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Speaker Notes:
My name is Katalin Fodor, and I am a fresh graduated HR officer trainee, and my boss asked me to make a presentation about what training and development need for an HR Officer. That is why I am here today.
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Speaker Notes:
I will be speaking the above-mentioned points which is what knowledge, skills and behaviour required by HR professionals, furthermore personal skills audit for myself, identify training and the potential benefits to the organization of developing as an HR officer after an effective training and development.
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Speaker notes: 
 First, Human Resource Officer is a skilled and qualified person who has various responsibility which can be challenging. such as managing every aspects of the employment process such as training the new staff, organized the employees to make sure they are satisfied. The other is provide them counselling on policies and procedures, keeping record of the employee information is like having data about them. Also communicate with employees to make sure their issues do not affect their performance. Managing payrolls etc.
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Speaker notes:
There is some appropriate knowledge, skills and behaviour what is required by HR professionals. That what I am going to speak about in more details. When you decide you want to be an HR professional need to evaluate yourself what skills you have got and will be enough for the company where you want to work. For example, do you have good speaking ability to be able to speak in front of big audience, or like me as an HR practitioner must have communication skills to be able to express myself clearly.  For an HR professional must have organizational, decision making skills as HR has lots of recruitment process where you must decide which applicant is the right for the role of the job, or when you are facing the dilemma, you need to resolve and decide what act or next step is the best to come out of the dilemma. Or for organizational skills such as administrative, paperwork must be organized and being able to handle multiple tasks simultaneously. Also need training and developing skills, Budgeting skills. Such as HR managers giving employees development opportunities to maximize their performance or increase value. Empathetic skills when Hr team deals with lots of people’s concerns from salary or conflict in the workplace. Able to understand them where they come from before making any judgment. This is with Knowledge and behaviour. 
Walker and Stopper (2000) explained that "the roles of human resource professionals as business partners and leaders of business change have received considerable attention.
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Speaker Notes 

A skills audit is a process of measuring and recording the skills of individuals or groups of employees.
I will attach my personal audit skills to identify what skills I have and what skills I need to improve for the future .  Also Personal Audit skills is very helpful for myself to use a competency framework to assess skills. Also Skills audit enable managers to gain a clear understanding of employees’s skills and abilities, furthermore take advantage of previousley unidentifyed skills in the workplace, they know which person is the right to the project,  plan for more effective recruitment or development activities etc. it is good to mention skill audit takes broader perspectives about what skiils the employee have in their existin g job roles , skills need by the organization, both at the present and in future time. Skills audit looks to identify what training and development needs for the individual what is not currently recognized or unused.
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Speaker Notes:
With the skills audit I identified which skills I have and which skills I do not or I need to improve, and   realized my weakness is in the leadership and in the IT skills. In some areas I have no problem in IT for example: the email writing and using Microsoft Office Word or Power Point, or using internet, but use Excel or use specialist I need to improve that area. With training I can overcome my weaknesses and improve my profile. Also need to develop strategic planning, leading people as I am not that good as professionals. Future needs to renovate my current skills and knowledge. 
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Speaker notes:
Is absolutely a benefit from both sides, for me and for the organizations as well.
 To the organization is ways of improving the effectiveness of current workforce and of course is vital the training for any companies. The productivity and adherence will be improved. Ability to implement and realize specific goals. Such as SMART which means need to be S for Specific make sure your goals are focused and identify a tangible outcome, also your goal direct detailed and meaningful. M for Measurable, goal is quantifiable to track progress and success, Attainable the goal is realistic, and you have the tool or resource, also your goal should be challenging bur still reasonable to achieve. Relevant is align with your company mission and Time-based is your goal has a deadline, or target date something that motivates you.
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Speaker notes:
With effective training and development can be improvement in the performance, also the weaknesses will be addressed. Furthermore, the job satisfaction and morale will be increased, and of course the motivation too. Will be innovation in strategies and products. The individual will be more confident in their job also satisfied causing result better and financial gaining. Also, the other thing what company can benefit from is saving money via retraining employees, individuals, help grow potentially good employees into a great leader one day. That points give the company flexibility to expand, innovate.
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Speaker Notes:
Thank you so much for your attention. If you have any questions, please ask and I will try to answer it or cover your questions.
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                    ROLE OF HR OFFICER • Human Resource Officer ; Skilled and qualified HR expert . • Role is pivotal to any organization ( with a workforce) . • Responsible for : - Managing every aspect of the employment process . - orientation and training of new staff members - managing payroll . - Preparing job description, advertising vacant positions - Ensuring all employees are organized and satisfied in their work environment - Overseeing the health and safety development procedures . - Providing counselling on policies and procedures - communicating with employees about issues affecting their performance - record – keeping of employee information in electronic and digital format
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                         Will be a critically assessed the potential benefits to the organization of developing me  as an HR officer through an effective training and development. • Potential  Benefit: improve my decision - making  skills through my past personal and  professional knowledge and experience. • Organization goals need to be SMART (  Specific, Measurable, Achievable, Realistic and  Time bound)   
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                    Will be a critically assessed the potential benefits to the  organization of developing me as an HR officer through  an effective training and development. Continue… • Improving performance • Addressing weaknesses • Increased job satisfaction and morale • Increased motivation • Increased efficiencies in processes, resulting in financial gain • Increased capacity to adopt new technologies and methods • Increased innovation in strategies and products • Enhanced company image, e . g . , conducting ethics training • Risk management, e . g . , training about sexual harassment, diversity training
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Appendix B

Personal Skills Audit

[Name Katalin Fodor

lob role: Human Resource Officer

Please tick as appropriate to indicate how you would rate your skills in relation to the following work / functional areas.
Pmy good lGood )Auequau |Little or no experience|
information Technology

[Use Microsoft Office Good
jord
|Use Excel spreadsheet] Adequate Little
|use a Database
[Use specialist Adequate
IHR software
|use the internet Very good
luse e-mail Very good Little
[use PowerPaint Good
pmy good [Good )Auquau ILittle or no experience|

|communication skills

[Dratting contracts of Good
me\aymem

[Taking notes of Good
disciptinary

reports

[Produce  material 1 Good
upport presentations
Eelwermg a training

ession

[Resolving Good
[tisputes/complaints
Interviewing

|pdvising on R issues

Very good )c‘oe |adequate [Little or no experience|
‘thlem solving skills

[Make good use of Adéquate.
|verbal reasoning skills,
lable to handle
lcomplex data and
Imake selective use of
nformation

[Explore more than Good
Jone solution in order
o solve a problem
[Consider the ideas
Jof others to help
Jsolve problems

[supervisory Management
[How much || |< 1 montn [1-3 months >3 months
lexperience have you [ves

lhad in your role?

How many people J None -5 labove 5
Ihave you managed at Ives

[| declare that the information given in this form is true
fianed | setalin Fodor,
‘Ddb ‘ 03.04.2021]
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