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Speaker Notes

Knowledge required by HR Officers
· It would make sense to begin with the knowledge needed for a HR Officer, as it is where the job starts. Being highly educated can have an impact on employees, which in turn can make them strive to work harder or more efficiently.
· Weinberg (2002) authored the Certification Guide for the Human Resource Certification Institute (Madsen and Musto, 2004).
· The general practical sections and specified knowledge conveyed through each category are utilised to reinforce and enlarge the original foci of knowledge in human resources. 

Skills required by HR Officers
· From time to time, it is perhaps more effective to be flexible or have the ability to multi-task as it is difficult to adapt to a constantly changing society. Thus, increasing the efficiency of the business overall. 
· For instance, merely the ability to listen and communicate with others can be reassuring for employees, particularly beginners. 
· Despite the benefits of these attributes, in my opinion, I do not believe that HR Officers need to prioritise certain expertise over others. 

Behaviours required by HR Officers
· Although this feature of a HR Officer is analysed last, it certainly does not diminish the importance of it. The way you treat individuals is highly significant and can have a great impact on those around you.
· Additionally, it is attributes like so that can enable a HR Officer to become successful without forcing so many rigid rules or structures in place.
· It is beneficial to find the correct balance between being a colleague and leader. Occasionally, it is simply having the ability to be understanding; however, professionals should not disregard the fact that it is also reliable to be direct. 

Training and Development
Knowledge 
· Also, of Weinberg’s six categories I mentioned, strategic management and workforce planning (Madsen and Musto, 2004) would be the ones I need to develop the most. 
· Calculated management will enable me to handle and answer complex problems. I can develop plans to increase organisational efficiency through incorporating it with a business-like approach. 
· Although workforce planning is simply efficient organisation, it is vital be up to date with everything. Therefore, it allows me to meet all objectives available without further strain. 

Training and Development
Skills
· My lack of experience in this area is noticeably the reason as to why I find it difficult to utilise advanced software. Despite that I am aware of the basics, such as a simple presentation, I would perhaps need to build on more complex applications. 
· Overall, it is not the fact the I do not contain or comprehend any knowledge, but that I find it more difficult to apply it. I would need to develop my skills of transforming information into different applications, such as, specialist HR software, contracts, reports and more. 
· Being culturally inspired is the way forward. Not only does this broaden our perspective of understanding people, but also benefits the company by increasing productivity and creativity. 

Training and Development
Behaviour
· I think I need to find the right balance between being confident in my judgement and being more open-minded to other points of view. This is where culture and diversity should be more appreciated, as opening our minds to other possibilities can ultimately benefit us, as well as expressing our own outlooks. 
· Although I am trainee HR Officer, that should not stop me from attempting to completely understand the meaning behind human resources (French, 2017). It is important to often ask myself ‘why’ I am learning any new information, as it may enable me to gain a deeper insight as to what I am doing. 
· In human resources, it is evident that there will be multiple opinions and perspectives. Whilst this expands the way we view things, ultimately it is beneficial to reach an acceptable conclusion without rising tension between opposing employees (French, 2017). In addition, through discussing our opinions, perhaps it is also best to simply listen to one another and attempt to seek a verdict that pleases as many people as possible. 

Personally, developing individuals
· In order to hire capable and skilled employees, there are many extensive courses that have to be completed. In means of overseeing them, it commonly stops after recruiting them and it is then up to them to perform effortlessly in their job (Employee Training and Development: The Benefits and Why it's Important, 2019).  
· In addition, through organising training for younger employees, it displays that a company is considering future generations for management. Therefore, this increases the sustainability of an organisation and demonstrates a sense of development and modification (Employee Training and Development: The Benefits and Why it's Important, 2019).

