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Speaker Notes

Hi Everyone. The topic of my presentation is training and development needs for an HR officer. This is based on a case in which I have assumed myself as a trainee HR officer. Considering the job requirements, I will be outlining the knowledge, skills and behaviours or KSBs of the job. At the same time, I will also review my personal strengths and weaknesses. Based on this, I will conduct a gap analysis. The ultimate objective of this presentation is to identify my training needs along with the benefits that an organisation will attain through this training.  
Slide 2: 
Training and development are essential for effectively meeting the job requirements. For effective outcomes of training exercise, it is necessary to understand KSB (Knowledge, Skills and Behaviour) requirements. In addition, an understanding of the available skill set of the employees is also needed. Based on this, a gap analysis can be conducted that can help in the development of effective training requirements. These training requirements can be used as a basis to develop and set up a training plan. Implementation of these training plans will not only improve personal development but will also carry several advantages for the organisation. 
Slide 3: 
For the role of HR officer under consideration, the slide presents the responsibilities of HR professionals. These are: 
· Working in liaison with the line managers to ensure the implementation of the policies. 
· To promote equality and diversity within the organisational culture. 
· Recruitment and selection of the staff.
· Advising on pay and remuneration and negotiation with the staff. 
· Dealing grievances and disciplinary matters. 
· Development of long-term HR strategy.
· Analyse and organise training by reviewing it with the department managers. 
Using these responsibilities, in the next slides, we will understand KSBs needed to appropriately meet the requirements of this job. 

Slide 4: 
The KSBs for the job under consideration have been divided into three different areas including knowledge requirement, skills requirements and behavioural requirements. Under the category of knowledge, main areas of concerns include: 
· Working in liaison with the line managers to ensure the implementation of the policies. 
· To promote equality and diversity within the organisational culture. 
· Recruitment and selection of the staff.
· Advising on pay and remuneration and negotiation with the staff. 
· Dealing grievances and disciplinary matters. 
· Development of long-term HR strategy.
· Analyse and organise training by reviewing it with the department managers. 
For the skills requirements, it will mainly include: 
· Communication skills 
· Decision-making skills
· Organizational skills 
· Training and development skills 
· Planning skills 
· Budgeting skills 
· Interpersonal skills
Lastly, for the behaviour category, it will consider the aspects including: 
· Solution driven 
· Critical thinking 
· Teamwork 
· Collaboration 
· Emotionally intelligent
Slide 5: 
After reviewing the KSBs for the position under consideration, I have conducted my skill assessment in the attached slides. It is important to note that I am weaker in the areas related to legislation. For instance, in the labour laws, diversity and equality legislation, I have very limited knowledge. Similarly, for organisational information and industry norms, I also have poor knowledge of the current state. All of these are necessary to effectively meet the requirements of the position under consideration and thus training on each of these would be critical. 

Slide 6: 
When it comes to the skills and behaviour, I am adequately well in most of the soft skills. For instance, I am good at communication skills, interpersonal skills, organisational skills, planning skills, teamwork and collaborations. All of these skills are necessary to effectively deal with people of different nature within the workplace, which is an essential requirement of the role under consideration. For the decision-making skills, budgeting skills and emotional intelligence, I believe that further improvements are needed. For instance, in the case of emotional intelligence, better self-control would help me with ineffective stress management, which is one of the key problems I went through in the past. This will also improve my job performance as a whole. 

Slide 7: 
After an assessment of the KSBs and personal skillset, the following gap areas can be identified based on which the training plan can be prepared: 
· Relevant labour laws, e.g. the pay and remuneration legislations.
· Diversity and equality laws, e.g. Equality Act
· Legislations related to remuneration
· Knowledge of industry norms, e.g. the availability of skillset and the average pay of the employees. 
· Knowledge of organizational policies and practices. 
· Knowledge of the code of conduct of the organization.
· Decision-making skills
· Budgeting skills 
· Emotional intelligence

Slide 8: 
After a gap analysis, I am now in a position to identify the training needs based on which, a training plan can be developed. Areas in which training is needed can be divided into three broader categories. This includes legislative understanding, the orientation of the department or organisation, and soft skills. For legislative understanding, relevant labour laws, diversity and equality laws, legislations related to remuneration and knowledge of industry norms. For orientation of the organisation, knowledge of organizational policies and practices and knowledge of code of conduct of the organization can be considered. Lastly, for soft skills, training on decision-making skills, budgeting skills and emotional intelligence can be considered. 

