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Introduction: 
· The presentation is going to demonstrate all skills, behaviour and knowledge of the HR profession. 
· The personal skill audit and swot analysis are going to be presented by trainee HR officers. 
· The need for training for personal growth and organisational growth is going to be discussed. 

The aim of the presentation is to develop an understanding of the importance of knowledge, skills and behaviour required in the HR profession. All roles and responsibilities of HR are going to be described.  Here as trainee of the HR officer in Unilever, Personal skill audit and Swot analysis are going to demonstrate. The importance of training and development season is going to discuss developing opportunities of the individual and organisation in the HR Professional context. 



Appropriate knowledge that is required of the profession of HR in the departments:
·  The various knowledge helps to bring higher success in the department and this is knowledge of employment laws and principles. diversity, equity and inclusion principles. 
· Effective knowledge of HR software and technology 
· The knowledge of the employees' benefit structure and compensation structure in managing organisational tasks (Hijazi, 2020). 
· For example, HR teams of Unilever organisations have all of this knowledge in managing the workplace accurately. 
The HR Team must have various knowledge in managing organisations effectively and they should have good knowledge of employment laws as well as regulations. The knowledge in compensation as well as the benefit structure of the company helps to achieve organisations. Additionally, the knowledge of HR software and technology brings accuracy to task management. The knowledge of the diversity, inclusion and equity principles along with knowledge of organisational development is required for HR in the managing department (Hijazi, 2020). HR of Unilever should have good knowledge in managing workplaces in the workplace in the right way.  

Appropriate skills that are required of the profession of HR in the departments
· The HR of the department should have enough communication skills. 
· Good interpersonal and decision-making skills are required in managing tasks. 
· Good ability in planning, and organising brings success to the workplace 
· Additionally, they have conflict resolution ability, data analysing and reporting ability and performance management ability. 
· They should have skill in talent acquisition and recruitment abilities and the HR of Unilever applied all of these skills in managing organisational tasks. 
· The HR Team of Unilever focuses on applying all of these skills in effectively managing organisational tasks. 
 HR of the department should have enough skills in communication and good interpersonal skills. They must have skills in conflict resolution as well as mediation. The talent acquisition and recruitment skill help to hire the best talent in the organisation. Additionally, data analysis, data reporting and performance management skills are required in managing an organisation (Pavlou, 2023). Unilever focuses on applying all of these skills for managing organisational tasks in the right way. 

Appropriate Behaviour   that is required of the profession of HR in the departments
· HR should have good behaviour in managing organisational confidentiality and ethical decision-making abilities. 
· They should have curiosity, skill influence, and decisive thinking behaviour (Richson, 2021). 
· They should have flexibility, adaptability and positive behaviour. 
· The empathetic attitude and active listening behaviour
· Strategic thinking, behaviour and planning bring higher success.
· They have good collaborative behaviour and planning behaviour in managing organisation building effectively (French, 2021). 
The HR teams of the Department should have positive behaviour and have some ability to maintain tasks ethically and effectively to maintain organisational confidentiality. They should have an empathetic attitude in managing employees and active listening behaviour effectively. HR should maintain calmness and collaborative behaviour in managing Unilever tasks. The higher trustworthiness and transparency-maintaining behaviour bring success in organisations(French, 2021). 



HR Officer responsibilities (Appendix -A) 
· HR officers in the organisation focus on fair recruitment and talent retention.
· They used to look into the health, safety and welfare of all employees in the organisations. 
· They used to monitor staff performances and attendance. 
· They are focusing on all employment laws and policies. 
· They are making sure of the administration benefits, staff payment and staff training process in the right way (targetjobs.co.uk, 2023). 

HR officers have various responsibilities and duties in managing organisations. They need to recruit new staff and ensure clear hiring policies. They need to make sure about the staff payment. Managing the employee's rights (leave policy, Fair payment policies and Safety policies) is the most effective task in managing organisational tasks and they ensure payment timing, pension benefits and other benefits. They used to look at the health, safety and welfare management of all employees and effectively manage organisational staff training. They are used to play a role in managing advertising lines and implementing employment policies. They used to pay attention to the employee's attendance and employment policies effectively ((targetjobs.co.uk, 2023). 

Personal skills audit for yourself including a SWOT analysis (with the use of Appendix B & C)





	Skill audit 

	Name-
Post -Trainee Human Resource officer
	Personal Rating 
	Pieces of evidence 

	Skill 
	None  
	Basic 
	Competent
	Proficient 
	

	communication skill 
	
	
	
	 ✓
	I like to communicate with everyone and My extrovert nature helped me develop interactions. 

