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Sound Communication skills- These skills would help in developing a sound relationship between the management and employees so that chances of misunderstandings and conflicts could be reduced and a peaceful workplace environment would prevail wherein the employees would feel motivated to work. 
Problem-solving skills- These skills would help in resolving of any kind of conflicts that might led to disruptions and create barriers in smooth functioning of an organisation (Geimer et al., 2017). 
HRM expertise and knowledge – With proper HRM knowledge and expertise, an HR officer would gain apt knowledge of how to work collaboratively with a group of employees and stress on varied measures of employee motivation so that the employees would feel motivated towards their work. 
Proactive Approach- This approach would help the organisational employees to sort out the problems by anticipating it from prior so that adequate actions is been taken for controlling any king of undergoing conflicts and losses within the organisation. 
Sound Coaching skills- According to Geimer et al., (2017)These skills will help in providing proper training to the employees in order to meet their personal and career developmental needs in an effective manner. 
Recruitment and selection- This is  considered to be the most vital skills possessed by HR as without effective recruitment of organisational employees, it is quite impossible for the organisation to gain profitability and success. This is because the employees only could contribute to the smooth functioning of the organisation. 
Analytically oriented and driven – Though the power of data analytics, HR is able to take sound decision required for organisational growth and success. 
Team working skills – Through stress on effective team-working skills,   HR officer would be able to stress on employee development strategies and commitment so that increased productivity is possible. 
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Administrative and management skills -  Through proper management and administrative skills, HR’s are able to manage all kinds of organisational issues through workplace planning techniques, stressing on increased employee productivity.
Human and personnel resources- This would help HR’s to focus on human resources recruitments  and their workplace productivity as human resources are  been considered as the major assets of any organisation (Amarakoon et al., 2019) . 
Training and education- With stress on proper training and education, the HR professionals are able to build an efficient workplace that is been considered as pivotal for organisational success and growth. 
Psychology- Through sound understanding of human psychology, HR ‘s are able to recognise which are the needs and expectations of their employees and work accordingly to fulfil them. 
Counselling- Through conducting of counselling sessions with employees, the HR’s could reduce any kind of grievances and stress that the employees are going through, which may create barriers in their productivity (Geimer et al., 2017). 
Management of financial resources of an organisation- Managing of financial resources and assets would help in generating organisational profitability and reduce chances for losses. 
g) Management of safety and security- As per Herzberg’s two-factor theory, hygiene needs would keep the employees interested for doing their work that is only possible through ensuring their safety and security. 
h) Promoting of organisational equality and diversity – Through equality and diversity management practices, the Hr professionals would be able to encourage contribution and unity among employees emerging from different backgrounds so that together they could be able to contribute to organisational development and success.  
i) Analysing training needs of individual employees – This is possible by analysing the strengths and weakness of employees so that through proper training and developmental methods, the weakness noticed is been  sorted out for increased workplace productivity. 
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After assessing my weaknesses and strengths and by conducting a personal skills audit, I noticed that my strengths lies in sound Problem Solving abilities, effective coaching skills, Recruitment and selection expertise and Technology oriented. These skills would help me in  contributing to organisational success and growth and ensure sustained competitive advantage. 
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After my skill audit, I have developed a personal development plan that would help me to keep a check on my weakness and work on it for my individual and career development. The skills that I need to improve are my Communication skills, which is possible when I would stress on Sharing of important information's with organisational employees and conduct formal as well as informal discussions with my colleagues and staffs. Secondly, developing of a Proactive approach through Analysing the workplace environment through understanding employee participation and if there are any chances of misunderstandings and conflicts, it should be resolved from prior. Thirdly, developing definite focus on analytical driving skills through e-learning and proper implementation of it at the workplace. Fourthly, developing team working skills through Working with a group members and assign tasks to them and by Conducting training of a team of members and understand their strengths and weakness. Later on, emphasis is been led on minimising of their weaknesses. Finally, Analysing of individual training needs is possible through analysing the strengths and weaknesses of employees, proper steps should be taken for employee development through formal and informal training like conducting instructor led training and e-learning through you-tube videos and so on. 
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The potential benefits that I believe my skills and knowledge would provide to the organisation wherein I am appointed as an HR officer  are mentioned below.
Proper training and development initiatives to staffs –Taking measures for proper planning so as to deliver training to new appointed staffs for increasing their productivity skills. This is possible through my developed teamwork skills and recruitment and selection expertise.
Promoting equality and diversity among staffs – As part of the organisational culture, I would lay emphasis on promoting diversity and equality of employees so that everyone could get the same exposure to portray their skills and knowledge. 
Provision for rewards and incentives- Rewards and incentives would be given more importance for stressing on employee motivation. I have gained this idea from my analytical skills that would help me in keeping the organisational employees motivated.
Emphasis on recruitment and employee retention- Through emphasis on proper recruitment and employee retention intitatives, the organisation could be able to acquire competitive advantage through its increased workplace efficiency. 
Sound working practices- This would allow the organisational individuals to be motivated towards work as stated in hygiene factor of Herzbergs’s two-factor theory. 
Improving employee satisfaction – I would focus on measures for promoting  Employee satisfsatisfaction that could be gained through stressing on employee engagement and motivation measures as rewards, incentives, other additional benefits and so on.  
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Major Skills required by HR importance
professionals

