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Introduction




Knowledge

dKnowledge about fithess
and wellbeing

\

a1

Laws and regulations i‘:\\
CJEmployee benefits R
Health and safety

dTraining and development




Skills

dCommunication skills
dConflict resolving
 Problem-solving and decision making

JTeamwork




Behaviour

Empathy to the . .
v employee [ o Active listening A7 Flexibility

Contlict = Professionalism

"I‘\ !
> resolution



1 Use Specialist HR software
ULearning basics
U Online tutorials, vebinars
UPractice
U Continues learning
UFeedback and improvement

Personal skills . |
1 Advising on HR issues

audit O HR certification
U Good leadership

L Good on resolving
conflicts




SWOT

STRENGTHS: WEAKNESSES: OPPORTUNITIES: THREATS:
HRecruitment DSk'l! GAP O Continuing O Competitive hiring
identification :

QStrong verbal and education |

written communication | |@Limited experience as 4 Staying updated
- . an HR L Open with laws

JADbility to provide opportunities at

training JKnowledge of the other high O Technological

QMultitasking software brands disruption

dTeamwork d Learning new d Economic

strategies




Benefits of training for an individual

Learning new Developing skills, Increase of Improving Feeling valuable
skills you already have productivity performance



Benefits of training for the organisation

N

I"'

@

[

$

Motivated staff Commitment to stay Safe environment Increasing
brings more value with the company profitability



Conclusion

As an HR officer, you are
required to have a basic
knowledge of the company,
how to act in certain situation,
and notice when someone
needs to have a specific
training to keep a positive
environment within the
company.




QUESTIONS?
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Personal Skills Audit

Name Evelina

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.

APENDIX C

Problem solving skills

’Very good }Good leequate Little or no experience
Information Technology
Use Microsoft Office v Make good use of v
Word verbal reasoning skills,
Use Excel spreadsheet v able to handle

» complex data and
Use a Database make selective use of
Use specialist v information
HR software
Use the internet v Explore more than v’
U i v lone solution in order
SE€ e-mal to solve a problem
i v
Use PowerPoint Consider the ideas v
of others to help

|Very good Good LAdequate Little or no experience| [solve problems
Communication Skills Supervisory Management
Drafting contracts of v How much < 1 month 1-3 months v" > 3 months
employment experience have you
Taking  notes  of v had in your role?
disciplinary hearings
\VWrite reports v >
Produce material to v Ela?::; ’;:';’J“;ﬂ%?_g%‘eed ot MNone 1-5 Above 5
support presentations any one time?
Delivering a training v
session | declare that the information given in this form is true
R.ESOW'"Q ) v Signed Evelina
disputes/complaints
Interviewing v Date 11.11.2023
Advising on HR issues v

Very good IGood |lAdequate Little or no experience
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