Potential benefits
· The preparation will give the worker a greater comprehension of their duties inside their job and thus increase their certainty of the work that needs to be complete. Therefore, their general execution can help organisations become a solid competitor, as well as enabling them to be aware and recognise any changes in the industry (The Importance of Training and Development in the Workplace, 2020). 
· Many workers ordinarily have difficulties in excelling in a work environment consistently. With a business organising time for them to develop reinforces the fact that they have support every worker needs progress. A training program elevates employees to a higher standard, thus having comparable abilities and expertise. Consequently, this decreases quantity of individuals who solely depend on others to finish simple work assignments (The Importance of Training and Development in the Workplace, 2020). 
· Workers who feel more acknowledged and tested through training may feel more fulfilment to their duties and have confidence in what they are doing. Overall, this creates a sense of support and loyalty between them and the company. 










Appendix B 
 
Personal Skills Audit 
 
	 
Name ABDUL MATIN

	 
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 experience

	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 experience

	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 
	
	
	· 
	



	
	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 



	
	I declare that the information given in this form is true 

	Signed 
	 ABDUL MATIN

	Date 
	 24/08/2020
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Training and Development
Knowledge

>

Personally, my knowledge for Human Resources is adequate. For
development of my knowledge, | think it is best to set specific,
attainable targets, as | can focus on particular areas of weakness and
confidently achieve as many goals as possible.

| would need to develop on personnel and human resources, which
consist of the basic information for HR professionals. However, |
think it is essential to be aware of all of them.This is due to the fact
that it is the grounding of knowledge and would give me a sense of
stability. Furthermore, having a wide understanding would ensure
that | make correct decisions.

This would include various factors, such as, knowledge of principles

and procedures for personnel recruitment, selection, training, labour
relations and information systems (Human Resources ManagerSkills
and Knowledge, n.d.).









Training and Development

Knowledge 

}

Personally, my knowledge for Human Resources is adequate. For 

development of my knowledge, I think it is best to set specific, 

attainable targets, as I can focus on particular areas of weakness and 

confidently achieve as many goals as possible. 

}

I would need to develop on personnel and human resources, which 

consist of the basic information for HR professionals. However, I 

think it is essential to be aware of all of them. This is due to the fact 

that it is the grounding of knowledge and would give me a sense of 

stability. Furthermore, having a wide understanding would ensure 

that I make correct decisions.  

}

This would include various factors, such as, knowledge of principles 

and procedures for personnel recruitment, selection, training, labour 

relations and information systems (Human Resources ManagerSkills

and Knowledge, n.d.). 
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Training and Development
Skills

» Unfortunately, my skills are the weakest of the three categories |
have analysed. However, this mainly applies to the technological skills
required. In the 21 century, it is significant to be as up to date with
technology as possible, whether it is for productivity or quick
communication.

» It is understandable that it is easier to focus and
tackle one challenge at a time. Therefore, | also
need to develop on my ability to balance my
skills.

» | mentioned the effectiveness of adaptability and
multi-tasking, which is perhaps one of the weakest
of my abilities. Although focusing on one obstacle at a time is
beneficial, multitasking can save time and increase productivity.
Additionally, adaptability is undeniably a skill that can assist anyone.
By adapting to a constantly changing society, | will be able to work
without so many limitations and think liberally to find original
solutions to challenges.

(Peart, 2020)









Training and Development

Skills 

}

Unfortunately, my skills are the weakest of the three categories I 

have analysed. However, this mainly applies to the technological skills 

required. In the 21

st

century, it is significant to be as up to date with 

technology as possible, whether it is for productivity or quick 

communication. 

}

It is understandable that it is easier to focus and                        

tackle one challenge at a time. Therefore, I also                           

need to develop on my ability to balance my                             

skills. 

}

I mentioned the effectiveness of adaptabilityand                          

multi-tasking, which is perhaps one of the weakest                           

of my abilities. Although focusing on one obstacle at a time is 

beneficial, multitasking can save time and increase productivity. 

Additionally, adaptability is undeniably a skill that can assist anyone. 

By adapting to a constantly changing society, I will be able to work 

without so many limitations and think liberally to find original 

solutions to challenges. 

