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	Introduction
The report is about ‘Developing Relationships and Workplace Achievements’ in which the study will discuss the ‘Training and development needs for an HR officer’. The human Resource manager is an integral part of an organization and is responsible for hiring talented candidates for the organization and conducting various team building activities for the employee. Arranging the training and personal development programs for the personnel of an organization is another duty of the human resource manager. Apart from this, the Human Resource of an organization has numerous responsibilities. Thus, the study will determine the skills and responsibilities of the human resource as well as the knowledge required. In order to evaluate their own performance, HR can perform the personal skill audit and with this, they can identify the training and development needs. Therefore, the report will cover the personal skill audit in order to analyze the knowledge, skills and behaviour. The study will critically analyze the benefits to the organization and individuals of enhancing the skills of HR via training and development programs. 
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	The human resource of an organization has a significant role in the development of the company (Bombiak, 2018, p. 56). Hiring fresh talent and experienced talent for organizational growth is a major role of human resources. Apart from these human resources of an organization has numerous responsibilities and duties that they need to perform. The human resource of an organization closely works with several departments of the company. Helping the managers of a particular department in understanding and establishing the policies and procedures is the responsibility of the human resource manager.  Promoting equality in the organization and maintaining the work environment is a skill that human resource managers should possess. The various operation and functions come under the human resource department. Analyzing the profile of the candidate, shortlisting the candidate, communicating with the shortlisted candidate and screening them are the important skills and knowledge associated with the human resource manager (Rodríguez-Sánchez, 2019, p. 148). The process of recruiting the employee involves various functions such as creating the job description, specifying the role of the candidate, specifying the skills required by the candidate and showing up the perk and facilities offered by an organization. 
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	Apart from this, the human resource manager should have technical expertise that includes software related to human resource management. The sound knowledge of the human resource management tools helps the human resource to organize the schedule in  appropriate manner. With the help of this skill, human resources can automate its entire process from shortlisting the candidate to scheduling the interview of the candidate. This skill and knowledge have significant importance in the human resource department. Companies prefer a candidate who has a strong knowledge of human resource management tools as it makes the work much easier. 



	Slide 6
	

	

	Slide 7
	

	

	Slide 8
	

	

	Slide 9
	

	From the professional skill audit, it can be concluded that there is a need for training and development considering the knowledge, skills and behaviors identified in the task. Through professional skill audit, it found that there is a need for database knowledge as there is a lack of database knowledge. Human resource officers should have database management knowledge as HR deals with a large amount of data of applicants. Analyzing the resume and keeping the database of applicants for future purposes, the human resource office needs to gain database skills. Lack of knowledge of specialist HR software could also hamper the work of human resource officers. So, it becomes essential to get command over the HR specialist software. As a human resource officer person need to improve the delivery of training session. The human resource officer should have interviewing skills as well as verbal reasoning skills. Handling out complex data and the use of selective use of information is an essential skill of the human resource officer. 
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	Critically assess the potential benefits to the organization and individual of developing you as an HR officer through effective training and development. 
The human resource officer should have certain skills that help them in a successful HR career (Stofkova, 2020, p. 754). Such skills play a major role during hiring the candidate, maintaining the healthy work environment in an office, retaining the employees, arranging the personal development programs for the employee and so on. Sometimes due to the lack of knowledge, skills and behaviors, human resource needs the training programs and thus, the organization arranges such effective training and development programs for the human resource officers. Arrangement of training programs ultimately helps the organization as they are investing in the skills, knowledge and behaviour of the employee. The advantageous thing for the organization is that with enhancement in HR skills, they will hire the better-talented candidate for the organization. They will focus more on healthier work culture and environment; human resource officers will work on employee engagement and productivity and it ultimately helps in organizational performance. If human resource officers left the office in between training and development programs then the investment of the organization would waste. Thus, it could be considered a negative impact on the organization. 
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	CONCLUSION
The study has discussed the ‘Training and development needs for an HR officer’ that has covered the appropriate knowledge, skills and behaviors which are required by human resource officers across the departments. The several duties and responsibilities of the human resource officer have been discussed in the report. In order to analyze the skills, one can perform the personal skill audit and thus the study had elaborated the personal skill audit that would help analyze and evaluate the skills. With the help of a personal skill audit, the report has discussed the need for training and development to the human resource officer. Apart from this, the study has discussed the critical assessment of the potential benefits to the firm of developing the person as a human resource officer with the help of training sessions. 
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INTRODUCTION

