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Speaker notes:
Knowledge skills and behaviour required by HR.
-Problem solving
As HR employees come from different backgrounds and conflicts have to arise both personal and work related issues. I should be able to solve without partiality. 
-communication
Considering a HR is a people focused position, I must be able to give clear and precise message/instructions to my staff which they understand with less effort
-numeracy skills
This is an important to have as I will be dealing with payroll, all renumerations, benefits and other accounts that come my way in my line of duty. 
-Organisation and time management skills
Hr duties are time delicate from handling employees to chairing meetings.
As HR i must be organised in office affairs like managing document and filling.
-Interpersonal skills
As HR I should be able to work with all staff irrespective of gender, culture, sex, race, sexuality, and disability and this should apply to all employees and thus should lead by example.
-Emotional Intelligence
I should be able to sympathise and empathise with employees when need arises
-Confidentiality
I will be dealing with staff personal data and will come to know of staff personal issues in my line of work, confidentiality is paramount to maintain cohesion and data protection at the workplace
-Critical thinking
when need arises I have to think critically when doing my judgments
-Team building skills
Being able to work with the staff cohesively and staff to staff engagements is essential to working together to achieve companies’ goal and objectives
HR responsibilities
-Arranging training programs
It will be my duty as HR to be arranging for training for staff, to enable them to increase their skills and competence
-recruiting
It’s the HR manager to know where input of a new staff is needed then to go ahead and advertise, recruit and induct the new member to the position as he/she deems fit.
-promotional exercises
As HR it will also be duty to note those who deserve appraisal and promotions in the organisation
-posting of employees
I will also be required to know which employee if fit for which task and position
-Setting appropriate renumeration and benefits
As part of my work as HR manager I will be setting salaries and wages depending on the nature of work of the employee, also be responsible to know who deserves certain benefits
-organising retirement benefits.
It will also be my duty as HR to organise retirements benefit to those employees who have attained retiring age.
Benefits of developing myself as HR officer
-conflict resolution
I will be in a position to deals with conflicts arising both from work and staff related conflicts
-acquisition of knowledge
Knowledge is power thus I will be able to carry out my duties in a more professional way
-value addition
Developing myself gives me value to the organisation and my peers
-career progression
The more I develop myself the more chances of climbing up the corporate ladder .
Benefits of HR training and development to Barclays bank.
-Accurate employment and posting
The bank is able to employ the right staff for the right job at the right time.
-Increased employee performance
With a competent HR the employees will be monitored effectively 
-CSR & Social responsible investing
Corporate social responsibilities will be carried out in way that does not tarnish the name of the bank, and social investing that will not upset the community
-Good management of resources 
With good HR the banks resources will be managed well as there will be proper accountability.
-Gaining competitive advantage
Barclays will continue to serve its customers more efficiently and thus maintaining high returns and position in the markets.
Conclusion
As the HR I will utilise on my opportunities to maximise output while improving on my weakness by training and taking advantage of CPDs.
I will also need to work on my weakness and embrace the diversity and inclusivity of all cultures.
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HR 

RESPONSIBILITIES

– Arranging Training Programs

– Recruiting

– Promotional Exercises

– Posting of Employees

– Overseeing performance of employees

– Setting appropriate renumeration and benefits

– Organizing retirement benefits
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SWOT  ANALYSIS

– STRENGTHS                                     WEAKNESSES

– -Team leader                                  -IT Skills

– -Interpersonal skills                        -Expressing myself

– -Patience & Focus                           

–

– OPPORTUNITIES                               THREATS                             

– -Upgrade IT skills                            -Culture clash

– -CPD                                                 -Traditional

– -Leading a successful team
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PERSONAL SKILLLS AUDIT

1.Information technology- Adequate

2.Communication skills-Very good

3.Problem solving skills-Good


Microsoft_PowerPoint_Slide6.sldx


                                                      PERSONAL SKILLLS AUDIT

1.Information technology- Adequate

2.Communication skills-Very good

3.Problem solving skills-Good















image1.png

é Y

BARCLAYS
G 4






image2.jpeg









PERSONALSKILLS AUDIT
&






image8.emf
Benefits of  developing myself as a HR 

officer

– Conflict Resolution

– Acquisition of knowledge

– Value addition

– Career progression
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Benefits of HR  training and development to Barclays 

bank

– Accurate employment and posting

– Increased employee performance

– CSR & Socially responsible investing

– Good management of resources

– Gaining competitive advantage
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CONCLUSION

– Utilize on my opportunities

– Improve on my weaknesses

– Overcome my threats
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– Founded 1690
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– Problem solving

– Communication skills

– Numeracy skills
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