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Human resource management playing most key role in the organization. It helps to get the right people to the right place at the right time to make further progress of the business. HRM also helps to manage strong coordination between all the employees and also make the smooth relationship of employees to employers. It helps to get the rights of employees and also ensure better manpower management of the business. To become a successful HR professional, there are different knowledge, skills and behaviors that need to concern by an individual. 
Leadership is one of the major knowledge that the every HR professional need to have. HR professional need to be a good leader that will help to make strong coordination with all the employees, sharing ideas to others, make possible changes and make the decision to reach the higher growth of the business. 
Communication skills also a major skill does the HR professional need to have. HR professional helps to make effective linkage between businesses with employees. HR professional should know the proper way of communication and having skills on formal and informal both communications. They need have competency on verbal and non-verbal communication to ensure the right communication practices in the organization. 
HR reporting skills also should have by a HR professional. Creating, reading and interpreting the report skills need to have and it will help to make solid advice to the manager and employees about any issues and make solid use of the policy for the business. 
Also, HR professional need to have strong skills over the teamwork. HR plays the role to ties up the team for the business and make forward to reach its goal. It is also important to provide the solid guidance to the team, making effective recruitment and selection process, reward process that helsp to make effective ties up the team to reach the goal of the business. 
There are different skills does the HR professional need to have in the organization. HR professional need to have fluent speaking ability. HR professional need to have ability to speak in front of large crown and audience and should not be introvert. He needs to have a mix quality of introvert and extrovert to understand the situation before make the decision. Also, HR professional need to have the skills of reading people. Body language need to understand of every individual. It will help to understand the situation and make the said decision for the business and make effective utilization of employees. 
Also, HR professional need to have strong mentality and listening power. It will help to listen people and understand the thinking of others before give own speech and decision. It also shows that HR professional need to have strong focus on the people that sharing ideas or making the decision. 
HR professional also need to concern over their behavior. They need to be more professional. They should not do any discrimination on the process of recruitment, training or reward. They need to give the right scope to the employees according to the skills’ o, effective performance management need to run by the HR professional to define the better performer and provide the right reward to them. Also, there are different complex issues might need to face by the Hr professional. So, they need to ensure the win-win situation to make solution of this complex matter. 

Appendix B
Personal Skills Audit
Name                   Ermiyas 
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 PowerPoint
	· 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Very good
	Good
	Adequate
	Little or no experience

	Communication Skills
	
	
	

	
	
	
	

	Drafting contracts of
	· 
	
	
	

	employment
	· 
	
	
	

	
	· 
	
	
	

	Taking notes of
	· 
	
	
	

	disciplinary
	· 
	
	
	

	
	· 
	
	
	

	Write reports
	· 
	
	
	

	Produce material to
	· 
	
	
	

	support presentations
	· 
	
	
	

	
	
	
	
	

	Delivering a training
	
	· 
	
	

	Session
	
	· 
	
	



[bookmark: page14]Resolving
Disputes/complaints              Yes		

Interviewing			Yes

Advising on HR issues	Yes
					
	
	Very good
	Good
	Adequate
	Little or no experience


Problem solving skill


	Make good use of
verbal reasoning skills,
able to handle

complex data and	
make selective use of

information
	· 
	
	
	

	Explore more than
one solution in order

to solve a problem

	
	· 
	
	

	Consider the ideas
of others to help

solve problems

	
	· 
	
	



	Supervisory Management
	
	
	

	
	
	
	< 1 month
	
	

	How much
	· 
	
	1-3 months
	> 3 months

	experience have you
	
	
	
	

	Had in your role?
	
	
	
	

	
	
	
	None
	
	

	How many people
	
	
	· 1-5
	Above 5

	have you managed at
	
	
	
	

	Any one time?
	
	
	
	

	
	
	
	
	
	


[image: ]


I declare that the information given in this form is true

Signed		Ermiyas 

Date	07/04/2021

Effective training and development programs help to make potential benefits of an individual’s to give more benefit to the business. To work closely with different department, it is important to know the team working. So, training over the team work helps individuals to increase potential. It helps to understand others and make the decision to ensure betterment of the business. It also helsp to make solid use of employees and manpower of the busienss to reach the goal of it. It is effective to have the proper training about the recruitment and selection process. It helsp to get the right man selection for the business. there are different internal and external recruitment process are available and training helps to make better decision about which one should busienss choose and choose the right person for the right post of the business. 
There is different software also need to run by an individual that helsp to make effective report and mange different issues. It helps to increase the working speed. Also, different policy developing and implementing need to learn properly. It helps to ensure better performance management and provide the equal opportunity to all the employees to reach the sustainability. 


References:
· Mike, H (2012). The top five skills necessary for HR professional. Work Logy. 
· Matthew, F (2017). Top 5 behaviors of successful HR manager.  HR blog- HR best practices. 
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HR reporting skills also should have by a HR professional. Creating, reading and interpreting the report skills need to have and it will help to make solid advice to the manager and employees about any issues and make solid use of the policy for the business. 

Also, HR professional need to have strong skills over the teamwork. HR plays the role to ties up the team for the business and make forward to reach its goal. It is also important to provide the solid guidance to the team, making effective recruitment and selection process, reward process that helsp to make effective ties up the team to reach the goal of the business. 
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There are different skills does the HR professional need to have in the organization. HR professional need to have fluent speaking ability. HR professional need to have ability to speak in front of large crown and audience and should not be introvert. He needs to have a mix quality of introvert and extrovert to understand the situation before make the decision. Also, HR professional need to have the skills of reading people. Body language need to understand of every individual. It will help to understand the situation and make the said decision for the business and make effective utilization of employees. 

