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[bookmark: _Toc92831957]Introduction 
HR officers play an important role in preparing the workplace culture and ensuring employee fulfilment in the organisation while maintaining the organisational administration and mission. HR Essential Limited is a human resource and management service providing company that is mostly based on consultancy development and labour recruitment process. The report provides a discussion on the knowledge, skills, and behaviours that are important to be present in the HR professionals in the HRM department. The paper would further present a personal skills audit that is present as a graduate trainee HR officer and further identify the training and development needs to be developed as well as the benefits of the training of the organisation.  
[bookmark: _Toc92831958]Determination of KSA of HR Professionals
Knowledge
The recruitment knowledge will help in the preparation of job descriptions along with the personality tests to be conducted based on the candidate selection criteria. On the other hand, the training and development knowledge is very much required for the job role of officer in order to provide the skill development. The training and development knowledge with the current trends in employee counselling and the employee coaching would bring much better growth in the staff productivity (Shelenkova, 2018). Policy development knowledge with the utilitarianism approach would bring much attention into the law policies of the HR laws in line with the company. The reward system knowledge to be used in the company is to be designed by the HR officer in line with the social cognitive theory to bring the team efforts and the personal efforts to be recognized. 
Skills 
· Recruitment - The communication skill with the analytical skill makes the HR officer job role be much more oriented towards the amount of problem-solving with the high-quality communication (Okay and Scholarios, 2019). The necessity of communication skill is very much required in order to align with the relationship building with the candidates during the recruitment. Analytical decisions to be taken from the personality tests as well as the planning skills for the human capital management are to be taken.
· Training and development - The proactivity skills to be shown for the training and the employee development process would bring the employees in the company gain much exposure into the guidance. The advising skills on the other hand would help the training to be able to develop as a good role model for the staff taking training (Qader et al., 2021). On the other hand, the coaching skills are to be used in the purpose of making the guidance much more effective with job instructed training. 
· Policy development - The policy development with respect to the administrative skills would bring much high amount of communication into the sections of the HR with respect to the collective bargaining and the litigation issues. While the skill for confidentiality and the adaptability will be useful for the negotiation during arbitration cases and the maintenance of privacy over any organizational issue (Modhaddam et al., 2021). 
· Reward system -The reward to be provided with the skill of conflict resolution would give the company a bigger platform to showcase the advising skills along with the negotiation skill. The use of equity and the justice towards the fairness in terms of the negotiation would help in the amount of the conflict resolution among teams. 
Behaviours 
· Transparency and trustworthiness- It is necessary to bring the honesty in each operation of the business with the fairness. 
· Solution and purpose oriented – The solution to each purpose is to be fulfilled based on the amount of each situational objective. 
· Versatile and adaptable – The adaptability in terms of the situation with flexibility determine the work dedication. 
· Critical thinker – The critical reasoning skills for the HR decisions are required. 
· Collaborative – Team collaboration with respect to the amount of group work should be ensured. 
· Emotional intelligence- The high EI is needed to bring the optimistic point of view. 
Information Technology
The use of Microsoft word has been high in terms of the IT knowledge as required for the human administration. Use of the sophisticated IT training course is required for better skill development. This is due to the lack of the computerised knowledge for the HR officer job role. The use of specialist software with the database in the HR audit makes it very difficult to perform in the job role. The skills are lacking in the operation of database with the use of any form of specialised software in the company. Although this makes the manual work difficult, but the assignment of responsibility to a HR officer without the software and the database knowledge make it a technical defect in skills. The need for the specialised software with ERP package as well as the ability to handle database is required for the HR officer job role in order to maintain the work audit along with the various records done by each department (Kumuthavalli, 2018). For the meeting agendas and the creation of mails, the Microsoft word document in line with the excel spreadsheet are highly efficient for the job role of Human Resource Officer. It is very necessary for the HR officer to take into consideration all the audit as well as the reporting of each department in the company. Thus, the proficiency to create mails with PowerPoint presentations through the software used in the meeting. This is a must need for the job role that is fulfilled on a moderate note.
Communication skills 
The need for effective business communication should be arranged with respect to executive coaching for the job role of HR officer. The communication skills with the contacts of drafting and the employed processing of details which are already learnt should be performed with specific training goals (Lok et al., 2021). The notes to be taken are to be provided into the HR departmental units. Moreover, the reports to be written in terms of each incident in the workplace have been good. But the improvement is required in terms of the delivering of the training session. The training reports to be formed with respect to each performance appraisal are required by the HR officer. In the training, the production of supporting materials with respect to the HR records are to be provided as supplementary records. The training of executive coaching should be performed due to the amount of communication gap that occurs in the written and the oral communication on inter-departmental level. 
Problem-solving skills
The verbal reasoning skills are good which make the job role of HR officer much more efficient. The selective use of data with information would bring much better problem solving for the role. The problem solution is based on the exploration of much different solutions. The problem consideration with the number of options would help in the better decision making. The solutions are based on the number of ideas are to be provided on the situation-based judgmental scenario (Eshaghiyeh et al., 2021). More focus, therefore is to be given on the problem solving with respect to more on-boarding games through case studies and the brainstorming sessions. The HR officer job role should have organizational expert help in terms of the strategic decision-making with the board of management. 
Supervisory Management
The supervisory management in terms of the experience is limited to less than 1 month which makes the position fit for the job role to be bit difficult. However, in the less than 1 month; the people managed have been 1-5 which makes the experience in terms of the practical skill usage with quality more than the period duration. The provision of much experience within the job as well as on-the -job should be given to the position. The supervision with job role rotation as well as the provided courses in line with the job should be given in order to focus on the career development of the staff (Kataoka et al. 2019). As the supervisory management is low, the amount of team members to be managed with respect to the leadership style should be trained into. 
[bookmark: _Toc92831959]Training and development need based on Personal skills audit 
