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	Through this presentation, the required skills knowledge and behaviour of an effective HR manager will be discussed. This will be essential for me to learn and understand as a graduate trainee Human Resource (HR) officer in Sainsbury's (Jooss, et al, 2020). Understanding the skills will be beneficial for me and help me execute my role properly
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As a graduate trainee HR officer, it is therefore important for me to imbibe certain skills that will help me execute my principal responsibility. To start with, recruitment, IT skills and hiring of appropriate candidates based on their capability and job description is one of the major roles. These candidates, when hired will require proper training and development programs for which the HR needs to formulate development strategies (Shah-Nelson, et al, 2020). Monitoring the payroll and other monetary benefits of the employee is a huge responsibility for the HR manager as they are bestowed with the responsibility of employee welfare and progress.
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To play the role of a competent and effective HR manager, having comprehensive knowledge about the interdepartmental functions of an organisation is important (Hazelzet, et al, 2020). This is because, as an HR manager keeping a record of employee performance, efficiency and adherence to employment laws is a prior duty. As an HR, it is essential to promote diversity and equality in a professional environment and convey the tenets of employment law to prevent them from being the victims of workplace harassment. Violation of employment rights and discrimination in the workplace can be reduced by promoting equality, diversity and equal opportunities to all employees.
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Exhibiting the right behaviour and carrying the appropriate attitude in the workplace as an HR manager is essential to carry out several roles and responsibilities. As a graduate trainee HR officer, it will be beneficial for me to exhibit a supportive and encouraging role to work for the welfare of my company (Hazelzet, et al, 2020). As an HR it is important to attend to the employee grievances and with the right skills and knowledge, a competent HR will be able to necessitate the appropriate solutions for the crisis. Negotiating with staff representatives and ensuring employee benefits will be easier to conduct for an HR with a professional attitude.
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I have sufficiently furnished myself with important IT skills. Information and technology have now become a major part of organisations and therefore I have trained myself in exploring various software like MS word, excel and PowerPoint (Minbaeva 2020). I can efficiently explore the internet as well owing to my research skills. I have adequate knowledge about the functioning of different HR software that is used in organisation for monitoring performances and optimising resources for the company's utilisation. I can also access databases and I am aware of the process of retrieving or accessing data or records for official purposes.
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My problem-solving skills is one of my greatest strengths that will help me execute my role as an HR manager successfully. Due to academic learning and training, I am proficient at writing reports and my concepts on performance management and employee welfare helps me in developing my ability to deliver training sessions, resolve disputes and complaints, conduct interviews and provide pragmatic advice on HR-related issues (Minbaeva 2020). My previous engagement in workshops and my internship and experience as an assistant HR manager in Walmart has also developed my skill of drafting contracts of employment and negotiation with their salary.
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Problem-solving skills are a prerequisite to perform the role of HR. This is because HR will be monitoring employee issues and the problems related to complex data and daily operations. As a graduate trainee HR officer, I will acknowledge multiple problem-solving ideas before selecting the right information or solution (Pett 2020).  
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During my experience at Walmart, as an assistant or junior HR manager, I was responsible for interviewing and electing certain candidates for the company. I also supervised a group of 5 people who were in charge of managing customer relationships by attending to their grievances and feedbacks (Hazelzet, et al, 2020).
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Conflicts can arise in a professional workplace due to various reasons. It can arise as a dispute between an employee and senior managers or between employees themselves. These conflicts can reduce the workflow and efficiency of the performance which might delay the process of meeting the business objectives. For this, the HR managers play the role of a mediator and try to resolve the conflicts by attentively listening to the issues and providing a pragmatic and realistic solution (Minbaeva 2020). I will be efficient in this role because my problem-solving skills have proved to be beneficial in my previous experience.
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Recruitment is one of the major functions of an HR manager and selecting the right talent is extremely appropriate for the organisation. This is because the organisation invests its resources in recruiting talents therefore the HR managers must make sure the resources are used effectively (Shah-Nelson, et al, 2020). For this, hiring the appropriate candidate is important. Next comes the retention of talent without which the performance efficiency of the organisation will not increase. As a potential HR manager, I can guide the recruits with my experience, knowledge and skills and enforce employee-friendly laws to help them operate effectively without harassment in the workplace.
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The development of good professional relations in the workplace is a necessary function of the HR manager. As a graduate trainee HR officer, I would incorporate my effective communication skills, problem doling skills and IT skills to solve, monitor and develop a harmonious relationship in the workplace both between employees and senior managers. While conducting meeting, conferences and drafting business plans I will implement my knowledge of company procedures and policies to construct effective plans (Shah-Nelson, et al, 2020). Promoting equal and fair opportunities among employees along with non-prejudiced notions will also uplift and develop the workplace culture.
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To conclude, it can be observed that my skills and attributes that I have gained during my academic and professional courses and learning will be effective in this job opportunity of being a trainee HR officer. With the right training programmes in the company, I will become a successful manager.  
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Appropriate Skills Knowledge and Behaviour
required by HR officers
(Knowledge)

