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The presentation is based on “Training and development needs for a HR officer” that means if HR does not improve its skills, capabilities so they cannot get the idea about how they can handle working performances of employees. For this purpose the relevant theories are applying in this presentation which helpful for assessing skills of HR for guiding the employees for their work. 


Slide 4 


The knowledge and skills shows the capabilities of HR which is useful for managing performance and process of an organization. In an organization HR play various roles for performing their roles in effective manner. It is essential that HR focuses on consultancy advice, promoting equality, recruiting staff as well as developing and implement the polices which works as set of the guidance. This will helpful for HR to make business run smooth. These all are also essential for HR to increase working spirit of employees. 
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The HR skills also include advising pay, remuneration, employee records maintenance and developing planning and strategies. The organization success is depended on this that how HR play their effective roles with using their skills and capabilities. If HR make effective planning and strategies to hires the skilled employees for their organization so it will helpful to an organization for achieving its goals. The HR capabilities also useful for an organization to compete with market competitors. 
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The HR skills and capabilities are also dependent on theories which are applied by HR to make business process smooth.
The Maslow theory is helpful for HR to know the demand and requirement of employees. If the organization provided satisfaction to its employees so it will help to organization for motivating employees for their business goals. Maslow theory argues that human needs are passing out through five stages that include physiological, safety, belongings, esteem and self actualization. The employees are behaved in an organization according to their requirements.
The Herzberg theory is depended on two factors that are hygiene and motivation factor. This is also the great tool for motivating employees.
The Vroom expectance theory is also helpful which defines strategies for reaching on target, performance and efficient working spirit that is also useful for providing guidance to employees for their work. 
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The personal skills audit help to the HR for knowing their strength as well as weakness. This provides the information in what areas HR needs for improvement. After knowing this HR starts working on this, the primary purpose behind personal skill audit is to know about skill which is essential for providing training and development session, motivation and guidance to employees for their work. 
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This is useful for a HR to know their skills and measuring their skill according to the target of an organization. If HR has skilled so it may helpful for an organization to increase work efficiency, productivity, growth, profit, goodwill, decrease employees turnover, strong budget, reduce cost, financial statement, employees records etc. 
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The Hr skills and capabilities is useful for gaining benefits like provide job satisfaction, motivation, process, use of technology and increased in the innovation. The positive aspect of this, it will helpful for an organization to gain information in what direction HR should set their strategies and planning for fulfilling the objectives of an organization. The negative aspect of this, if HR manager is not skilled so they cannot hired skilled candidates as well as not provide guidance to employees for performing well in an organization.  
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Thus the conclusion of this presentation is it helped to an organization for hiring skilled employees as well as provides them training and development session for making them understand about the organization goals and process. The skill audit also provides information that HR should develop their skills for managing and handling working performance of an organization as well as employees. 
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Introduction 

•

The presentation is based on “Training & 

development needs for a HR officer”.

•

For this purpose the presentation is preparing 

employing academic models, theories and 

methods to develop the understanding of HR 

officer role. 

•

Further the presentation is also discussing 

appropriate skills, knowledge and behavior that is 

required by HR professional across the 

departments and also discussing personal skills 

audit and potential benefits. 
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The presentation is based on “Training & development needs for a HR officer”.

For this purpose the presentation is preparing employing academic models, theories and methods to develop the understanding of HR officer role. 

Further the presentation is also discussing appropriate skills, knowledge and behavior that is required by HR professional across the departments and also discussing personal skills audit and potential benefits. 
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The presentation is based on “Training and development needs for a HR officer” that means if HR does not improve its skills, capabilities so they cannot get the idea about how they can handle working performances of employees. For this purpose the relevant theories are applying in this presentation which helpful for assessing skills of HR for guiding the employees for their work. 
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Knowledge, 

skills and 

behavior 

•

Increase consultancy role, assessing line manager to understand and implement 

polices and procedures

•

Promoting equity as well as diversity the part of culture

•

Recruiting staff

•

Developing and implement the policies 
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The knowledge and skills shows the capabilities of HR which is useful for managing performance and process of an organization. In an organization HR play various roles for performing their roles in effective manner. It is essential that HR focuses on consultancy advice, promoting equality, recruiting staff as well as developing and implement the polices which works as set of the guidance. This will helpful for HR to make business run smooth. These all are also essential for HR to increase working spirit of employees. 
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•

Advising pay and other 

remuneration issues

Undertaking regularly salary 

review

Maintain employees records

Advising employment law

Developing HR planning 

strategies

Analysis training needs


Microsoft_PowerPoint_Slide4.sldx
Advising pay and other remuneration issues
Undertaking regularly salary review
Maintain employees records
Advising employment law
Developing HR planning strategies
Analysis training needs








This presentation uses a free template provided by FPPT.com

www.free-power-point-templates.com

The HR skills also include advising pay, remuneration, employee records maintenance and developing planning and strategies. The organization success is depended on this that how HR play their effective roles with using their skills and capabilities. If HR make effective planning and strategies to hires the skilled employees for their organization so it will helpful to an organization for achieving its goals. The HR capabilities also useful for an organization to compete with market competitors. 
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The HR skills and capabilities are also dependent on theories which is applied by HR to  make business process smooth.

