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Notes-
Skills-
· Effective communication is the main skills that HR professional require across department. Just because of this skill, human resource professional may influence workers in effective and impressive manner, which help to retain them and enhance their productivity (Fareed and et.al., 2020). It can be said that communication is the key that has been used by many leaders and managers at workplace to motivate candidates. It plays vital role for progress of HR professional in term of building their strong bond with everyone at workplace who perform to achieve common aims and objectives of business. 
· Multitasking is another skill that human resource professional needed. It made them able to conduct varied activities which provide benefits to their organization. It is one of those skills that HR professional required to be successful in today’s competitive business environment. 
· Conflict management, is also included in category of those skills that human professional needed in order to manage performance of workers.
Behavior-
· Supportive behavior along with above skills is also required by same professionals across section, which enable them to support other people in their work. 
· Flexibility as a person behavior drives their attention towards making adjustment among themselves according to situations around work area.
Knowledge-
· Good understanding regarding employments law is also included in list of knowledge that are needed by Human resource professionals as it helps to provide facilities to employees in effective and ethical manner.
· Training and development knowledge is also required by the HR professionals that help to enhance productivity and performance of workers. 
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Notes- 
Above personal skill audit it conducted for myself, which has been defined areas for that training and development is required. According to above table, I had good communication, conflict management skills and supportive management as a behavior.  Rest of the areas I need to develop, for which training is needed which made me able to improve skills, knowledge and behavior in effective manner that I may utilize while performing as human resource officer in a company.  
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Notes-
· Along with above benefit, HR officer provide more in term of managing organizational culture in positive manner, which boost morale and improve performance of each applicant that is actually quite essential to do. 
· They provide benefits to company by making plans regarding training and development, in term of skilled workforce, because with the help of this method they may build effective and productive team at workplace, who may support to stay strong and be competitive against competitors. 
· HR officer provide advantages to organization in term of increasing its sales and generating revenue by enhancing performance, productivity and efficiency of each worker, which made them capable to serve their services and deliver products according to needs and expectations of shoppers.
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Notes-
· Human resource officer main responsibility is to maintain applicant’s records such as daily attendance, PF data etc. according to current legal requirements and policy. 
· Along with above responsibilities, they also accountable to review employment practices at workplace and working environments to assure legal compliance.
· HR officer accountabilities has not limited under above activities, they responsible to engage workers in decision making and boosting their morale, which is actually quite essential for productivity and success of a company.
· In additional to this, their responsibility is to motivate people by conducting effective practices in term of fun activities, which let workers free from stress for some time and give refreshments to all of them. 
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INTRODUCTION

- Training and development is one of those needs that each employee whether they work at particular positon or for a role
like HIR officer, expect to obtain.

- Itis quite beneficial for them as well as organizations in which they conduct their practices according to responsibilities.

* The current presentation will define appropriate knowledge, behaviors and skills that are needed by human resource
professionals across the departments.

+ Furthermore, it will also explain personal skills audit and needs related to training and development considering KBS.

+ The study will justify critical assess of potential benefits to company of developing individual as an HR officer through
beneficial training & development.
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DETERMINING SUITABLE KNOWLEDGE, SKILLS AND BEHAVIORS THAT ARE
REQUIRED BY HR PROFESSIONAL ACROSS SECTION
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CONDUCTING A PERSONAL SKILLS AUDIT FOR MYSELF AND DETERMINE
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CRITICALLY ASSESS POTENTIAL BENEFITS TO COMPANY OF DEVELOPING
PERSON AS AN HR OFFICER VIA EFFECTIVE TRAINING AND
DEVELOPMENT

Company may obtain many benefits from HR officer which may develop through effective teaching
and monitoring process.

In term of advantages, it may hire skilled and talented workers for particular positon at workplace,
who may contribute to gain competitive edge for its venture and also support to give touch
competition to rivals that has been operating in same sector from longer period of time to become
market leader.
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CONCLUSION

- By summing up above discussion, it has been concluded that with the help of training and
development approach, organization has gained benefits in term of developing person as an HR.
officer, who has contributed in success and growth of company.

- With the help of personal skill audit, individual has identified areas and needs related to training &
development.
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APPENDIX A

* Human resource officer is accountable for many things that has related to staff and venture.

« They responsible to support creation and implementation of R systems and initiatives.

Applicant is also accountable to cater counseling on processes and policies, they help to create and then
implement efficient onboarding plans.

HR officer is highly responsible to develop training and development programs and then monitor this
program.

Candidate role is to help in performance management procedures and contribute to increase worker’s

performance.
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