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[bookmark: _Toc88925036]Slide 1- Introduction
· Present the aim of the study
· Introduce importance of HR officer in an organization
· Introduce discussion sections of the study
The study aims to evaluate the necessity of the training and development process for an HR officer to sustain organizational growth. HR officer of an organization helps to bridge the communication gap between the performance of the workers and the organizational goals (Pham et al., 2019). This study will focus on appropriate knowledge skills and behaviours that are required for HR professionals. The study will also present a personal skills audit and will identify training and development needs considering the audit plan. The study will essay the benefits to the organization and developing HR officer responsibilities through effective training and development.
[bookmark: _Toc88925037]Slide 2- a) Determine Appropriate Knowledge, Skills and Behaviours (KSB) that are required by HR Professionals across The Department
[bookmark: _Toc88925038]Required Knowledge for HR Professionals
· The knowledge of principles and procedures of the company
· The administration and management knowledge 
· The knowledge of laws and legal codes
· The knowledge of customer service and quality management
[image: 7 Human Resource Management Basics for Every HR Professional]
HR officers manage the strategic marketing planning of an organization to meet the organizational goals. HR officers need to achieve appropriate knowledge that can help them to gain success in the professional field as well as help the organization to maintain its organizational growth (Chyhryn et al., 2019). The HR officers should know the principles and procedures of a company that can ensure recruitment, training, benefits, employees’ relationship, the information system of the company. The HR officer is also responsible for the administration and management of a company that involved strategic planning, resource management, leadership quality, manufacturing process, and coordination with employees, suppliers, and stakeholders.  HR officers also have the knowledge of laws, government regulation, democratic rules, and legal codes.  HR officers should know the procedures of customer service including customers demand assessment, maintaining the quality of services, and fulfilling customers’ satisfaction (Villajos et al., 2019). The major knowledge that is required for an HR officer is the knowledge of effective communication and media production including information and technological knowledge. The HR officer should know about the economic and accounting practices of the organization including financial markets, financial data, and competitive market analysis.
[bookmark: _Toc88925039]Slide 3- Cont.
[bookmark: _Toc88925040]Required Skills for HR Professionals
· Active listening skill
· Decision-making and judgment skill
· Workforce management skill
· Coordination skill
· Critical thinking skill
· Time management skill
[image: ]
Figure: Role of HR Executives
(Source: Saeed et al., 2019)
The most important skill required for an HR officer is an active listening skill that can help to understand employees’ opinions and problems in the organization. Another important skill of an HR officer is the decision-making and judgment skill that help to manage organizational economic development as well as help to mitigate problems and risks (O’riordan, 2017). The HR officers should have workforce management skill where they can motivate, direct and monitor employees’ performances. Coordination skill is another important skill of an HR officer that helps to maintain a positive work environment in the organization and establish an effective communication system. Another major skill of an HR officer is the critical thinking skill where he/she can use logic and reasoning skills to develop effective solutions to mitigate organizational problems. Time management skill is the most important skill for an HR officer that helps to maintain the time frame and meet the deadlines of the projects (Saeed et al., 2019).
[bookmark: _Toc88925041]Slide 4- Cont.
[bookmark: _Toc88925042]Required Behaviours for HR Professionals
· Transparency and trustworthiness
· Purpose oriented
· Technological expertise
· Versatility and adaptability
· Solution-oriented
[image: ]
Figure: HR Behaviour Approach
(Source: Marr, 2018)

The most important behaviour of an HR officer is transparency and trustworthiness that help to establish a viable communication system in the organization. The major officers have to adopt purpose orientation where we can focus on organizational purpose and make strategies to achieve organizational goals (Roberts, 2018). The major officers also have to be technology experts, especially in the modern era, that can help them to incorporate technological advancement in the organization. Versatility and adaptability are important behaviours of HR officers that enhance their multitasking skills as well as they can adopt new skills to achieve success in the professional field. Another major important behaviour of an HR officer is the solution-oriented attitude that enhances their critical thinking skill and they can give effective solutions to mitigate any kind of problems and risks (Marr, 2018).
[bookmark: _Toc88925043]Slide 5- b) Training and Development Needs
· Incorporate In-Basket Training (IBT) to enhance problem-solving skills
· Incorporate Computer-Based Training (CBT) to enhance the information technology skill
[image: ]
Figure: Training and Development in HR
(Source: Mishra, 2017)
Training and development enhance HR officers’ productivity rate and performance level that can help to gain professional success. Communication skills, information technology, and problem-solving skills are very important for HR officers that can help them to manage managerial activities as well as Organisational Management programs effectively (Canedo et al., 2017). To enhance problem-solving skills In-Basket Training method can be considered that provide training to improve managerial ability by improving decision making and problem-solving skills. This method has two stages where the major offices fast have to understand the case study within a specific time frame and then they have to analyze additions by questioning the analysis. This method allows developing flexibility, time management, realism, and work-pressure management simultaneously. To enhance the information technology skill, Computer-Based Training can be considered that allows developing presentation skills including computer-managed instruction system (Mishra, 2017). This training allows HR officers to increase their work speed and they can easily track employees’ performance by using technological devices. For better understanding a personal skill audit (Appendix) has been considered in this study.
[bookmark: _Toc88925044]Slide 6- C) Benefits to the Organisation of Developing an HR Officer through Effective Training and Development
· Maintain Quality Management
· Increase Productivity
· Maintain Resource Management
· Maintain Risk Management
· Reduce Turnover Risk
[image: ]
Figure: Benefit of HR Training and Development
(Source: Lau et al., 2019)

HR officers play a very important role in the organization, especially in workforce management. HR officers have multiple responsibilities that affect organizational growth and maintain economic sustainability. By providing effective training and development to the HR officers the organization can game prophets because and effective HR management is the pillar of a company (Lau et al., 2019). By providing training to HR officers, the organization can ensure quality management as well as increase organizational stability and sustainability in the market. It also helps to increase the productivity rate of the company that it holds the competition in the market. The training and development help to reduce risks and turnover problems of the company.
[bookmark: _Toc88925045]Slide 7- Conclusion
· Analyse the role of HR Professionals
· Analyse the responsibilities of HR Professionals
· Overview of the study
From the above discussion, it can be concluded that HR officers play a vital role in the organization and are responsible for multiple tasks in a company. HR officers are responsible for human resource management, quality management as well as maintaining economic sustainability in a company. The study has discussed the required knowledge, skills, and behaviour of HR professionals to ensure organizational growth. The study has also identified the necessity of training and development in evaluating HR responsibilities. The study has also shown that the training and development process is also beneficial for the organization to achieve its goals. 
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[bookmark: _Toc88925048]Personal Skills Audit

	Name

	Job role: Human Resource Officer




	
	Very good
	Good
	Adequate
	Little or no experience

	Information Technology

	 Microsoft Office Word
	
	√
	
	

	Excel spreadsheet
	
	
	√
	

	a Database
	
	
	
	√

	specialist HR software
	
	
	
	

	the internet
	√
	
	
	

	 e-mail
	√
	
	
	

	PowerPoint
	
	√
	
	




	
	Very good
	Good
	Adequate
	Little or no experience

	Communication Skills

	Drafting contracts of employment
	√
	
	
	

	Taking notes of disciplinary
	√
	
	
	

	Write reports
	
	√
	
	

	Produce material to support presentations
	
	√
	
	

	Delivering a training session
	√
	
	
	

	Resolving disputes/complaints
	
	√
	
	

	Interviewing
	
	√
	
	

	Advising on HR issues
	
	√
	
	









	
	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
	
	√
	
	

	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
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