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S. No. HR knowledge, skills and behaviours are important to address multiple responsibilities of an HR Officer in HR Essentials Ltd Company. The report presents the identification of such KSB needs while conducting a personal skills audit to identify the training and development needs in alignment with the KSB requirements. The presentation would also identify the benefits HR Essential Ltd Company would obtain on developing HR officers through effective training and development.  
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S. No. Based on the roles and responsibilities that the HR officer in HR Essentials Ltd needs to undergo, it can be noted that the knowledge requirements are entirely grouped into four categories. These categories are recruitment, training and development, policy development and reward system management. The HR officer must gain knowledge on Just in Time recruitment theory, as it provides a lean method of recruitment essential in applying to almost all organizations with easier response of candidate criteria and faster recruitment structure adaptation
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S. No. Once employees are recruited, it is essential that employees are provided training and development (Fenech et al. 2019). The HR officer must gain knowledge on the social learning theory and reinforcement learning theory to create a learning environment for the employees where they gain knowledge from their supervisors and managers while investing more interest in the training programs in future.
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S. No. Multiple skills are essential for HR officers to learn and apply while recruiting employees, analysing the policies to develop, manage the development of training structure for new employees and generate an efficient employee performance management system with reward processing. HR professionals are required to hold clear communication skills, analytical skill, planning skills, employee relationship skills, coaching skills, advising skills and proactive skills so that there is more selective recruitment and skill development ensured among the new employees (Zeebaree et al. 2019).
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S. No. Meanwhile, the HR professionals are required to increase their ability to administer, maintain the confidentiality of employee information and company policy management structure while adapting to the desires presented by the employees, so that HRs are able to assist managers in multiple departments, work closely with the departments and promote further equality in the work culture. However, HR’s responsibility in the recruitment department is bonded by skills of negotiation with employees during any conflict or in terms of explaining the employees regarding their performance requirements (Hamza et al. 2021). 
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S. No. It is to further note that HR professionals are subjected to the maintenance of transparent and trustworthy behaviour among them so that the HR skills are enhanced further. The maintenance of solution and purpose-oriented behaviour leads to constructive development of policy on issues such as working conditions, disciplinary procedures and preparing the employee handbooks for future use. In addition, the adaptation to versatility, adaptability, collaboration and emotional intelligence is a necessity to initiate a successful planning process to develop training programs for new employees, assisting the line managers and implementing policies that lead to organisational culture development. 

[image: ]



S. No. The personal skills audit conducted identified four areas of skill development attained as an HR officer, which are technological area, supervisor management, problem-solving skills and communication. Among these skills, problem-solving and supervisory management skills are present allowing the existence of reasoning skills, inclusion abilities and data handling skills. 
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S. No. The existing skills need to be further enhanced by attaining more training and development of data usage skills, interviewing skills, HR software management skills, developing employment contract abilities, delivering successful training delivery skills and PowerPoint usage ability. The development of these skills would increase the overall ability of the HR officer to meet the responsibilities that have been assigned. 
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S. No. The development of the HR officer with the newly identified training and development needs would be increasing the company’s success rate in providing satisfactory consultancy services to the client companies. With increased ability of the HR officer to meet the responsibilities, HR Essential Ltd would gain better insights on its personal employee management practices while ensuring innovative human resource services to be provided to the customers. 
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S. No. Thus, to conclude, it can be noted that HR professionals presenting the officer ranks are highly responsible to develop their skills and knowledge so that they can contribute to organisational development in a wider organisational context. These are mainly focused on administrative management, rewarding employees, recruiting new candidates and many others. 
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