
                 




Successful operation in every organization requires efficient management of human resources. The human resource officer should be highly skilled to achieve more important goals for the organization. There are a set of knowledge skills and behaviors that every HR professional should possess. Further, the HR officials' personal skills audit helps identify the strengths and weaknesses of HR officials and how to improve the organization's benefits generally. This essay discusses the HR knowledge, skills, and behaviors that every professional should possess, the personal and their respective benefits to an organization. 




                 


Practical communication skills are essential in delivering information and delegation of duties across the departments in an organization. The human resource should, by extension, ensure there is free flow and precise definition of roles in the organization and ensuring every employee follows the effective communication channel (Bos-Nehles & Veenendaal, 2019 pp.2661-2683). The Human resource officials must possess good verbal and non-verbal communication skills. Secondly, the human resource officers should be analytical with good conflict resolution skills. The workplace can occasionally be turbulent, and conflict is sometimes inevitable. The human resource officers should be able to mediate and resolve the organizational dispute with minimum casualties.



                 
As a professional human resource officer, team leadership and the ability to coordinate with every organization member are very important. The human resources officer should understand every individual's strengths and weaknesses to help maximize their potential for the benefit of the organization (Saengchai, Siriattakul & Jermsittiparsert, 2019). A professional HR should demonstrate the drive and energy to get things done even under pressure and always remain positive and proactive.




              



HR professionals should be fast in making vital decisions in the organization. They highly affect the general performance and determine productivity and efficiency during the production process. Essentially, good human resource professionals should be highly organized in delivering their services to ensure the activities are all following a well-defined channel. Therefore, HR is a significant determinant of the employees' motivation and should remain focused and s ensure there is optimum utilization of the resources in the organization.




                  




Information technology is an essential part of human resource management. The use of technology in running the operations of an organization requires constant improvements. there is a need to acquire training on excel spreadsheets and database management use to increase their demand and use in employee management (Bibi, Ahmad & Majid, 2018 pp.113-131). The PowerPoint presentation should be constantly improved to ensure the employee's training and development sessions are made more lively with more significant impact. The use of the internet and emails in communication should be maintained at high levels as they help in giving out alerts and reminding the employees of various important issues that help create understanding. the human resource training on use of technology should be generally improved periodically due to the advancements in technology and increased specializations in different organizations and departments.







                   
Communication skills are an essential aspect of the management of employees. The use of print and print communication is a crucial aspect that every organization should highly consider. There is a need for improvement in drafting employment contracts to ensure the employees work extra hard to improve their performance (Siddiqi et al., Nd). Taking disciplinary notes should be maintained at a high level to ensure there is ultimate conformity to the requirements and the rules and regulations of the organization. Writing report skills are average but should be improved to above average for a more precise and elaborate presentation of facts to the management and the respective stakeholders. The training skills, problem resolution, and interviewing skills, on the other hand, are perfect and should be maintained at their level as they present the best.


                  

The HR training helps ensure they acquire good analytical skills that help in conflict resolution and enhance the relationship between the members of the organization and the general stakeholders. The human resource function is essential and should be treated with greater caution as it involves manipulating people to use the resources to generate income for the organization effectively.

                  

The benefits of training HR in an organization has a pervasive effect across the departments. A well-trained HR professional has a good manager and motivation skills that are likely to increase employee motivation and ensure timely delivery of goods and services by the organization (Paul, & Kee, 2020 pp.23-27). The HR training helps ensure they acquire good analytical skills that help in conflict resolution and enhance the relationship between the members of the organization and the general stakeholders. The human resource function is essential and should be treated with greater caution as it involves manipulating people to use the resources to generate income for the organization effectively.






Further, training human resource professionals helps increase their efficiency in coordination of activities and enhance the training and development required to use new technology and refined management practices in the organization (Bibi, Ahmad & Majid, 2018 pp.113-131). Through training and development, the HR professional develops skills essential in improving the creativity and innovation of the employees. The HR is trained on using various tools to boost creativity and innovation required in an organization to adapt to the dynamic environment. The training and development of an HR is an essential success factor for every organization as it exposes the management to the trends in management and the latest technology that can be used to improve the performance of the organization and increase their market share as well as their relationship with the genera sate holders in their course of operations.




In conclusion, the human resource management function is essential for the management of activities in an organization. There should be constant training and development of the human resource professionals in an organization to ensure a continuous and effective workforce. Ideally, the human resource function takes charge of the general running of the organization and the creation of teams for working on the deliverables of an organization. The human ensures attaining high standards should majorly revolves on the current trends in the management of employees to ensure they constantly deliver the best within there are of specialization. The relationship that is enhanced by human resource management is essential in creating ever-lasting high productivity in every organization.The human resource is at the center of the success of every organization. It should be highly considered when making managerial decisions in matters concern ingraining and development.

