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[bookmark: _Toc88307337]Introduction 
· HR skills, knowledge and behavior
· Personal skill audit of hr. professional
· Potential benefit to organization
· Potential benefit to HR officer
This report is about developing relationship and workplace achievement and will highlight needed skills, knowledge and behavior for the HR professionals in all departments. This report will also provide a personal skills audit of the HR professionals which are needed for training and development. This report will also provide potential benefit to organization and HR officers through effective training and development.  



[bookmark: _Toc88307338]Appropriate knowledge, skills and behaviors that are needed for HR professionals across the departments
· Speaking ability allow the HR to have confidence and communicate effectively
· Training and development increase the productivity of the employee if the HR provides proper training and development programs (Ranjhan and Mallick, 2018)
· Supporting behavior helps them to understand the wants and needs of the employee and support them
· Transparency and trustworthy behavior allow the HR to gain trust from management and employees by being transparent.  
HR needs different knowledge, skills and behaviors to become an effective HR. Some of the needed skill, knowledge and behaviors of HR are 
Speaking ability- The speaking skills of HR in front of a crowd is one of the key skills for HR to become a successful HR professional. Good speaking skills will allow the Human Resources Manager to have effective communication with the employee as well as with the management of the organization (Fareed, 2017). It will also allow the HR to present the presentation with confidence and in an effective manner. 
Training and development- The Human Resource manager should also have a good training and development knowledge and skills which will increase the efficiency of the organization. The good training and development provided by HR will allow the employees to work accordingly and employees become more productive. This will also help them to provide support and also develop their career as well.
Supporting behavior- It is one of the most essential behaviors for a Human resources manager as they act as a middle man between the higher management and employees. The supporting behavior of the HR will allow them to understand the employee in a better way and provide support to their staff (Luu, 2018). It will also help them to build a good relationship with staff and management. 
Transparency and trustworthiness- The Human resources manager are the one employees look up to. They provide support to employees if they are having any issue in the organisation which makes the Human Resources manager to be transparent. The employees are also informed by the HR about what is going inside the organisation should show them that their feelings are never betrayed. Thus transparent and trustworthy behavior is also one of the most needed behaviors of HR.   
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	Skills
	Essential
	Potential degree
	Significance 
	Acquired through

	Communication skills  
	Very essential 
	7
	It is the most needed skill for HR because a good communication will help HR to provide proper knowledge while providing training and development programs to the employee. 
	Communication skills can be acquired through actively listening, asking for feedback, speaking more and also by focusing on non-verbal communication. 

	Leadership skills 
	Essential 
	2
	A good leadership skills is also required for HR because it will help HR to resolve difficulties while providing training and development to the employees. A good leadership skill will also help HR to plan and coordinate training and development programs which helps to enhance knowledge and skills of an employee of the organization. 
	Leadership skills can be acquired by practicing discipline which will also inspire others to be disciplined as well. It can also be developed through motivating and inspiring the employees when they need help.  

	Coaching skills 
	Very essential
	3
	Coaching skill is one of the most needed skills for HR while providing training and development needs as it helps HR to spread information while providing training. 
	HR can acquire Coaching skills through guiding, supporting, showing empathy and communicating with employees.   

	Teamwork skills 
	Essential 
	6
	Teamwork skill is needed for HR because HR works with the employees while providing training and development programs. Working as a team will benefit both employees and HR. 
	Teamwork skills can be acquired by building interpersonal relationships with the employees and exercising together with employees. 



Analysis:
All the skills mentioned above which are needed for me to provide training and development programs as HR manager, I am good at some skills and poor in some. The skills in which I am good at are leadership skills and teamwork skills. These skills will help me to provide proper training and development needs because leadership skills will help me to become disciplined and to resolve issues while providing training and development needs (Wehrmeyer and Vickerstaff, 2017). I am also very good at coaching skills as I am good at providing support and guidance which will help me to provide proper training and development needs to the employees.
The HR skills that I lack and act as a barrier while proper training and development needs are communication skills and teamwork skills. These skills will now allow me to provide proper training and development needs but I have been working on developing these skills to give proper training and development needs. I am improving my communication skills by talking more and asking questions and feedback. I am also reading high quality articles and books to improve my communication skills. I am also working on developing teamwork skills by having a positive mindset, managing time and by not complaining about problems. After developing these skills, it will help me to provide proper training and development needs to the employee. 
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Potential benefits to the organization through effective training and development
· Effective training and development increases workplace engagement
· Reduce negative working habits and dissatisfaction of employees
· Effective training and development also gives hiring competitive advantage
· It also makes retaining strong
Speaker note
The effective training and development provided for the development of an HR officer is beneficial for the organization in a different way. One of the benefits of effective training and development is increased workplace engagement. The effective training and development will negate negative working habits and feelings of dissatisfaction from the employees (Wang et al., 2018). The proper training and development will provide employees a proper knowledge about the objectives of the organization and work accordingly increasing the workplace engagement. The effective training and development will also give competitive advantage to the organization in hiring. Thus an effective training and development provided by the HR makes the retaining strong and also attracts skilled employees.  
Potential benefits to the HR through effective training and development 
· It gives job satisfaction
· It also helps HR for career development and gives confidence
· Reduce the needs of supervision
· Increases motivation level of HR officer
The effective training and development will also benefit me as an HR officer because it will give me job satisfaction and will help me to become a better HR officer. It will also help me in my career development as it will give me more experience and confidence which will help me to provide even more effective training and development programs to the employees. It will also reduce my needs of supervision to the employee through effective training and development. I do not have to look after the employees all the time after providing good training (Saeed et al., 2019). It will also help me to increase my motivation level and help me to provide proper support to the employees in times of need. My self-confidence will also increase if the training and development is effective. 
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· HR skills, knowledge and behavior
· Personal skill audit of hr. professional
· Potential benefit to organization
· Potential benefit to HR officer
This report has concluded about developing relationship and workplace achievement and has highlighted needed skills, knowledge and behavior for the HR professionals in all departments. This report has also provided a personal skills audit of the HR professionals which are needed for training and development. This report has also covered potential benefit to organization and HR officers through effective training and development.  
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Personal development plan 
	Skills 
	Development plan
	Timeframe 

	Communication skills 
	Read more books, talk more and speak more. 
	2 months

	Leadership skills
	Motivate and inspire the employees more. 
	1 month

	Coaching skills
	I will provide more guidance and support to the employees. 
	1 month

	Teamwork skills
	I will keep positive mindset and understand my responsibilities as HR officer. 
	2 months 


Table 1: PDP plan
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