« Information about the function of the different departments to work closely with them.
« Understands company policies and assist line managers

. « Concept of equality and diversity in the workplace (Jooss, et al, 2020).

«  Eficient problem-solving skils and absence management

« Interpreting the employment law.
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Appropriate Skills Knowledge and Behaviour required by
HR officers
(Behaviour)

Supportive and playing the consultancy role.

Liaising with members and officers to formulate policies on staff health, safety and performance
(Shagalkina 2021).
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Personal Skill Audit
(Information Technology Skills)

* As a graduate trainee HR manager, | have very good MS Office (MS Word and MS Excel) skills
(Shagalkina 2021).

Have good knowledge about exploring a Database. CTETETT 300 = .
« Adequate knowledge on using specialist HR software.

High experience in using the internet, e-mail and PowerPoint E @
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Personal Skill Audit
(Communication Skills)

I have adequate knowledge about drafting contracts of employment.
 High skills in taking disciplinary notes.
. « Excellent report writing skills (Shagalkina 2021).
I can also produce good material for presentation.
« Adequate experience in delivering a training session.
La8

© Good at resolving issues and interviewing.

 Very Good at advising on HR issues.
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Personal Skill Audit
(Problem-solving skills)

« I'm very good at verbal reasoning skills, exploring effective solutions and making selective use of
information (Pett 2020).

- e Acknowledges multiple problem-solving ideas. THE FIVE paind
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Personal Skill Audit
(Supervisory Management)

« I had experience of more than 3 months as an assistant HR manager in Walmart.

. « I managed 1-5 people at once (Pett 2020). .

Levels of Management
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Potential Benefits of an Organisation for hiring an
HR
(Managing Conflicts)

« Hiring an HR manager will be beneficial at resolving conflicts and disputes which is an inevitable
occurrence in the workplace (Samuelsson and Martea 2020)

. * Withmy efficient problem-solving skils, | can deftly manage confiict
« The functions of an organisation will be more effective. ’

Conflict
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Potential Benefits of an Organisation for hiring an HR
(Recruitment and Retention)

 With my experience as an assistant HR manager, | will be adept at recruiting talents.

« Talent retention is important and with my effective skills and knowledge, | will develop policies of
. employee development (Samuelsson and Martea 2020). .

« Retaining talent with training programs can be beneficial.
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Potential Benefits of an Organisation for hiring an HR
(Development of Good Relations)

* As an HR manager, it is important to promote good relations among employees and senior
managers (Samuelsson and Martea 2020).

The HR of a company is responsible for arranging meetings and conferences among officials. .

« My communication skills will be appropriate for this role.
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Conclusion

« The presentation has been successful in highlighting important HR duties and roles.

. * It was insightful for future endeavours .
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Introduction

o This presentation will highlight appropriate HR skills.

.- Require knowledge and behaviour suitable for an efficient HR will also be demonstrated.
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Appropriate Skills Knowledge and Behaviour required by
HR officers
(Skills)
Recruitment of staff based on the job description and efficient IT skills.
Developing and implementing policies on working condition and equal opportunities.
Preparing handbook for staffs (Jooss, et al, 2020)

Maintenance of employee records, planning development strategies and the administration of
payrol.