A personal skills audit is based on conducting auditing of personal abilities focusing on a certain skill set that an individual holds and the level of advancement present in the skills. Appendix B demonstrates the personal skill audit conducted on my abilities to identify the overall training and development needs that are essential to be developed as an HR officer. These needs are based on the recruitment, training and development, policy development and reward system management-focused knowledge, skills and behaviours that are essential to be established as an HR officer (Nankervis et al. 2021). 
The audit was successful in demonstrating the skill advancement and presence of abilities that had been further categorized as Information technology, communication skills, problem-solving skills and supervisory management skills. Amongst all the skills present, it can be noted that the supervisory management skill is adequately present in me in considering the 1 to 3 months experience that I had in this role of HR officer. In addition, there has been an improved ability to manage 1 to 5 people in the department indicating my focus on the supervisory management process. Amongst all the skills present, it can be identified that my communication skills and IT skills need further improvement as certain abilities in both the skill types are present in me in an adequate manner as per my understanding (Ahammad, 2017). In terms of communication skill, which is critically important in the process of recruitment activities, handling rewards systems while evaluating the performance of the employees, conflict management and advising on pay or other remuneration issues, that there is a need to improve the ability to draft employee contracts, delivering appropriate training sessions and interviewing (Hirsch, 2017). These skills are essentially important to address the role of HR officers while attending new employees and while recruiting them mostly. 
In terms of IT skill, which is another key aspect that is essential to be present as an HR officer working in an HRM consultancy service provider to conduct multiple activities such as updating employee data, managing database and proper presentation process of any reporting to be done regarding any policy formulation to be done. The skills to be developed in the IT functional area are being able to use databases, usage of HR specialised software and PowerPoint. To maintain the growth of administrative skills, adaptability skills and analytical skills, the applicability of database skills and empowerment skills are essential as they would improve the ability to retrieve, store and present critical information to the clients of the company (Cascio, 2019).
[bookmark: _Toc92831960]Benefits of the training to the organization 
The development as an HR officer based on the training and development needs identified through the personal audit process would be effective in benefitting the organisation in multiple ways. HR Essentials Ltd is an HRM service provisioning company, which demonstrates the critical requirement of ensuring that the HR officer present in the organisation is able to manage the recruitment process, policy development services, employee reward system management and training and development services with productivity (Rodriguez and Walters, 2017). The presence of training to upgrade the skills present in the communication area would allow the responsibility of an HR officer to negotiate with the employees, discuss the issues present in the company, convey policy information and manage the new employees with effective training service once they have been recruited successfully. It would further help the HR officer to be able to indulge into a productive communication space leading to employee conflict resolution process, addressing the multiple concerns that are associated with workplace issues, interviewing, disciplinary maintenance and administration effective payroll system through active listening ability among the employees (Larsen, 2017). 
The presence of communication skills based on employee contract development would benefit the company in managing the contract development process among the newly recruited employees for multiple client companies. The skill upgrade on delivering training sessions will improve the reliability of the client organisations of HR Essentials on their training services and remove the need to develop personal training sessions by the client organizations. It is often noted that interviewing process is the key directive in recruiting the employees that are highly suitable for an organisation (Griffith et al. 2019). With the development of interviewing skills, the HR officer would provide HR essentials the ability to recruit employees for other companies and suggest the organisations on the possibility of candidate searching that must be taken into account to meet the specificity of the companies. 
On the other hand, the development of technological skills based on learning ability to use the HR specialist software will reduce the manual activities for the HR officer in HR Essentials. The reduction in the manual activities such as database management, or recruitment planning structure development, would help the company in reducing the amount of time needed to conduct a single recruitment or training-based activity for its employees (Zeebaree et al. 2019). Thus, projecting the ability of the company to provide services at a faster rate as required. The ability of the HR officer to use the database properly will reduce the occurrence of filing errors in terms of candidates’ updates and clients’ requirements updates improving the scope for client satisfaction for HR Essentials. The improvement in PowerPoint skills would increase the ability of the HR officers to represent the company to its consumers and customers in the most presenting manner attracting larger audiences. The company would not only improve in terms of the internal activities carried out by the HR officer but would also improve the ability of its employees to provide the consultancy services to its client companies or customers (Fenech et al. 2019). 
[bookmark: _Toc92831961]Conclusion 
Thus, to conclude it is important to address that the role of HR officer is not just restricted to recruitment and training but involves multiple other responsibilities essential to be met by the officer. HR Essential being an HR consultancy agency would further reach to the ability of increasing organisational safety and attraction by increasing customer satisfaction for which the HR officer has to improve its skills. The personal audit conducted was necessary to identify the flaws present and improve the skills present. 
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Keyexpectations of HROfficerRoles
As a human resources (HR) officer you will develop, advise on and implement policies relating to the effective use of staff in an organisation. In the role your aim is toensure that the organisation that you work for employs the right balance of staff in terms of skill and experience, and that training and development opportunities areavailabletocolleagues toenhance theirperformanceandachievethe company'sbusinessaims.
· HRdepartmentsare expected to add valueto the organisation they support. Theexact nature ofthe workvaries according to the organisation, but is likely to include:workingclosely withvariousdepartments,increasingly inaconsultancy role,assistingline managersto understand and implement policies and procedures.promoting equalityanddiversityas partofthecultureof theorganisation.
· liaising with arange of peopleinvolvedinpolicyareassuchasstaff performanceandhealthandsafety.
· recruitingstaff,whichinvolvesdevelopingjobdescriptionsandpersonspecifications,preparingjobadverts,checkingapplicationforms,shortlisting,interviewing, andselectingcandidates.
· developingandimplementingpoliciesonissueslikeworkingconditions,performancemanagement,equalopportunities,disciplinaryprocedures, andabsencemanagement.
· preparing staff handbooks.
· [image: ]advising onpayand otherremuneration issues,including promotionandbenefits;
· undertaking regular salary reviews.negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions.administeringpayrollandmaintainingemployee records;	
· interpretingandadvising onemploymentlaw.
· dealingwithgrievancesandimplementingdisciplinaryprocedures.
· [image: ]developingHRplanningstrategies,whichconsiderimmediateandlong-termstaffrequirements;planning and sometimes delivering training - includinginductionsfor newstaff.
· analysingtrainingneedsinconjunctionwithdepartmentalmanagers.
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	Name: Dragos-Cristian Sorica 

