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Introduction
Managing employee lifecycle including hiring, Recruiting, training, onboarding and firing is the main duty of a human resource officer. HR officers play a vital role in establishing integrity and sustainability of an organization. In order to standardize the organizational structure and culture, a human resource officer should have few specific qualities of leadership and management. The effectiveness of these qualities defines the effectiveness of the HR officer. In this assignment the required qualities of a human resource officer will be identified and analyzed in order to develop the human resource management planning toward standardizing organizational service and culture.
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Knowledge
A HR officer needs to consist of few professional requirements to manage the human resource of an organization in a sustainable manner which could help the organization in expanding their service. The knowledge of leadership and management is one of the major requirements of a human resource officer. Knowledge is a practical and theoretical understanding of the process of human resource management. A human resource officer should have the proper knowledge of managing the human resource of an organization. The key HR metrics consist of recruitment, employee value and performance, engagement and retention. Having knowledge about the HR metric could help a human resource officer to identify the focus of the human resource management role in an organization. In case of recruitment a HR officer should have knowledge of the qualities and the potential of the candidates and align them into the organizational goal and welfare. Having a good knowledge of administrative theory could help the human resource officer to conduct the development process unhindered to benefit the organization. The theory mainly consists of how an organization should be structured by emphasizing on effective management (Khorasani and Almasifard, 2017). Situational approach should be applied in evaluating the qualities of the candidates. A manager should have understanding of strengths and weaknesses of the personnel (Edwards, 2018). One of the major duties of a HR officer is to provide knowledge and development opportunities to the associates of the company. The Socio-technical approach of an HR officer could integrate the technology and the human resource in an and develop the potential of both the technical and manual efforts. The engagement and organization retention of an associate of the organization has to be decided by the HR office, having knowledge in organizational performance and requirements a human resource office could evaluate the contribution of the individuals to smoothen the process of employee engagement and retention.
· Skills 
Diverse professional skills are required in a human resource officer to conduct and manage operations of the organization. The skillset of the a proper human resource officer is consists of,
Leadership skills: A human resource officer should possess a google leadership skill in order to drive the associates of the organization in a particular organizational goal. Based on the transformational leadership theory a HR officer should emphasize on the requirements and practicable to form an effective transformational leadership skill. Job satisfaction and organizational commitment has significant effects of the transformational leadership (Eliyana, and Ma’arif, 2019). In order to face the challenges of changing the business environment the focus of emphasis of a HR officer should be in enabling the employees to adapt the changes and increase productivity of the organization.
Communication skills: Communication is one of the vital elements required in standardizing the organizational structure and culture.  Good communication skills could be developed by practicing and performing the required skills as mentioned in attachment communication theory which is mainly based on the four types of attachment including secure, disorganized, avoidant, ambivalent. A deep enduring emotional bond to connect persons is attachment (Smothers and Wusler, 2017). HR officers should have good communication skills to conduct the actions and operations of a company unhindered as well as establishing the organizational relationship and integrity.
Organizational skills: Having effective organizational skills could help the human resource in organizing and conducting the operations that could benefit the organization in expanding their serviceability. The internal performances and action is required to be monitored and directed by a human resource officer. In order to perform the organizational duties and development program a HR officer should have nice organizational skills. This will not help the human resource officer in identifying the issues but also it will help in finding way outs to mitigate the issues that are being a hurdle in the way of organizational development.
· Behavior
 In order to manage the human resource of an organization HR officers should practice and develop a few factors of personal and professional behavior. The performance and culture of an organization is the main aspect to be looked after by the Human resource officer. In order to manage these aspects a human resource officer should follow the behavioral leadership theory. Rather than the natural attributes the leader should focus on developing diverse behavioral components to achieve success in the job role. The few types of behavior that are essential in leadership are discussed below;
People oriented behavior: People oriented behavior of a leader allows employees to interact with each other. This behavioral component encourages collaboration in the organizational structure. By rewarding the success of the individuals the people oriented behavior of a HR office could motivate the employees of the organization. 