(Peart, 2020)
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Training and Development
Behaviour

>

My behaviour in a workplace environment is my strongest attribute
as | feel confident in myself to cooperate with fellow colleagues. | try
my best to be accepting of others and be confident in myself work
closely with other departments. Ultimately, my best interests are in

the company and persevering to perform exceptionally is all | can
do.

Despite that | feel it is my strongest attribute, naturally there are
areas of development. Therefore, | have selected three particular
targets | would hope to achieve as a HR professional.

Main areas of improvement:

Find the right balance as a HR professional

Completely comprehend the purpose behind.
being a HR professional

Manage tensions and thrive to seek a plausible verdict (Where Artiicil Inteligence
Research In India Is Heading, 2018)









Training and Development

Behaviour

}

My behaviour in a workplace environment is my strongest attribute 

as I feel confident in myself to cooperate with fellow colleagues. I try 

my best to be accepting of others and be confident in myself work 

closely with other departments. Ultimately, my best interests are in 

the company and persevering to perform exceptionally is all I can 

do. 

}

Despite that I feel it is my strongest attribute, naturally there are 

areas of development.  Therefore, I have selected three particular 

targets I would hope to achieve as a HR professional. 

(Where Artificial Intelligence 

Research In India Is Heading, 2018)

Main areas of improvement:

•

Find the right balance as a HR professional 

•

Completely comprehend the purpose behind.                    

being a HR professional

•

Manage tensions and thrive to seek a plausible verdict 
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Personally developing individuals

>

For most organisations, employees are a major strength and
devoting time and effort to help them will in turn make companies
become more sustainable and successful.

Employees who attend training consequently cut back on their time
to work which can prolong other matter they have to attend to.

Although there are possible negatives aspects, in this case, the
strengths outweigh the weaknesses. This training and development
can offer progressed work ethic, escalating the success rate of
projects.

A strong training and development program enables employees to
have opportunities to learn regular and e
constant information about the business.

Inside an organisation, it is vital that workers
are aware of current outlooks and practices.

(VVaIkMe Team, 2018)









Personally developing individuals

}

For most organisations, employees are a major strength and 

devoting time and effort to help them will in turn make companies 

become more sustainable and successful. 

}

Employees who attend training consequently cut back on their time 

to work which can prolong other matter they have to attend to.  

}

Although there are possible negatives aspects, in this case, the 

strengths outweigh the weaknesses. This training and development 

can offer progressed work ethic, escalating the success rate of 

projects. 

}

A strong training and development program enables employees to

have opportunities to learn regular and 

constant information about the business. 

Inside an organisation, it is vital that workers 

are aware of current outlooks and practices. 

(WalkMeTeam, 2018)
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Potential benefits

>

As previously mentioned, through training
employees, not only will individuals develop, but
there will also benefits for the company and
overall workplace environment.

Improved employee behaviour (Zwiers, 2018)

It is apparent that workers who receive stable training are equipped to
work their assighments without hesitation.

Concentrating on difficulties

Offering this significant training makes all staff generally informed who
should be able to replace each other if need be, collaborate together or
perform individually without relentless direction.

Employee contentment and optimism

The consideration companies take in their employees shows them that
they are valued, creating a strong work environment.









Potential benefits

}

As previously mentioned, through training                         

employees, not only will individuals develop, but                            

there will also benefits for the company and                           

overall workplace environment. 

}

Improved employee behaviour

}

It is apparent that workers who receive stable training are equipped to 

work their assignments without hesitation.  

}

Concentrating on difficulties

}

Offering this significant training makes all staff generally informed who 

should be able to replace each other if need be, collaborate together or 

perform individually without relentless direction.

}

Employee contentment and optimism

}

The consideration companies take in their employees shows them that 

they are valued, creating a strong work environment. 

(Zwiers, 2018)
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Knowledge required by HR Officers

» There are different hypothetical bases that have been researched

that deliver a basis for HR knowledge necessary in order to be a
successful leader.