Also, HR professional need to have strong mentality and listening power. It will help to listen people and understand the thinking of others before give own speech and decision. It also shows that HR professional need to have strong focus on the people that sharing ideas or making the decision. 
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HR professional also need to concern over their behavior. They need to be more professional. They should not do any discrimination on the process of recruitment, training or reward. They need to give the right scope to the employees according to the skills’ o, effective performance management need to run by the HR professional to define the better performer and provide the right reward to them. Also, there are different complex issues might need to face by the Hr professional. So, they need to ensure the win-win situation to make solution of this complex matter. 
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Effective training and development programs help to make potential benefits of an individual’s to give more benefit to the business. To work closely with different department, it is important to know the team working. So, training over the team work helps individuals to increase potential. It helps to understand others and make the decision to ensure betterment of the business. It also helsp to make solid use of employees and manpower of the busienss to reach the goal of it. 
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It is effective to have the proper training about the recruitment and selection process. It helsp to get the right man selection for the business. there are different internal and external recruitment process are available and training helps to make better decision about which one should busienss choose and choose the right person for the right post of the business. 

There is different software also need to run by an individual that helsp to make effective report and mange different issues. It helps to increase the working speed. Also, different policy developing and implementing need to learn properly. It helps to ensure better performance management and provide the equal opportunity to all the employees to reach the sustainability. 
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It is effective to have the proper training about the recruitment and selection process. It helsp to get the right man selection for the business. there are different internal and external recruitment process are available and training helps to make better decision about which one should busienss choose and choose the right person for the right post of the business. 

There is different software also need to run by an individual that helsp to make effective report and mange different issues. It helps to increase the working speed. Also, different policy developing and implementing need to learn properly. It helps to ensure better performance management and provide the equal opportunity to all the employees to reach the sustainability. 
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Human resource management playing most key role in the organization. It helps to get the right people to the right place at the right time to make further progress of the business. HRM also helps to manage strong coordination between all the employees and also make the smooth relationship of employees to employers. It helps to get the rights of employees and also ensure better manpower management of the business. To become a successful HR professional, there are different knowledge, skills and behaviors that need to concern by an individual. 
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Leadership is one of the major knowledge that the every HR professional need to have. HR professional need to be a good leader that will help to make strong coordination with all the employees, sharing ideas to others, make possible changes and make the decision to reach the higher growth of the business. 

Communication skills also a major skill does the HR professional need to have. HR professional helps to make effective linkage between businesses with employees. HR professional should know the proper way of communication and having skills on formal and informal both communications. They need have competency on verbal and non-verbal communication to ensure the right communication practices in the organization. 



2



Coaching

Recruitment and selection skills

HRIS knowledge 

Inter cultural sensitivity 

Analytical driven knowledge 

HR reporting skills. 

Knowledge, skills and behaviors of HR professional 











HR reporting skills also should have by a HR professional. Creating, reading and interpreting the report skills need to have and it will help to make solid advice to the manager and employees about any issues and make solid use of the policy for the business. 

Also, HR professional need to have strong skills over the teamwork. HR plays the role to ties up the team for the business and make forward to reach its goal. It is also important to provide the solid guidance to the team, making effective recruitment and selection process, reward process that helsp to make effective ties up the team to reach the goal of the business. 
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There are different skills does the HR professional need to have in the organization. HR professional need to have fluent speaking ability. HR professional need to have ability to speak in front of large crown and audience and should not be introvert. He needs to have a mix quality of introvert and extrovert to understand the situation before make the decision. Also, HR professional need to have the skills of reading people. Body language need to understand of every individual. It will help to understand the situation and make the said decision for the business and make effective utilization of employees. 

Also, HR professional need to have strong mentality and listening power. It will help to listen people and understand the thinking of others before give own speech and decision. It also shows that HR professional need to have strong focus on the people that sharing ideas or making the decision. 
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HR professional also need to concern over their behavior. They need to be more professional. They should not do any discrimination on the process of recruitment, training or reward. They need to give the right scope to the employees according to the skills’ o, effective performance management need to run by the HR professional to define the better performer and provide the right reward to them. Also, there are different complex issues might need to face by the Hr professional. So, they need to ensure the win-win situation to make solution of this complex matter. 
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Effective training and development programs help to make potential benefits of an individual’s to give more benefit to the business. To work closely with different department, it is important to know the team working. So, training over the team work helps individuals to increase potential. It helps to understand others and make the decision to ensure betterment of the business. It also helsp to make solid use of employees and manpower of the busienss to reach the goal of it. 
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It is effective to have the proper training about the recruitment and selection process. It helsp to get the right man selection for the business. there are different internal and external recruitment process are available and training helps to make better decision about which one should busienss choose and choose the right person for the right post of the business. 

There is different software also need to run by an individual that helsp to make effective report and mange different issues. It helps to increase the working speed. Also, different policy developing and implementing need to learn properly. It helps to ensure better performance management and provide the equal opportunity to all the employees to reach the sustainability. 
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Leadership is one of the major knowledge that the every HR professional need to have. HR professional need to be a good leader that will help to make strong coordination with all the employees, sharing ideas to others, make possible changes and make the decision to reach the higher growth of the business. 

Communication skills also a major skill does the HR professional need to have. HR professional helps to make effective linkage between businesses with employees. HR professional should know the proper way of communication and having skills on formal and informal both communications. They need have competency on verbal and non-verbal communication to ensure the right communication practices in the organization. 
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