                       








Appendix B
Personal audit skills
	Name : Paula Paulet

	Job role : Human resource officer



Please tick as appropriate to indicate how you would rate your skills in relationto the following work/functional area
	
	Very good 
	Good
	Adequate
	Little or no ex[eriemce 

	Information technology 

	Use of microsoft office word 
	
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	

	Use of excel spreadsheet
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	
	

	Use of data base 
	
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	

	Use specialist HR software
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	
	

	Use the internate 
	
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	

	Use email 
	
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	

	Use power point 
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	
	

	
	
	
	
	

	Communication skills

	Draftiing contracts of employment 
	
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	

	Taking notes of disciplinary
	
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	

	Write reports
	
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	

	Produce materials to support presentations
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	
	

	Delivering a training sesion
	[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	
	
	

	
	
	
	
	



	Resolving disputes/complaints 
	 
	 [image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	 
	 

	Interviewing 
	 
	 [image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	 
	 

	Advising on HR issues 
	 [image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	 
	 
	 


 
 
	 
	Very good 
	Good 
	Adequate 
	Little or no experience

	Problem solving skills 
	
	
	

	Make good use of verbal reasoning skills, able to handle complex data and make selective use of information 
	 [image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	 
	 
	 

	Explore more than one solution in order to solve a problem 
	 
	 [image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	 
	 

	Consider the ideas of others to help solve problems 
	 
	 [image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]
	 
	 


 
 
	Supervisory Management 
	
	

	How much experience have you had in your role?  
 
 
	 
 
	 
	< 1 month 
	1-3 months 
	> 3 months 
[image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]

	
	
	
	
	
	

	How many people have you managed at any one time? 
	 
 
	 
	None 
	1-5 
	Above 5 [image: How to Insert a Tick Symbol In Microsoft Word - Simul Docs]

	
	
	
	
	
	


 
 
 
	I declare that the information given in this form is true 

	Signed 
	 Paulet

	Date 
	26/04/2021
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Introduction 

Human resource function is essential in controlling the workforce of every institution 

The human resource needs to be efficient to ensure there is optimum use of resources 

There should be constant training and performance appraisal of the human resource 

The human resource officers should be flexible and ready to learn .







Successful operation in every organization requires efficient management of human resources. The human resource officer should be highly skilled to achieve more important goals for the organization .There are a set of knowledge skills and behaviors that every HR professional should possess. Further, the HR officials' personal skills audit helps identify the strengths and weaknesses of HR officials and how to improve the organization's benefits generally. This essay discusses the HR knowledge, skills, and behaviors that every professional should possess, the personal and their respective benefits to an organization. 
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Knowledge, skills and behaviors of HR officials 





Good communication skills 

Good problem resolution skills 

The HR officials should be analytical

Attention to detail 

The HR officials should be highly organized and timely in delivery of services to an organization







Practical communication skills are essential in delivering information and delegation of duties across the departments in an organization. The human resource should, by extension, ensure there is free flow and precise definition of roles in the organization and ensuring every employee follows the effective communication channel (Bos-Nehles & Veenendaal, 2019 pp.2661-2683). The Human resource officials must possess good verbal and non-verbal communication skills. Secondly, the human resource officers should be analytical with good conflict resolution skills. The workplace can occasionally be turbulent, and conflict is sometimes inevitable. The human resource officers should be able to mediate and resolve the organizational dispute with minimum casualties.
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Knowledge, skills and behaviors of HR officials 
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•
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•
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level of competence in performing their 

activities
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There should be a high form of fairness in 

treating the employees in the organization 
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Finally the HR officials should be 

committed to achieving the highest value 
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Knowledge, skills and behaviors of HR officials cont’d

The HR official should be ethical in delivery of their services in the organization .

The HR officials should demonstrate high level of competence in performing their activities

There should be a high form of fairness in treating the employees in the organization 

Finally the HR officials should be committed to achieving the highest value for the organization.







