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[bookmark: _nu85r7qyk6ng]Slide 1: Introduction
· Training and development play a very important role in human resources management
· It helps to enhance the performance level of the employees and increase productivity rates (Manresa et al., 2018)
· Training and development help the HR managers enhance their knowledge and skills
·  It also provides an understanding of the roles and responsibilities of the HR officers
Speaker Notes
Training and development play a very important role in human resources management that help to enhance the performance level of the employees and increase productivity rates to accomplish organisational goals and objectives. To increase the performance level and efficiency rate of an HR officer, it is very important to provide proper training and development process that can enhance the knowledge and skills of the officer to accomplish the roles and responsibilities in organisations. The present study will discuss the importance of training and development in developing the performance level of the HR officers.
[bookmark: _7pg3zznsmb0i]Slide 2-4: Evaluate appropriate knowledge, skills, and behaviour that are required by HR professionals
[bookmark: _izxvtotignhk]Slide 2: Appropriate knowledge that is required by HR professionals
· The HR professionals need to have effective knowledge about the culture of the organisations 
· They need to understand the policies and procedures of the organisations 
· The HR professional also needs to know about negotiation (Ojo et al., 2020)
Speaker Notes
HR professionals are responsible to manage and direct the workforce of business organisations to meet the goals and objectives of the company. The HR professionals need to have effective knowledge about the culture of the organisations that help to promote equality and diversity in the organisation. They need to understand the policies and procedures of the organisations that help to implement them in developing productivity rates. The HR professional also needs to have the knowledge of negotiation to solve organisational challenges regarding pay and work environment.
[bookmark: _vpgvw565fgnu]Slide 3: Appropriate skills that are required by HR professionals
· The HR professionals need to develop communication skills to develop effective bonding with the employees
· They have to develop team management skills to work closely with different departments (Sheeba and Christopher, 2020)
· They have to develop information technology skills to maintain the recruitment process 
·  The HR officers also need to develop problem-solving skills to  provide effective solutions to mitigate those challenges
Speaker Notes
To gain success in the professional field, HR professionals need to develop communication skills that help to present their opinions about different issues regarding pay and remuneration as well as develop effective bonding with the employees. They have to develop team management skills to work closely with different departments and to develop diverse teams. They have to develop information technology skills to maintain the recruitment process and important information by using technological tools. The HR officers also need to develop problem-solving skills to understand the problems of the employees and to provide effective solutions to mitigate those challenges.
[bookmark: _1w1brl5y2z9o]Slide 4: Appropriate behaviours that are required by HR professionals
· The HR officers have to develop administrating behaviour to maintain payroll and employee records
· They also have to develop convincing behaviour that helps to manage workers (Mira et al., 2019)
· The HR officers need to develop leadership behaviour that helps to analyse the training needs of the workers 
Speaker Notes
The HR officers have to develop administrating behaviour to maintain payroll and employee records. They also have to develop convincing behaviour that helps to manage workers as well as maintain their performance with health and safety in the workplace. The HR officers need to develop leadership behaviour that helps to analyse the training needs of the workers and solve different organisational issues regarding what environment, performance management, discipline, and many more responsibilities. 
[bookmark: _g7ykxnp3b6z3]Slides 5: A personal skills audit
Personal SWOT analysis
	Strengths
· Team Management skill that helps to manage the workforce
· Communication skill that helps to understand the problems of employees
	Weaknesses
· Time management skills that can create challenges to finishing the project work before deadlines

	Opportunities
· Technological skills that help to track the growth of the project work and the performance level of employees
	Threats
· New recruitment of HR officers that can increase the competition level


 Speaker Notes
According to the personal SWOT analysis,  effective communication skills and team management skills can help to understand the problems of the employees and manage team members. Technological skills can help to increase opportunities to track the performance level of the employees. However, a lack of time management skills and new recruitment of HR officers can create challenges in the workplace.
[bookmark: _6xucii3v932z]Slide 6: Identify training and development need considering the knowledge, skills and behaviours
· By providing proper training and development programs,  HR officers can manage diversity in the workplace (Dakhan et al., 2020)
· It helps to maintain equality among employees and establish organisational policies
· It also helps to develop technical skills of the HR managers to track work progress and the performance level of employees 
 Speaker Notes
Training and development are very important to enhance the knowledge, skills, and behaviour of HR officers. By providing proper training and development programs,  HR officers can manage diversity in the workplace and maintain equality among the employees. It also helps to develop technical skills of the HR managers that can help them to track work progress and the performance level of the employees to accomplish organisational goals and objectives.
[bookmark: _q3w088atpsbu]Slide 7: Analyse the benefits of the organisation by developing an HR officer through effective training and development
· By providing effective training and development to the HR officers, organisations  can develop effective Human Resource Management
· It also helps  to establish organisational policies and enhance the recruitment process
· By adopting Constructivist Learning Theory,  the HR officers can develop an active learning process by developing experience (Krithika et al., 2019)
 Speaker Notes
By providing effective training and development to the HR officers, organisations can develop effective Human Resource Management. It also helps to establish organisational policies and enhance the recruitment process to attract new skilled employees. By adopting Constructivist Learning Theory,  the HR officers can develop an active learning process by developing experience and collaboration with the employees. This theory can also help to collect information by developing communication that can help to accomplish organisational goals and objectives. 
[bookmark: _mjc0q2g9eboc]Slide 8: Conclusion
· Training and development  are very important to enhance the knowledge, skills, and behaviours of the HR officers
· Training and development can also be beneficial for the organisation by managing human resources
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[bookmark: _ex67rhy3r6e6]Slide 10: Appendix
Personal skills audit
	Name

	Job role: Human Resource Officer



	
	Very good
	Good
	Adequate
	Little or no experience

	Information Technology

	 Microsoft Office Word
	
	√
	
	

	Excel spreadsheet
	
	
	√
	

	a Database
	
	
	
	√

	specialist HR software
	
	
	
	

	the internet
	√
	
	
	

	 e-mail
	√
	
	
	

	PowerPoint
	
	√
	
	




	
	Very good
	Good
	Adequate
	Little or no experience

	Communication Skills

	Drafting contracts of employment
	√
	
	
	

	Taking notes of disciplinary
	√
	
	
	

	Write reports
	
	√
	
	

	Produce material to support presentations
	
	√
	
	

	Delivering a training session
	√
	
	
	

	Resolving disputes/complaints
	
	√
	
	

	Interviewing
	
	√
	
	

	Advising on HR issues
	
	√
	
	



[bookmark: _b7qmpbi5ylr5]
	
	Very good
	Good
	Adequate
	Little or no experience

	Problem-solving skills

	Make good use of verbal reasoning skills, be able to handle complex data and make selective use of information
	
	√
	
	

	Explore more than one solution 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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