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Hi, my name is Jane Nakitto, Today I am going to Do a presentation on developing relationships and workplace achievements. 
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No let’s have a look on main body. Task 1 is determining KSB that needed by HR professionals across the departments 

My personal KSB (knowledge, skills and behaviours) is, I am 
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let’s move to task 2 which is my personal skills audit. Before I start personal audit, I would like to mention I work as a carer from NHS during the time of Pandemic for short period of time where I lead a small team of 1-5 employee. 
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As per communication skills 
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on the other hand, when it comes to problem solving skills, 
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Now, let’s have a look on my supervisory management 
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the next Task is my individual SWOT analysis as a HR officer where I will demonstrate my Strength. Weakness, Opportunity and Threat 
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The final question is potential benefits to the organisation of developing me as an HR officer 
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That’s all for today thank you very much
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Personal Skills
A u d i t VERY GOOD GOOoD ADEQUATE LITTLE OR NO

EXPERIENCE

Make good use of v
. . verbal reasoning
Problem Solving Skills skills, 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
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Personal Skills Audit

Supervisory Management

How much experience | have had in < 1 month 1 3 months >3 months
my role

How many people | have managed in None Above 5
one time

I declare that the information given in this form is true
Signed - Jane Nakitto

Date — 19/07/22.
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* Good analytical thinking

*  Work under pressure

* Recruit right candidate

* Sorting out schedule and paperwork
effectively

* Communication

* Support colleague with right
instruments

* Good leadership skills (Purcell, 2022).

SWOT analysis

* Not financial minded

* Lack of strategic foundation

* Un-clear expectations

* Less resource to support higher patience

* Lack of experiences

* Failed to ensure employee retention
during Covid (Purcell, 2022).
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SWOT Analysis (Cont’d)

* Payroll specialist e Legislation change

* Training coordinator * Employee sickness

* Employee relationship manager * Employee turnover

* Diversification * Lack of experiences

* Maintain company culture  Leadership development

* Handle disciplinary action (Purcell, 2022). « Learning and development

* Lack of skilled worker
* Health and safety (Purcell, 2022).
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Potential benefits to the organisation
of developing you as an HR officer

* Work under pressure

* Working with NHS for more than 10 years

* Good understanding about workplace and work culture
* Good communication and leadership skills

e Can helps in building teams

* Understand patient requirement

* Help business in people engagement and development

e Can create a bridge between colleague and higher
management (Samul, 2021).
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Introduction

* This presentation is based on a scenario where | have to play a part of trainee Human

Resource Officer once graduated within the HR department of my current organisation
NHS.

* Hence, by choosing NHS | will demonstrate knowledge, skills and behaviours that
required by HR professionals across the departments, will conduct a personal skills audit
with the help of SWOT analysis, critically assess the potential benefits towards individual
and organisation of developing me as an HR through effective training and development.
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* Determine KSB that needed by HR professionals across the
departments

 Strategic and innovative

e Mastery of HR systems

* Implement policies and procedures

* Communication skills

* Promoting diversity and equality

. e Conflict management and problem solving

IVI a I n B O d y * Interview, shortlist, select, recruit

e Ethical approach

* Develop effective working practices, performance management

e Developing training programs '

/

* Payroll, keeping employee records, reviewing salaries

* Report any issue to higher management (Hoffmann, 2019).

> 4
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Personal Skills Audit

Job Role: Human Resource Officer

Information Technology

N
v

Excel spreadsheet

Use a database v

Use specialist HR software 4

Use the internet v
Ceemat M
Use PowerPoint v
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Personal Skills

Audit

Communication Skills

Very Good

Drafting employment
contract

Taking note of
disciplinary

Hearing rights reports
Produce material to
support

presentations

Resolving
complaints/disputes

Interviewing

Advising on HR issues

Good

Adequate

v

Little or no
experience










Personal	S kills	

Audit	

Communication	Skills	

Very	Good	 Good	 Adequate	

Little	or	no	

experience	

Drafting	employment	

contract	

ü

Taking	note	of	

disciplinary	

ü

Hearing	rights	reports	 ü

Produce	material	to	

support	

presentations

ü

Resolving	

complaints/disputes

ü

Interviewing ü

Advising	on	HR	issues	 ü


