of all employees


Organising staff training sessions and activities


Monitoring staff performance and attendance


Advising line managers and other employees on employment law and the employer's own employment policies and procedures


Ensuring candidates have the right to work at the organisation


Negotiating salaries, contracts, working conditions or redundancy packages with staff and representatives.
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