The report is about ‘Developing Relationships and Workplace Achievements’ in which the study will discuss

the ‘Training and development needs for an HR officer’. The human Resource manager is an integral part of

an organization and is responsible for hiring talented candidates for the organization and conducting various

team building activities for the employee. Arranging the training and personal development programs for the

personnel of an organization is another duty of the human resource manager. Apart from this, the Human

Resource of an organization has numerous responsibilities. Thus, the study will determine the skills and

responsibilities of the human resource as well as the knowledge required. In order to evaluate their own

performance, HR can perform the personal skill audit and with this, they can identify the training and

development needs. Therefore, the report will cover the personal skill audit in order to analyze the

knowledge, skills and behaviour. The study will critically analyze the benefits to the organization and

individuals of enhancing the skills of HR via training and development programs.
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Determine appropriate knowledge, skills and 

behaviours (KSB) that are required by HR 

professionals across the departments. 



Hiring fresh talent and experienced talent for organizational

growth is a major role of human resources.



Apart from these human resources of an organization has

numerous responsibilities and duties that they need to

perform.



The human resource of an organization closely works with

several departments of the company.



Helping the managers of a particular department in

understanding and establishing the policies and procedures is

the responsibility of the human resource manager.
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Determine appropriate knowledge, skills and behaviours (KSB) that are required by HR professionals across the departments. 

Hiring fresh talent and experienced talent for organizational growth is a major role of human resources. 

Apart from these human resources of an organization has numerous responsibilities and duties that they need to perform. 

The human resource of an organization closely works with several departments of the company. 

Helping the managers of a particular department in understanding and establishing the policies and procedures is the responsibility of the human resource manager. 







The human resource of an organization has a significant role in the development of the company (Bombiak, 2018, p. 56). Hiring fresh talent and experienced talent for organizational growth is a major role of human resources. Apart from these human resources of an organization has numerous responsibilities and duties that they need to perform. The human resource of an organization closely works with several departments of the company. Helping the managers of a particular department in understanding and establishing the policies and procedures is the responsibility of the human resource manager.  Promoting equality in the organization and maintaining the work environment is a skill that human resource managers should possess. The various operation and functions come under the human resource department. Analyzing the profile of the candidate, shortlisting the candidate, communicating with the shortlisted candidate and screening them are the important skills and knowledge associated with the human resource manager (Rodríguez-Sánchez, 2019, p. 148). The process of recruiting the employee involves various functions such as creating the job description, specifying the role of the candidate, specifying the skills required by the candidate and showing up the perk and facilities offered by an organization. 
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

Promoting equality in the organization and maintaining the work environment

is a skill that human resource managers should possess.



The various operation and functions come under the human resource

department. Analyzing the profile of the candidate, shortlisting the candidate,

communicating with the shortlisted candidate and screening them are the

important skills and knowledge associated with the human resource manager

(Rodríguez-Sánchez, 2019, p. 148).



The process of recruiting the employee involves various functions such as

creating the job description, specifying the role of the candidate, specifying

the skills required by the candidate and showing up the perk and facilities

offered by an organization.
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Promoting equality in the organization and maintaining the work environment is a skill that human resource managers should possess. 

The various operation and functions come under the human resource department. Analyzing the profile of the candidate, shortlisting the candidate, communicating with the shortlisted candidate and screening them are the important skills and knowledge associated with the human resource manager (Rodríguez-Sánchez, 2019, p. 148). 

The process of recruiting the employee involves various functions such as creating the job description, specifying the role of the candidate, specifying the skills required by the candidate and showing up the perk and facilities offered by an organization. 







