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Training and Development needs for an HR officer



Aim:
The aim of this presentation is to generate understanding regarding the role of an HR officer. For this, the objective of this presentation is to evaluate the responsibilities of the HR officer. In addition to this, it will analyse the personal audit form to identify the training needs that the HR professional of Siemens required to become an effective HR.
Responsibilities of HR officer
HR has the major contribution in the achievement of a workplace. Agnihotri and Sivakumar (2018) have mentioned in his study that HR is the backbone of an organisation which performs the most important roles for the organisation. These functions of HR officers include the:
Development of organisational policies
The HR officer is responsible for developing policies of the organisation to ensure that they show best practices and legislation along with the compliance of external and internal guidelines. Moreover, it is the role of HR officer to identify and include contemporary practices in policies that work as per the legal structure of the organisation.
Promotion of diversity and equality
An HR officer is responsible for promoting a culture of diversity and equality in the organisation. This is done by using proper diversity and equality promotion procedures by the HR officers while recruiting new talent. By performing this role, HR officer complies with The Equality Act 2010 and ensures an inclusive and understanding workforce.
Training facilities and evaluation of employee performance
Another role of HR officer is to ensure equal training and development prospects for workers. This helps in enhancing employee performance and achieving the organization’s business objectives. Moreover, for evaluating the employee performance, HR officers are responsible for conducting performance appraisals which helps the company in maintaining or exceeding performance standards. On the other hand, employees are also assisted to develop new skills. 
Knowledge, skills, and behaviours (KSB)
Employees are the resources of the company as mentioned by the “Resource Management Theory” (Ganesh, 2018). Hence, managing and directing them in the right direction by the HR professional will help Siemens to acquire a competitive edge in the industry. For better organisational performance the HR professional of Siemens is required to evaluate the performance of the employees in order to generate effective results for the firm within the given time. The basic skills of the HR professional of Siemens such as evaluation, management, and knowledge about corporate will help HR to effectively carry out the function of recruitment and selection for the company (Roberts, 2018). In this regard, the theory of “Time management matrix” has also stated that management is the basic principle that increases the efficiency and effectiveness of an individual (Saengchai et al., 2019). Therefore, time management should be opted by the HR professional of Siemens in order to increase the growth and development of the company. 
Criteria for KSB
The basic criteria for the HR professionals consist of various factors such as decision making, problem-solving through analytical skills, negotiation, leadership, and motivation. The main criteria to identify the effectiveness of the skills, knowledge, and behaviour (KSB) of the HR professional is by evaluating the motivation level of the employees. As per the study of Noe and Kodwani (2018), the main role of the HR professional based on his skills, knowledge, and behaviour is to improve employee performance by enhancing the dedication and commitment with the organisation. A motivated employee works harder to achieve the objective of the organisation due to the efforts of HR. In this regard, “Hertzberg's two-factor theory” has stated that the HR professional is required to have the skills and knowledge of the two categories of factors of motivation (Mayfield and Wheeler, 2016). One category increases the motivation of the employee whereas the other affects his performance adversely. To increase the motivation of the employees the HR professional of Siemens is required to have effective analytical, negotiation, leadership, and decision-making skills. 
Training and development needs for HR officer and their potential benefits to the organisation
As identified from the evaluation of my personal skills audit I have identified that I need training and development for my information technology skills, problem-solving skills, and communication skills which are the main characteristics of any HR professional as identified by Suwannaset, (2019).
Training for information technology 
As per the study of Raj and Sharma (2018), the information technology is ruling the industries because it helps in increasing the growth and expansion of the organisations. Similarly, as identified from the personal audit of my skills I have adequate skills of the information technology which is not satisfactory to perform the role of an HR officer. According to Ganesh (2018), the training of information technology will allow me to contribute to the development of Siemens by enhancing my management skills. Moreover, Siemens will also have an advantage because the information technology will help me ineffective recruitment and selection that will provide the company with the most capable employees (Roberts, 2018). This consequently reduces the cost of recruitment process and data management for the organisation (Saengchai et al., 2019). 
Training for Problem-solving skills
My audit has depicted that I am required to acquire training for the improvement of my problem-solving skills. The training and development of my problem-solving skills will be a huge benefit for Siemens because it will enable me as an HR officer to increase the number of solutions for the company which will provide them a choice to opt for the solution according to the budget of the company. In addition to this, the “Integrating Meta Theory” has also stated that problem-solving skills play a major role in the professional development of an individual (Agnihotri and Sivakumar, 2018). In this regard, the training of the problems solving skills will not only improve my HR skills, but it will also help Siemens in risk handling. Risk handling is one of the most prominent features of an organisation which enables the company to expand its business operations (Noe and Kodwani, 2018). 
Training for Communication Skills
The personal audit has also depicted that my communication skills are not appropriate to meet the standards of an HR officer. As per the study of Roberts (2018), the communication skills are the main feature of an HR officer. Due to communication skills, the HR officer develops a relationship with the employees. The workplace relationships help the HR officer to identify the factors that can become de-motivators for the employees. Moreover, the theory of “Cognitive Dissonance” has highlighted that the employee can have dissonance for the organisation that can adversely affect his performance (Noe and Kodwani, 2018). The training to the HR officer for the improvement in his communication skills is highly effective in conflict management and increasing employee commitment. 
Conclusion
To conclude, this presentation has analysed the skills, knowledge, and behaviour (KSB) essential for an HR officer. Moreover, it has depicted how the communication, analytical and technological skills can benefit Siemens.
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Personal Skills Audit

	Name

	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.
	
	Very good
	Good
	Adequate
	Little or no

	Information Technology

	Use Microsoft Office Word
	
	
	
	

	Use Excel spreadsheet
	
	
	
	

	Use a Database
	
	
	
	

	Use specialist HR software
	
	
	
	

	Use the internet
	
	
	
	

	Use e-mail
	
	
	
	

	Use PowerPoint
	
	
	
	




	
	Very good
	Good
	Adequate
	Little or no

	Communication Skills

	Drafting contracts of employment
	
	
	
	

	Taking notes of disciplinary
	
	
	
	

	Write reports
	
	
	
	

	Produce material to support
	
	
	
	

	Delivering a training session
	
	
	
	

	Resolving disputes/complaint
	
	
	
	

	Interviewing
	
	
	
	

	Advising on HR issues
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	Very good
	Good
	Adequate
	Little or no

	Problem solving skills

	Make good use of verbal reasoning skills, able to handle complex data and make selective use of information
	
	
	
	

	Explore more than one solution in order to solve a problem
	
	
	
	

	Consider the ideas of others to help solve problems
	
	
	
	





	Supervisory Management

	How much experience have you had in your role?
	
	
	< 1 month
	1-3 months
	> 3 months

	
	
	
	

	How many people have you managed at any one time?
	
	
	 None
	1-5
	Above 5

	
	
	
	




	I declare that the information given in this form is true

	Signed
	

	Date
	















