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1. Introduction
Training and development is an important practice in Human resource activities (Cohen, 2017). It is a continuous procedure in an organisation that helps achieving organisational objectives by improving the knowledge, skills and behavior of employees at individual level (Lynton & Pareek, 2011). For this assessment Tesco is selected. 
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1.1. Training
 	Training is a systematic and technical procedure that transfers knowledge to the individuals and employees in an organisation (Keep & Storey, 2014). Training enhances the technical knowledge and skill set that is required to accomplish the organisational responsibilities and human resource roles (Mansoor et al., 2019). In HR practices training involves the operational employees of an organisation to teach that how to accomplish their roles efficiently and effectively in an organisation to contribute to the organisational success. Training involves both new and old employees.

1.2. Development
Development in an organisation is often regarded purely as an HR activity (Kaufman, 2014). The development in an organisation enhances the knowledge, skills and particularly behavior of the employees in an organisation to deal with challenging situations (Berman, 2015). Development particularly helps to shape the managers and other employees for decision making, problem solving and capitalising the opportunities available for the organisation.
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2. Task 1: Required Knowledge Skills and Behavior 
Human Resource Management has emerged as an important procedure for businesses and organisations (O’Donovan, 2019).  Human resource professional are engaged in administrative and operational activities in an organisation. Organisations from their HR team expect a certain set of knowledge, skills and behavior to perform their role well and contribute to the organisational success. HR professionals in an organisation are required to perm the managing responsibilities, policy making and decision making for the effective implementation of human resource in an organisation. 
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2.1. Knowledge 
HR practices have a direct relation with other functions of organisation therefore, it is very important for HR professionals to have the sound knowledge of their roles and responsibilities as well as the knowledge of organisational goals. HR professional should also be well aware of the level of knowledge that is required to perform better at an organisational level (Heismann, 2011). Good HR professional in an organisation or well organised and driven and helps the organisation in obtaining organisational goals. Leadership is one of the most important knowledge that is required for HR professional in an organisation to perform better. Sound knowledge of the organisations structure, its aims and objective is also important for the HR professional (Ryu & Kim, 2013). Combining this they can contribute to the organisational success. A good HR manages should also have the knowledge of HR metrics. HR metrics include; recruitment, engagement and retention. Furthermore, in recent practices the knowledge of information technology is also important for HR professionals. 
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2.2. Skills
Most important skills for an HR professional are management skills, team work, communication skills, and administrative skills. These skills are crucial for an HR professional to train and coach the employees to obtain the organisational goals. Communication skills for HR professionals allow them to communicate better with employees and with organisations (Coetser & Sitlington, 2014) . To the organisation HR represents employees and to the employees HR professionals represent organisation. Therefore, for a two way communication a HR professional has to acquire good communication skills. Administrative skills are also important for HR professional and allow them to deal with files, requests and leave applications of employees (Kramar & Steane, 2014). Skills of teamwork allow HR professional to manage their teams as well as the other employees of organisation in an efficient manner. Intercultural skills at present are essential for HR professionals since the world has become a global village where employees across the seas join organisations. These skills allow HR professional to handle the employees of diverse cultures and backgrounds in an effective manner. 
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2.3. Behavior 
Among the behavioral skills proactivity is at the top for HR professionals. The proactive behavior in an organisation helps an individual to anticipate problems in an organisation or identify them timely and prevent them. Proactivity also helps the HR professional to keep themselves updated about the recent technological trends HR management in the industry as well for other activities. Proactivity also helps HR professional to plan their core responsibilities and roles in an organisation. 
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Cognitive and intellectual skills are also important for HR professional to identify the behavioral issues in employees and in an organisation and solve them accordingly. Among the practical skills the skills of using latest apparatus and technologies is required for an HR professional. For example in recent years the HR professionals are actively using artificial intelligence for recruitment as well as for the training and development of their employees.
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3. Task 2: Training and Development needs based on KSB
On the basis of the personal skill audit I scored very well in almost all of the sections of knowledge, skills and behavior. However there are a few flaws as well. Considering the KSB the following training and development needs are identified;
· Training of IT knowledge such as using software for HR and databases.
· Report writing and presentation preparation.
· Training for verbal reasoning skills and handling of complex tasks.
· Development of problem solving ideas.
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4. Task 3: Critical Assessment for the role of HR officer
Critically assessing the skills, knowledge and behavior that are required for the role of an HR officer I have all the skill set that is required for this position. I have acquired knowledge of the subjects such as Information and Technological skills, Supervisory management skills, communication skills and problem solving skills. These skills as a part of KSB for HR practices are essential for an HR officer. I have great information technology skills and I am in using the latest tools available for HR practices such as HR software, PowerPoint, databases and others. Furthermore, as communication skills I am very good in most of the areas such as drafting employment contracts, delivering training sessions  and taking disciplinary notes. I am good in skills such as report writing, interviewing and advising on the HR issues. Furthermore, assessing the other skills such as supervisory skills and management skills I have experience of managing more than five people as an HR officer. I have also good problem solving skills as well as behavioral skills such as proactivity. Based on these skills I believe that I am s best fit for the role of HR officer in the organisation and I will be a benefit to the continuous success of the organisation.   
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Appendix A
Personal Skills Audit

	[bookmark: _GoBack]Name: Arif Khan

	Job role: Human Resource Officer



Please tick as appropriate to indicate how you would rate your skills in relation to the following work / functional areas.
	
	Very good
	Good
	Adequate
	Little or no experience

	Information Technology

	Use Microsoft Office Word
	
	Good
	
	

	Use Excel spreadsheet
	Very good
	
	
	

	Use a Database
	
	Good
	
	

	Use specialist HR software
	
	Good
	
	

	Use the internet
	Very good
	
	
	

	Use e-mail
	Very good
	
	
	

	Use PowerPoint
	
	Good
	
	




	
	Very good
	Good
	Adequate
	Little or no experience

	Communication Skills

	Drafting contracts of employment
	Very good
	
	
	

	Taking notes of disciplinary
	Very good
	
	
	

	Write reports
	
	Good
	
	

	Produce material to support presentations
	
	Good
	
	

	Delivering a training session
	Very Good
	
	
	


	Resolving disputes/complaints
	Very Good
	
	
	

	Interviewing
	
	Good
	
	

	Advising on HR issues
	
	Good
	
	



	Problem solving skills

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

	Explore more than one solution in order to solve a problem
	Very Good
	
	
	

	Consider the ideas of others to help solve problems
	
	
	Adequate
	




10


	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
· 

	
	
	
	




	I declare that the information given in this form is true

	Signed
	

	Date
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