The Maslow theory helpful for HR to know the demand and requirement of employees. If the organization provided satisfaction to its employees so it will help to organization for motivating employees for their business goals. Maslow theory argues that human needs is passing out through five stages that include physiological, safety, belongings, esteem and self actualization. The employees are behave in an organization according to their requirements.

The Herzberg theory is depended on two factors that are hygiene and motivation factor. This is also the great tool for motivating employees.

The Vroom expectance theory is also helpful which defines strategies for reaching on target, performance and efficient working spirit that is also useful for providing guidance to employees for their work. 
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Personal skills audit 

Name

Job role: 

Human Resource Officer

Very good Good Adequate Little or no

Information Technology

Use Microsoft 

Office Word

Verygood 

Use Excelspreadsheet

Good

Use a Database

Good

Use specialist HR 

software

Good

Use the internet

Very good

Use e-mail

Verygood

Use PowerPoint

Good

Drafting contracts of 

employment

Adequate

Taking notes of disciplinary Good

Write reports

Verygood 

Produce material to 

support

Good

Delivering a training 

session

Good

Resolving 

disputes/complaint

Good

Interviewing

Verygood 

Advising on HR issues

Good
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		Name

		Job role: Human Resource Officer



				Very good		Good		Adequate		Little or no

		Information Technology								

		Use Microsoft Office Word		Very good 						

		Use Excel spreadsheet				Good				

		Use a Database				Good				

		Use specialist HR software				Good				

		Use the internet		Very good						

		Use e-mail		Very good						

		Use PowerPoint				Good				



										

		Drafting contracts of employment						Adequate		

		Taking notes of disciplinary				Good				

		Write reports		Very good 
						

		Produce material to support				Good				

		Delivering a training session				Good				

		Resolving disputes/complaint				Good				

		Interviewing		Very good 
						

		Advising on HR issues				Good				
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The personal skills audit help to the HR for knowing their strength as well as weakness. This provide the information in what areas HR needs for improvement. After knowing this HR start working on this, the primary purpose behind personal skill audit is to know about skill which is essential for providing training and development session, motivation and guidance to employees for their work. 
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Very good Good Adequate Little or no

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

Good

Consider the ideas of 

others to help solve 

problems

Good

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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				Very good		Good		Adequate		Little or no

		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				Good				

		Consider the ideas of others to help solve problems				Good				



		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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This is useful for a HR to know their skills and measuring their skill according to the target of an organization. If HR has skilled so it may helpful for an organization to increase work efficiency, productivity, growth, profit, goodwill, decrease employees turnover, strong budget, reduce cost, financial statement, employees records etc. 
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Assess the potential benefits

•

Increased job satisfaction and 

morale of the employees

•

Increased motivation of employees

•

Increased efficiencies in the process 

as well as financial gain

•

Increased capacity to use new  

methods and technology

•

Increased innovation in the 

products as well as strategies
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Increased motivation of employees

Increased efficiencies in the process as well as financial gain

Increased capacity to use new  methods and technology

Increased innovation in the products as well as strategies
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The Hr skills and capabilities is useful for gaining benefits like provide job satisfaction, motivation, process, use of technology and increased in the innovation. The positive aspect of this, it will helpful for an organization to gain information in what direction HR should set their strategies and planning for fulfilling the objectives of an organization. The negative aspect of this, if HR manager is not skilled so they cannot hired skilled candidates as well as not provide guidance to employees for performing well in an organization.  
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Conclusion

•

The presentation provided information that how 

skills and capabilities of HR is important for 

developing performances of an organization

•

By applying personal audit HR officer well knew in 

what areas they need for improvement

•

For this purpose the presentation is applied 

different theories like Maslow, Herzberg as well 

as expectancy theories in the context of HR 
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Conclusion

The presentation provided information that how skills and capabilities of HR is important for developing performances of an organization

By applying personal audit HR officer well knew in what areas they need for improvement

For this purpose the presentation is applied different theories like Maslow, Herzberg as well as expectancy theories in the context of HR 
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Thus the conclusion of this presentation is it helped to an organization for hiring skilled employees as well as provide them training and development session for making them understand about the organization goals and process. The skill audit also provide information that HR should develop their skills for managing and handling working performance of an organization as well as employees. 
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