Slide 9: 
As a result of training, besides my personal development, an organisation I would be working for will also have several advantages. Some of these advantages include improved performance of the employees, high personal engagement and engagement of the team, development of effective long-term HR strategies, effective implementation of the policies and procedures within the organisation and improved equality and diversity practices.
Slide 10: 
To conclude, it can be argued that an understanding of KSBs helps to better evaluate the job requirements. It also helps in gap analysis based on which a training plan can be prepared. For this case under consideration, effective training and development can help in achieving the performance objectives of the organization, improving the engagement of the employees. And also in the implementation of organizational policies. As a way forward, the gap analysis and training requirements can be considered to develop a training plan. This training plan can be followed and monitored to ensure a high level of performance. 
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INTRODUCTION

= Training and development is essential for effectively meeting the job requirements.
= For effective outcomes of training exercise, it is necessary to:

= Understand KSB (Knowledge, Skills and Behaviour) requirements
= Available skillset of the employee
= A gap analysis

= Based on the above, an effective training plan can be established.
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ROLE AND RESPONSIBILITIES OF HR PROFESSIONALS

= Working in liaison with the line managers to ensure the implementation of the policies.
= To promote equality and diversity within the organisational culture.

= Recruitment and selection of the staff.

= Advising on pay and remuneration and negotiation with the staff.

= Dealing grievances and disciplinary matters.

= Development of long -term HR strategy.

= Analyse and organise trainings by reviewing it with the department managers.
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           ROLE AND RESPONSIBILITIES OF  HR PROFESSIONALS   Working in liaison with the line managers to ensure the implementation of the policies.   To promote equality and diversity within the organisational culture.   Recruitment and selection of the staff.  Advising on pay and remuneration and negotiation with the staff.   Dealing grievances and disciplinary matters.   Development of long - term HR strategy.  Analyse and organise trainings by reviewing it with the department managers.
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REQUIREMENTS OF KNOWLEDGE, SKILLS AND BEHAVIOUR

* Relevant labour laws ¢ Communication skills * Solution driven
* Diversity and equality laws * Decision-making skills * Critical thinking
* Legislations related to * Organizational skills * Teamwork
remuneration. * Training and development skills * Collaboration
* Knowledge of industry norms. * Planning skills * Emotionally intelligent
* Knowledge of standard practices  * Budgeting skills
of recruitment. * Interpersonal skills

* Knowledge of organizational
policies and practices.

* Knowledge of code of conduct of
the organization.
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                                                       REQUIREMENTS OF KNOWLEDGE, SKILLS AND BEHAVIOUR               Knowledge  Skills  Behaviour  • Relevant labour laws  • Diversity and equality laws  • Legislations related to  remuneration.  • Knowledge of industry norms.  • Knowledge of standard practices  of recruitment.  • Knowledge of organizational  policies and practices.  • Knowledge of code of conduct of  the organization.  • Communication skills  • Decision - making skills  • Organizational skills  • Training and development skills  • Planning skills  • Budgeting skills  • Interpersonal skills  • Solution driven  • Critical thinking  • Teamwork  • Collaboration  • Emotionally intelligent
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PERSONAL SKILL AUDIT

T e T g

* Relevant labour laws e 2/5
* Diversity and equality laws * 2/5
* Legislations related to remuneration. * 2/5
* Knowledge of industry norms. e /5
* Knowledge of standard practices of recruitment. * 3/5
* Knowledge of organizational policies and practices. e /5

