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The human resource officer of the company must have the knowledge of the laws and policies that plays an important role at the time of making the strategy for the company that is related to the performing different activities. 
They must also have the knowledge of the strategic planning, resource allocation and how to use the resources in the organisation.  
The office should have the knowledge of leading presentations, interviewing the candidates and managing the conflicts among the members of the organisation 
. Further the knowledge regarding the use of data and computer. Along with providing the initiatives that are regarding the benefiting the business for the growth and developments.  
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The skills that are required by the human resource office are teamwork skills that is regarding how the candidate will perform the activities in the group of people. 
 Along with they must have the communication skills that is used at the time of interacting with the employees or other member of the organisation. It must also have the skill that is appointing the best candidate and for filling the vacancy of the organisation.  
To maintain the transparency the human resource manger must have the communication skill as the important thing. They are also responsible for making and implementing the policies in the clear and concise manner 
Empathy and compassion is another skill that the human resource officer must have to maintain the open door policy and to make and create the comfortable atmosphere that will also result in encouraging the employees in secure and safe manner. Discretion and ethics the skills is regarding managing the personal matter that are lay-offs, discipline, development, complaints along with the complete discretion.  
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· The officer must have the ability to read what are in the minds of the people. They must keep the good behaviour in the front of their members and crowd. 
· Along with this human resource must have the traits that are solutions driven, enquiring thinker, know how to understand and care the team members, future -oriented along with all this they must also have the polite nature for their members at the time of performing the tasks. 
Further they must also know how to deal with the behaviour of the individuals and groups and investigating the effectiveness of the company that is to gain the competitive advantage in order top achieve the organisational goals along with the human capital(Fenner and et.al., 2020).  
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Training and development is very important for the individual to develop themselves in the various field that are: 
IMPROVING PERFORMANCE: Training is the important factor that will help them to improve 
their performance in the organisation (Importance Of Training & Development In Organizations,2021). 
 Once the officer will know what are the skills that are needed to execute the tasks then they will perform their tasks at their own.  
Along with all this their strength and weakness will result in improving their better understandings and by this they will also come to knew how to execute the ideas into better form(Alkhawaldeh, 2017).  
FOSTERING GROWTH: Training and development is important for increasing the growth in the organisation. On the other hand it can also be achieved with the help of workforce by paying the full attention to the development and objectives(Nguyen and Shao 2019). Further the training and development of human resource manager will help in creating and achieving the objectives of the organisation in effective manner.  
EMPLOYEE SATISFACTION: It will help in building the loyalty among the members of the organisation. On the other by the training and development they will also achieve the high level of employees satisfactions along with the low employee turnover. 
 Further it will also result in increasing the productivity in the organisation by developing the team that are full of professional, morale and team organisation. Also, it will help in keeping the employees up to date about the new technology and advanced methods by giving the different ideas and task to the individuals to perform in the organisation to reach the goals.  
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INTRODUCTION

Training and development is important for the company to build up the knowledge and skills of the employees at the time of
giving the information and instruction regarding how to perform the tasks in netter manner

‘The PPT will also discuss about the knowledge, skills and behaviour that are needed by the human resource officer. Along with
this it willalso evaluate the benefits of training and development in developing the human resource officer
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Explaining the Knowledge, s!
resource officer

* Knowledge

+ The human resource officer of the company must have the knowledge of the laws and policies that plays an important role at the time of making the strategy for the company that is related to the
performing different activities.

They must also have the knowledge of the strategic planning, resource allocation and how to use the resources in the organisation.

The office should have the knowledge of leading presentations, interviewing the candidates and managing the conflicts among the members of the organisation

 Further the knowledge regarding the use of data and computer. Along with providing the initiatives that are regarding the benefiting the business for the growth and developments.
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‘The skills that are required by the human resource office are teamwork skills that is regarding how the candidate will perform the activities in the group of people.
Along with they must have the communication skills that is used at the time of interacting with the employees or other member of the organisation. It must also have the skill that is appointing the best

Skills:

e Empathy and compassion e P

communication skill

Discretion and ethics

candidate and for filling the vacancy of the organisation.

To maintain the transparency the human resource manger must have the communication skill as the important thing. They are also responsible for making and implementing the policies in the clear and

concise manner

Empathy and compassion is another skil that the human resource officer must have to maintain the open door policy and to make and create the comfortable atmospl

encouraging the employees in secure and safe manner. Discretion and ethics the skills is regarding managing the personal matter that are lay-offs, discipline, development, complaints along with the
_comolete discretion.
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Behaviour

« The officer must have the ability to read what are in the minds of the people. They must keep the good behaviour in the front of their members and crowd.

~Along with this human resource must have the traits that are solutions driven, enquiring thinker, know how to understand and care the team members, future -oriented along with all this they must also
have the polite nature for their members at the time of performing the tasks.

Further they must also know how to deal with the behaviour of the individuals and groups and investigating the effectiveness of the company that is to gain the competitive advantage in order top
‘achleve the organisational goals along with the human capital(Fenner and et.al., 2020).
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Conducting the personal skill audit

INFORMATIONAL
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COMMUNICATION SKILLS

of

‘Taking notes of disciplinary

Write eports

Produce material to support
presentations
Delivering a raining session.

Resolving disputes/complaints

Interviewing

Advising on HR issues.
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Examining the benefits of training and development in
developing the human resource officer

Training and development is very important for the individual to develop themselves in the various field that are:

IMPROVING PERFORMANCE: Training is the important factor that will help them to improve their performance in the organisation (Importance Of Training & Development In Organizations 2021).
Once the officer will know what are the skills that are needed to execute the tasks then they will perform their tasks at their own.

Along with all this their strength and weakness will result in improving their better understandings and by this they will also come to knew how to execute the ideas into better form(Alkhawaldeh, 2017).
FOSTERING GROWTH: Training and development is important for increasing the growth in the organisation. On the other hand it can also be achieved with the help of workforce by paying the full
attention to the development and objectives(Nguyen and Shao 2019). Further the training and development of human resource manager will help in creating and.achieving the,objectives of the
organisation in effective manner.

EMPLOYEE SATISFACTION: ft will help in building the loyalty among the members of the organisation. On the other by the training and development they will also achieve thie high'level of émployees
satisfactions alona with the low emplovee turnover.
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CONCLUSION

* By summing up the above presentation it has been concluded that the human
resource offices must have the knowledge of recruitment and computer.

* On the other they must have skills that are communication, discretion,
empathy, compassion, analytics along with how to solve the problems of the
employees on faster basis so that it will result in good working.

* Lastly the presentation have also explained about the benefits of training and
development for the development of human resource officer.
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“Development of a plan by meeting the identified personal

development needs and expectations of individual employee
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