As a professional human resource officer, team leadership and the ability to coordinate with every organization member are very important. The human resources officer should understand every individual's strengths and weaknesses to help maximize their potential for the benefit of the organization (Saengchai, Siriattakul & Jermsittiparsert, 2019). A professional HR should demonstrate the drive and energy to get things done even under pressure and always remain positive and proactive.
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Knowledge, skills and behaviors of HR officials cont’d

The knowledge and skills can be gained through ;

Seminars 

Benchmarking 
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Training and development activities 





HR professionals should be fast in making vital decisions in the organization. They highly affect the general performance and determine productivity and efficiency during the production process. Essentially, good human resource professionals should be highly organized in delivering their services to ensure the activities are all following a well-defined channel. Therefore, HR is a significant determinant of the employees' motivation and should remain focused and s ensure there is optimum utilization of the resources in the organization.
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Training and development needs

Improvement on the use of Microsoft office ( MS word, MS excel , power point and MS access)

Improved data use and analysis techniques 

Enhancing the use of email and internet in communication 

Need for training on how to adopt to succeeding software 

Flexibility on the use of technology







Information technology is an essential part of human resource management. The use of technology in running the operations of an organization requires constant improvements .there is a need to acquire training on excel spreadsheets and database management use to increase their demand and use in employee management (Bibi, Ahmad & Majid, 2018 pp.113-131). The PowerPoint presentation should be constantly improved to ensure the employee's training and development sessions are made more lively with more significant impact. The use of the internet and emails in communication should be maintained at high levels as they help in giving out alerts and reminding the employees of various important issues that help create understanding .the human resource training on use of technology should be generally improved periodically due to the advancements in technology and increased specializations in different organizations and departments.
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Training and development needs cont’d

Improving on communication skills

The use of performance based contact method

Reinforcing disciplinary measures

Providing essential support to employees

Problem resolution techniques 

Interviewing and training of employees





Communication skills are an essential aspect of the management of employees. The use of print and print communication is a crucial aspect that every organization should highly consider. There is a need for improvement in drafting employment contracts to ensure the employees work extra hard to improve their performance (Siddiqi et al., Nd) .Taking disciplinary notes should be maintained at a high level to ensure there is ultimate conformity to the requirements and the rules and regulations of the organization. Writing report skills are average but should be improved to above average for a more precise and elaborate presentation of facts to the management and the respective stakeholders. The training skills, problem resolution, and interviewing skills, on the other hand, are perfect and should be maintained at their level as they present the best.
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than three years experience 
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and intrapersonal skills

the HR officials must be proactive , positive and 

persistent in achieving the goals of an organization
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Training and development needs cont’d





The HR training helps ensure they acquire good analytical skills that help in conflict resolution and enhance the relationship between the members of the organization and the general stakeholders. The human resource function is essential and should be treated with greater caution as it involves manipulating people to use the resources to generate income for the organization effectively.
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benefits to the organization of developing you as an HR officer 






Improved planning of organizational activities 

Improved motivation of the employees 

Increased training and development activities in the organization

Recruitment and retention in the organization increases

Health and safety precautions in the organization is highly enhanced

Reduced conflicts within the organization









The benefits of training HR in an organization has a pervasive effect across the departments. A well-trained HR professional has a good manager and motivation skills that are likely to increase employee motivation and ensure timely delivery of goods and services by the organization (Paul, & Kee, 2020 pp.23-27). The HR training helps ensure they acquire good analytical skills that help in conflict resolution and enhance the relationship between the members of the organization and the general stakeholders. The human resource function is essential and should be treated with greater caution as it involves manipulating people to use the resources to generate income for the organization effectively.
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benefits to the organization of developing you as an HR officer 
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Further, training human resource professionals helps increase their efficiency in coordination of activities and enhance the training and development required to use new technology and refined management practices in the organization (Bibi, Ahmad & Majid, 2018 pp.113-131). Through training and development, the HR professional develops skills essential in improving the creativity and innovation of the employees. The HR is trained on using various tools to boost creativity and innovation required in an organization to adapt to the dynamic environment. The training and development of an HR is an essential success factor for every organization as it exposes the management to the trends in management and the latest technology that can be used to improve the performance of the organization and increase their market share as well as their relationship with the genera sate holders in their course of operations.
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Conclusion 

The HR officials should  be constantly trained and their performance appraised

There are various avenues for increasing the performance of the HR officials 

 the organization stands to gain a lot more from training their HR officials 

 the training and development of the HR officials have an enormous impact on he productivity of the organization.





In conclusion, the human resource management function is essential for the management of activities in an organization. There should be constant training and development of the human resource professionals in an organization to ensure a continuous and effective workforce. Ideally, the human resource function takes charge of the general running of the organization and the creation of teams for working on the deliverables of an organization. The human ensures attaining high standards should majorly revolves on the current trends in the management of employees to ensure they constantly deliver the best within their are of specialization. The relationship that is enhanced by human resource management is essential in creating ever-lasting high productivity in every organization .notably; the human resource is at the center of the success of every organization. It should be highly considered when making managerial decisions in matters concern ingraining and development.
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