	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
	· 
	
	
	

	Use Excel spreadsheet
	· 
	
	
	

	Use a Database
	
	
	· 
	

	Use specialist HR software
	
	
	· 
	

	Use the internet
	· 
	
	
	

	Use e-mail
	· 
	
	
	

	Use Power Point
	
	
	· 
	




	
	Verygood
	Good
	Adequate
	Littleornoexperience

	Communication Skills

	Drafting contracts ofemployment
	
	
	· 
	

	Takingnotesofdisciplinary
	
	· 
	
	

	Writereports
	
	· 
	
	

	Produce material tosupportpresentations
	
	· 
	
	

	Deliveringatrainingsession
	
	
	· 
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	Resolvingdisputes/complaints
	
	· 
	
	

	Interviewing
	
	
	· 
	

	AdvisingonHRissues
	
	· 
	
	




	
	Verygood
	Good
	Adequate
	Littleornoexperience

	Problem-solving skills

	Make good use ofverbalreasoningskills,abletohandlecomplexdataandmakeselective use ofinformation
	
	· 
	
	

	Explore more thanone solution in ordertosolveaproblem
	· 
	
	
	

	Considertheideasof others to helpsolveproblems
	· 
	
	
	







	Supervisory Management

	How muchexperiencehaveyouhadinyourrole?
	
	· 
	<1month
	1-3months
	>3months

	
	· 
	
	

	How many peoplehaveyoumanagedatanyonetime?
	
	
	None
	· 1-5
	Above5

	
	
	
	




	I declare that the information given in this form is true

	Signed
	Dragos-Cristian Sorica 

	Date
	11.01.2022
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