Apart from this, the human resource manager should have technical expertise that includes software related to human resource management. The sound knowledge of the human resource management tools helps the human resource to organize the schedule in  appropriate manner. With the help of this skill, human resources can automate its entire process from shortlisting the candidate to scheduling the interview of the candidate. This skill and knowledge have significant importance in the human resource department. Companies prefer a candidate who has a strong knowledge of human resource management tools as it makes the work much easier. 
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

According to this theory, the organization identify the needs of the employee and try to

complete those needs.



The several needs like affiliation, achievement, power to the employees and fulfilling those

needs motivate the employee inside out. Once employees get motivated, their productivity

and efficiency of the employee get boosted (Manzoor et al., 2019).



FitFlop understands the need of the employee and accordingly, they recognize and

felicitate the employee for their achievement and performance. Sometimes people want to

influence colleagues, have an impression upon the teammates and have a good effect on

the organization.



Professionals who prefer managing groups of individuals, allocating duties, and planning

activities are likely to fall into this category.
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According to this theory, the organization identify the needs of the employee and try to complete those needs.  

The several needs like affiliation, achievement, power to the employees and fulfilling those needs motivate the employee inside out. Once employees get motivated, their productivity and efficiency of the employee get boosted (Manzoor et al., 2019). 

FitFlop understands the need of the employee and accordingly, they recognize and felicitate the employee for their achievement and performance. Sometimes people want to influence colleagues, have an impression upon the teammates and have a good effect on the organization. 

Professionals who prefer managing groups of individuals, allocating duties, and planning activities are likely to fall into this category. 
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Personal Skill Audit

Name: XYZ

Job role: Human Resource Officer

Very good Good Adequate Little or no experience

Information Technology

Use Microsoft OfficeWord

Yes - -

-

Use Excel spreadsheet

- Yes -

-

Use a Database

- - -

Yes

Use specialistHR

software

- Yes

-

Use the internet

Yes - -

-

Use e-mail

Yes - -

-

Use PowerPoint Yes - - -
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Personal Skill Audit

		Name: XYZ

		Job role: Human Resource Officer



		 		Very good		Good		Adequate		Little or no experience

		Information Technology								

		Use Microsoft Office Word		Yes		-		-		-

		Use Excel spreadsheet		-		Yes		-		-

		Use a Database		-		-		-		Yes

		Use specialist    HR software		-		 		Yes		-

		Use the internet		Yes		-		-		-

		Use e-mail		Yes		-		-		-

		Use PowerPoint		Yes		-		-		-
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Very good Good Adequate Little or no experience

Communication Skills

Drafting contracts of

employment

- Yes -

-

Taking notes ofdisciplinary

Yes - -

-

Write reports

Yes - -

-

Produce material to support 

presentations

Yes - -

-

Delivering a training session

- - -

Yes

Resolving disputes/complaints

- - Yes

-

Interviewing

- - -

Yes

Advising on HR issues Yes - - -

Very good Good Adequate Littleor no

experience

Problem solving skills

Make good use of verbal

reasoning skills,able to handle

complex data and make

selective use of information

- - -

Yes

Explore more than one solution in 

orderto solve a problem

Yes - -

-

Consider the ideasof others to 

help solve problems

- Yes - -
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		 		Very good		Good		Adequate		Little or no experience

		Communication Skills								

		Drafting contracts of         employment		-		Yes		-		-

		Taking notes of    disciplinary		Yes		-		-		-

		Write reports		Yes		-		-		-

		Produce material to support presentations		Yes		-		-		-

		Delivering a training session		-		-		-		Yes

		Resolving disputes/complaints		-		-		Yes		-

		Interviewing		-		-		-		Yes

		Advising on HR issues		Yes		-		-		-



		 		Very good		Good		Adequate		Little or no experience

		Problem solving skills								

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

		Explore more than one solution in order    to solve a problem		Yes		-		-		-

		Consider the ideas   of others to help solve problems		-		Yes		-		-
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Supervisory Management

How much experiencehave

youhad in your role?

< 1 month

1-3 months

> 3 months - Yes

How many peoplehave you 

managed atany one time?