* Knowledge of code of conduct of the organization. e /5




image12.svg
                                       PERSONAL SKILL AUDIT           KSBs Rating  • Relevant labour laws  • Diversity and equality laws  • Legislations related to remuneration.  • Knowledge of industry norms.  • Knowledge of standard practices of recruitment.  • Knowledge of organizational policies and practices.  • Knowledge of code of conduct of the organization.  • 2/5  • 2/5  • 2/5  • 1/5  • 3/5  • 1/5  • 1/5
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PERSONAL SKILL AUDIT

I R

¢ Communication skills e 4/5
* Decision-making skills * 2/5
* Organizational skills * 3/5
* Training and development skills > 4/5
* Planning skills > 4/5
* Budgeting skills * 2/5
* Interpersonal skills > 4/5
* Solution driven e 3/5
* Critical thinking * 3/5
* Teamwork e 4/5
* Collaboration e 4/5

* Emotionally intelligent * 2/5




image14.svg
                                                           PERSONAL SKILL AUDIT           KSBs Rating  • Communication skills  • Decision - making skills  • Organizational skills  • Training and development skills  • Planning skills  • Budgeting skills  • Interpersonal skills  • Solution driven  • Critical thinking  • Teamwork  • Collaboration  • Emotionally intelligent  • 4/5  • 2/5  • 3/5  • 4/5  • 4/5  • 2/5  • 4/5  • 3/5  • 3/5  • 4/5  • 4/5  • 2/5
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GAP ANALYSIS

=  From the analysis of KSB, the following gap areas are identified:
« Relevant labour laws
« Diversity and equality laws
* Legislations related to remuneration.
«  Knowledge of industry norms.
«  Knowledge of organizational policies and practices.
*  Knowledge of code of conduct of the organization.
« Decision-making skills
*  Budgeting skills

«  Emotionally intelligent
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           GAP ANALYSIS   From the analysis of KSB, the following gap areas are identified:  • Relevant  labour laws • Diversity and equality laws • Legislations related to remuneration. • Knowledge of industry norms.  • Knowledge of organizational policies and practices.  • Knowledge of code of conduct of the organization. • Decision - making skills • Budgeting skills  • Emotionally intelligent
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TRAINING AND DEVELOPMENT NEEDS

Legislative understandings * Relevant labour laws
* Diversity and equality laws
* Legislations related to remuneration.
* Knowledge of industry norms.

Orientation of the organisation * Knowledge of organizational policies and practices.
* Knowledge of code of conduct of the organization.

Soft skills * Decision-making skills
* Budgeting skills
*  Emotionally intelligent
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                         TRAINING AND DEVELOPMENT NEEDS                  Training area  Proposed trainings  Legislative understandings  • Relevant  labour laws • Diversity and equality laws • Legislations related to remuneration. • Knowledge of industry norms.  Orientation of the organisation •  Knowledge of organizational policies and practices. •  Knowledge of code of conduct of the organization.  Soft skills • Decision - making skills • Budgeting skills  • Emotionally intelligent
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POTENTIAL BENEFITS FOR THE ORGANISATION

= |mproved performance of the employees.

= High personal engagement and engagement of the team.

= Development of effective long-term HR strategies.

= Effective implementation of the policies and procedures within the organisation.

= |mproved equality and diversity practices.
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           POTENTIAL BENEFITS FOR THE  ORGANISATION  Improved performance of the employees.  High personal engagement and engagement of the team.   Development of effective long - term HR strategies.   Effective implementation of the policies and procedures within the  organisation .   Improved equality and diversity practices.
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CONCLUSION

= Understanding of KSBs helps to better evaluate the job requirements.
= |t also helps in gap analysis based on which a training plan can be prepared.

= For this case under consideration, effective training and development can help in:
= Help in achieving the performance objectives of the organization.
= Improving engagement of the employees.

= |Implementation of organizational policies.
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           CONCLUSION   Understanding of KSBs helps to better evaluate the job requirements.  It also helps in gap analysis based on which a training plan can be prepared.   For this case under consideration, effective training and development can help in:   Help in achieving the performance objectives of the organization.   Improving engagement of the employees.  Implementation of organizational policies.
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