1. Sound communicationskills This skill s vital in HRM as HR needs to develop an integrated relationship
between the management and employees.

2. Problem Solving abilities Problem solving activities would help the HR in resuming of conflicts and
maintaina positive work atmosphere,

3. Proactiveapproach This would help in analysing the potential problems that might happen inan
organisationfrom prior so that definite actions are been taken.

4.50und coachingskills This skill would help an HR to train the employees within the organisationso
that they could work effectively

5. Recruitment and selection This would allow the HR to select the right candidates for the job so that t

expertise the work could be done efficiently and within the assigned deadline.

6. Analytical oriented This would help in proper use of data analytics required for making effective

organisational decisions.

7. Team Woking skills HR s expected to work withits subordinates and professionals, thisis the
reason that team working skills are given major emphasis in this context.
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Skills and knowledige that| possess | Ski

rating (out of 5)

1. Problem Solving abilities 4
2. Sound coaching skills 5
3. Sound communication skills 2
4. Recruitment and selection expertise 4
5. Team Woking skills 2
6. Management of financial resources 3
of an organisation

7. Technology oriented 4
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Skills that needs
to beimprovement

1. Communication
skills

2. Proactive
approach

3. Analytical driving
skills

4. Team working
skills

5. Analysing of
individual training
needs

Recommendations for Improvement

a) Sharing of importantinformation's with organisational employees.
b) Apart from formal discussions with subordinates and colleagues, informal
ones should also be made relevant.

Analysing the workplace environment through understanding employee
participation and if there are any chances of misunderstandings and conflicts, it
should be resolved from prior.

These skillscould be developed through e-learning and proper implementation
ofitat the workplace.

a) Working with a group members and assign tasks to them

b) Conducting training of a team of members and understand their strengths
and weakness. Later on, emphasis should be led on minimising of their
weaknesses.

Based on the strengths and weakness of employees, apt measures should be
taken to train them for generating workplace productivity.

Approxim
ate time
required

2months

1and half
months

2and half

months

2months

3months
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a) Proper training and development initiatives to staffs
b) Promoting equality and diversity among staffs
) Provision for rewards and incentives
d) Emphasis on recruitment and employee retention
€) Sound working practices

f) Improving employee satisfaction
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Key expectations of HR officer roles

Increasing consultancy role

Promating equally and diversity
promoting health and safety practices

Recruiting staffs

Implementing palicies on ssues like working conditions, performance
management, equal opportunities, disciplinary procedures, and absence
managemen.

implementing policies on issues like working conditions, performance
management, equal opportunities, disciplinary procedures, and absence
managemen.

Administering payroll and maintaiing employee records

Effective implementation

Analysing the current HR.poliies and programs that a company is
following and rendering effective recommendations so as o provide
high level solutions for organisational development

Creating cuture of inclusion and stressing on the need to prevent
unconsclous biasness.

Provision of providing on going health and safety training and
Incorporating health and safety of employees in HAM.

Polices relating to creation of ob openings, identifcation of job
description,Job promotion to multiple ob boards and career site are.
stressed in this context

Stress an a sound warking environment, provision for ongoing

feedbacks on employee job performance, identification of
development opportunities and 5o on.

Provsion of keeping paper as wellas electronic fles and maintaining
payroll records as per Far Labour Standards Act (FLSA).

—

‘Analysing traiing needs in conjunction with departmental managers,

Deciding skil sets, evaluatin t and ighighting of skl gaps for

increasing employee productivty.

Interpreting and advising on employment law

Discipinary and grievance rules, health and safety policy, equal
opportunity polices, ant harassment and bulying polices should be
implemented
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