» Weinberg’s book consists of ‘Weinberg’s Body of Knowledge Areas’,
where this theoretical framework summarises a broad exploration
of various responsibilities and regions of knowledge into six divided

classifications.

‘Weinberg’s Body of Knowledge Areas’
—

Compensation and benefits

Employee and labour relations

Human resource development
Occupational health, safety, and security
Strategic management

Workforce planning and employment
(Madsen and Musto, 2004) (Kneale, 2019)









Knowledge required by HR Officers

}

There are different hypothetical bases that have been researched 

that deliver a basis for HR knowledge necessary in order to be a 

successful leader. 

}

Weinberg’s book consists of ‘Weinberg’s Body of Knowledge Areas’, 

where this theoretical framework summarises a broad exploration 

of various responsibilities and regions of knowledge into six divided 

classifications. 

‘Weinberg’s Body of Knowledge Areas’

•

Compensation and benefits

•

Employee and labour relations 

•

Human resource development 

•

Occupational health, safety, and security 

•

Strategic management 

•

Workforce planning and employment

(Madsen and Musto, 2004)

(Kneale, 2019)
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Skills required by HR Officers

» There are several skills and abilities that are required by HR Officers
due to the broad range of work they are required to attend to.

» It is evident that several are academically related, having said this it is
important to acknowledge features that may not be highly
appreciated when one is a leader.

» Whilst these skills target specific areas, it is equally advantageous to
thrive to be ethically good and confident in your judgement. This can in
turn influence others to be just and self-assured with their beliefs.

Organisational skills

Industry awareness
Numerical/IT skills
Verbal reasoning skills

Strong work ethic

Problem solving skills

(skills and careers, 2020) (Pappas, 2019)









Skills required by HR Officers 

}

There are several skills and abilities that are required by HR Officers 

due to the broad range of work they are required to attend to.

}

It is evident that several are academically related, having said this it is 

important to acknowledge features that may not be highly 

appreciated when one is a leader. 

}

Whilst these skills target specific areas, it is equally advantageous to 

thrive to be ethically good and confidentin your judgement. This can in 

turn influence others to be just and self-assured with their beliefs. 

(Pappas, 2019)

•

Organisational skills

•

Industry awareness

•

Numerical/IT skills

•

Verbal reasoning skills

•

Strong work ethic

•

Problem solving skills

(skills and careers, 2020)
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Behaviours required by HR Officers

» The behaviour of oneself can be described as the way one performs or
presents them self. Rather than the ‘behaviour’ of someone, it is perhaps
more fit to analyse personadlity qualities (Madsen and Musto, 2004).

» Despite the similarity between the behaviour and personality, through
acknowledging their persona it considers the nature of a person and how
they may treat other people.

» Therefore, these characteristics of a HR Officer should be meaningful and
legitimate. Whilst communicating and interacting with employees, gaining

trust is more significant than it appears to be.
Truthful

Objective and open-minded
Reasonable and cooperative
Thoughtful towards workers

Good judgement

Compassionate and sympathising
(Madsen and Musto, 2004) (Holohan, 2018)









Behaviours required by HR Officers 

}

The behaviour of oneself can be described as the way one performs or 

presents them self. Rather than the ‘behaviour’ of someone, it is perhaps 

more fit to analyse personality qualities(Madsen and Musto, 2004). 

}

Despite the similarity between the behaviour and personality, through 

acknowledging their persona it considers the nature of a person and how 

they may treat other people. 

}

Therefore, these characteristics of a HR Officer should be meaningful and 

legitimate. Whilst communicating and interacting with employees, gaining 

trust is more significant than it appears to be. 

(Holohan, 2018)

•

Truthful 

•

Objective and open-minded

•

Reasonable and cooperative 

•

Thoughtful towards workers

•

Good judgement

•

Compassionate and sympathising  

(Madsen and Musto, 2004)