None

1-5 Above5 - Yes

I declare that the information given in this form is true

Signed XYZ

Date 18

th

February 2022
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		Supervisory Management										

		How much experience have you had in your role?		 		 		< 1 month		1-3 months		> 3 months - Yes

				 								

		How many people have you managed at any one time?		 		 		None		1-5		Above 5 - Yes

				 								



		I declare that the information given in this form is true		

		Signed		XYZ

		Date		18th February 2022
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From the professional skill audit, it can be concluded that there is a need for training and development considering the knowledge, skills and behaviors identified in the task. Through professional skill audit, it found that there is a need for database knowledge as there is a lack of database knowledge. Human resource officers should have database management knowledge as HR deals with a large amount of data of applicants. Analyzing the resume and keeping the database of applicants for future purposes, the human resource office needs to gain database skills. Lack of knowledge of specialist HR software could also hamper the work of human resource officers. So, it becomes essential to get command over the HR specialist software. As a human resource officer person need to improve the delivery of training session. The human resource officer should have interviewing skills as well as verbal reasoning skills. Handling out complex data and the use of selective use of information is an essential skill of the human resource officer. 
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Critically assess the potential benefits to the organization 

and individual of developing you as an HR officer through 

effective training and development. 



Sometimes due to the lack of knowledge, skills and behaviors, human resource needs the training programs

and thus, the organization arranges such effective training and development programs for the human

resource officers. Arrangement of training programs ultimately helps the organization as they are investing in

the skills, knowledge and behaviour of the employee.



The

advantageous

thing for the organization is that with enhancement in HR skills, they will hire the better-

talented candidate for the organization.



They will focus more on healthier work culture and environment; human resource officers will work on

employee engagement and productivity and it ultimately helps in organizational performance.



If human resource officers left the office in between training and development programs then the investment

of the organization would waste. Thus, it could be considered a

negative

impact on the organization.
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Critically assess the potential benefits to the organization and individual of developing you as an HR officer through effective training and development. 

Sometimes due to the lack of knowledge, skills and behaviors, human resource needs the training programs and thus, the organization arranges such effective training and development programs for the human resource officers. Arrangement of training programs ultimately helps the organization as they are investing in the skills, knowledge and behaviour of the employee. 

The advantageous thing for the organization is that with enhancement in HR skills, they will hire the better-talented candidate for the organization. 

They will focus more on healthier work culture and environment; human resource officers will work on employee engagement and productivity and it ultimately helps in organizational performance. 

If human resource officers left the office in between training and development programs then the investment of the organization would waste. Thus, it could be considered a negative impact on the organization. 









Critically assess the potential benefits to the organization and individual of developing you as an HR officer through effective training and development. 

The human resource officer should have certain skills that help them in a successful HR career (Stofkova, 2020, p. 754). Such skills play a major role during hiring the candidate, maintaining the healthy work environment in an office, retaining the employees, arranging the personal development programs for the employee and so on. Sometimes due to the lack of knowledge, skills and behaviors, human resource needs the training programs and thus, the organization arranges such effective training and development programs for the human resource officers. Arrangement of training programs ultimately helps the organization as they are investing in the skills, knowledge and behaviour of the employee. The advantageous thing for the organization is that with enhancement in HR skills, they will hire the better-talented candidate for the organization. They will focus more on healthier work culture and environment; human resource officers will work on employee engagement and productivity and it ultimately helps in organizational performance. If human resource officers left the office in between training and development programs then the investment of the organization would waste. Thus, it could be considered a negative impact on the organization. 
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CONCLUSION

The study has discussed the ‘Training and development needs for an HR officer’ that

has covered the appropriate knowledge, skills and behaviors which are required by

human resource officers across the departments. The several duties and

responsibilities of the human resource officer have been discussed in the report. In

order to analyze the skills, one can perform the personal skill audit and thus the study

had elaborated the personal skill audit that would help analyze and evaluate the skills.

With the help of a personal skill audit, the report has discussed the need for training

and development to the human resource officer. Apart from this, the study has

discussed the critical assessment of the potential benefits to the firm of developing the

person as a human resource officer with the help of training sessions.
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