	 Active listening skill 
	
	
	 ✓
	
	I used to listen to everyone's point of view

	Conflict resolution skill 
	
	 ✓
	
	
	I had no experience solving problems or conflicts in professional areas on the front line. 

	Empathy skill 
	
	 ✓
	
	
	I am not good at understanding others' thoughts, emotions and experiences in the right way. 

	Decision-making skill 
	 ✓
	
	
	
	after understanding the root cause of the problem, I am not able to implement my decision in the difficult station. 

	Recruitment skill 
	
	 ✓
	
	
	Through observing senior HR, I have developed a little bit of understanding in these areas. 

	knowledge in employment right 
	 
	
	
	✓
	 I have a deep knowledge of employment rights because I have studied therefore. 

	Data privacy maintaining ability 
	
	 
	
	 ✓
	Good knowledge of digital security and human data privacy. 

	Adaptability in  the HR Software 
	
	
	
	 ✓
	Good knowledge of HR software. 

	Ethic maintains Abilify
	
	 
	
	✓
	Previous experiences and knowledge in organisational ethics helped me strong in these areas. 



	Strengths 
	 Weaknesses 

	· Strong communication skill 
· Good active listening skills 
· Strong ability to handle data 
· ability to manage HR software. 
· Knowledge of data privacy
· Know employee's rights and employee management
· Have experience in maintaining organisational ethics. 

	· Conflict resolution skill
· Empathy skill
· Decision-making skill
· No strong knowledge of recruitment directly. 



	Opportunities 
	 Threats 

	· Higher opportunities to establish as an HR manager in a reputed organisation. 
· Switching to another international company. 
· Opportunities to hike my salary in this profession. 
	· Higher competition in the market. 
· No previous experience 
· lack of knowledge in various areas. 




I have been newly appointed as a trainee human resources officer at Unilever, I Have worked as HR at another company for the past 2 years. After joining this company, I had to handle a couple of duties. While doing all of these duties, I can point out all of my abilities and abilities. By using the personal audit skill and swot analysis. I can find out all of my strengths, weaknesses, opportunities and threats. 



Identify training and development needs considering the knowledge, skills and behaviours 
· Requirements of the training and development can be understood by one-to-one communication, interview, direct observation or establishment of the survey panel (hr-guide, 2023).  
· An effective training and development program helps to bring higher job motivation, and a higher level of satisfaction, boosts the company’s performance and bring reputation in the market ((Blanchard and Thacker, 2023).

The need for the training and development session can be understood by talking to the candidates. Training is beneficial for bringing higher job satisfaction, addressing performance reviews, increasing productivity and building a company’s reputation (Blanchard and Thacker, 2023).  Training needs can be identified by one-to-one consultation, direct observation, interviews, assessment or survey development (hr-guide., 2023). The skills which have been previously identified can be boosted by hiring experienced trainers or senior people of the HR Team at Unilever. 





Potential benefits to organisational growth through effective training and development.   
· The organisation can avoid all kinds of legal issues and can adhere to all employment rights currently 
· The organisation can boost their performance and build a good reputation in the global markets. 
· All new talent wants to join this company for the Human resources structure. 
The organisation can improve performance, boost profitability and earn a good reputation if the training is implemented correctly in the HR through training, organisations can avoid all legal issues and develop proper employee performance appraisal. The organisation can ensure employees' welfare, safety and health maintenance adequately. 

Potential benefits of developing me as an HR Officer through effective training and development.   
· Training can give me opportunities to join as an HR officer in the Unilever. 
· I also get opportunities to establish myself as a Senior HR officer. 
· It will help to hike my salary and develop recognition and prestige. 
Through the training, I can see myself as an HR officer or HR manager in Unilever and it helps to create a higher level of respect and satisfaction in the career development areas. I can earn a higher amount of salary which helps to give financial security to me and my family. I can get a chance to join another company as an HR officer to build my career and develop experiences in the right way. 


 Conclusion: 
· The skills, knowledge and behaviour of the HR professional have been discussed. 
·  Through the skill audit, all weaknesses can be cleared and these will be developed by effective training and development. 
· Effective training and development help to create benefits in the growth and development of the personnel and organisations. 

Skill development is the main indicator of success in the HR profession or any other profession.  Skill audit and Swot analysis helped to find out strengths and weaknesses, at the same time after knowing weaknesses training is another indicator for developing those skills. Effective training and development can give opportunities in the individual sector as per the profession. 
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