Sound behavior: One of the most effective behavioral leadership styles is sound leadership. This behavior of a human resource officer consists of allowing the independence of the employees as well as establishing a good communication system in the organizational structure. This could benefit the organization by identifying issues and the solutions in the organizational service. 
Participative behavior: The efforts of participative behavior of an HR officer is to include the entire team and integrate the individual while making favorable decisions for the organization. Facilitating team meetings and seeking for constructive feedback in the organization enables the participative behavior in an human resource officer.
Paternalistic behavior: Paternalistic behavior strives the HR officer to be fair and just in the organizational matters. The flexibility of a leader determines the paternalistic behavior of the human resource officer. Rewarding the success and offering leadership opportunities to efficient employees is another requirement in the human resource officer’s behavior.
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Analysis
The personal technical skills such as to use MS word, excel spreadsheet, PowerPoint, internet and email is good. However, the other technical skills such as the use of databases and specialist HR software need to be improvised. The communication skills based on the factors such as drafting the contracts of employment, hearing the right report and interviewing process is sufficient to play the role of a HR officer. A few development areas in the communication such as the delivering training session and potential of resolving complaints should be looked after. The required problem solving skills are sufficient based on the factors of verbal reasoning skills,  ability to handle complex data and  make selective use of  information, finding out alternative solutions. However the aspect of considering external ideas and involvement should be improvised.
Identification of Training and development needs
· Information technology
In regards to the understated personal audit analysis it could be that the major areas in which training and development is required as an HR officer is mainly in concern to using database and HR specialist software. 
Using a database is important for the job role of an HR officer in order to communicate the information related to the business such as the internal performance, progress and corporations in the organization. Database usage serves as the channel connecting the personal processes and policies of individuals in the organization. Developing the efficiency in using databases could help an human resource officer to organize and monitor the organizational activities being performed. 
The usage of HR specialist software is another technological skill to be improvised as this software plays a vital role in managing the organizational activities. HR software empowers the workforce to manage and track the tasks of the individual. Maximum of the organizational data including the attendance, time to perform specific tasks, inquiries and requests are available in the HR specialist software. To access the data and information and use them in improving organizational performance developing skills in using HR specialist software is an essential element.
In order to develop these technical skills a few development programs and training are required. The machine learning module of HR software is recommended to develop this technical skill (Gärtner and Kern, 2021). The technical training sessions on the usage of databases could improve the quality of these technical skills.
· Communication skills
The identified communication skills such as delivering training sessions and potential of resolving complaints, form the personal skill audit report; are the major factors to be looked after in order to be an effective HR officer.
Human resource functions consist of diverse practices as training and development (Mira et al. 2019). Organizing training and development programs to improve the qualities and potential of employees is a major aspect of the role of human resource officer. In order to train the employees and drive them toward the organizational goal, having skill in delivering training sessions is important for the human resource manager. HR officers should have vast knowledge about the organizational structure to train and align an employee toward the aim of the company. The potential end efficiency of the training skill defines the effectiveness of a leader in organizational development programs.
Also, the problem solving skills are required to be improvised in order to identify the issues in the organization as well as finding out the solutions of them. Problem solving ability is one of the major elements that are essential in an HR manager. In order to standardize the organization culture the issues in the organization should be resolved by the efficiency and potential of human resource managers.
The communications skills like delivering training sessions and potential of resolving complaints could be improvised by professional skill development programs and situational approaches.
· Problem solving skills 
Consideration of  the ideas of others to help solve problems is the focus development area of an HR officer, identified in the personal skill audit.
While making organizational decisions, involvement of alternative, suggested by others is to be considered and included to benefit the organization. Taking alternative solutions from others and involving them in the organizational welfare could help the HR manager to have a view on the organizational functions from others' perspective.
By emphasizing on PR and problem solving skills training development in the aspect of decision making and problem solving ability will be possible (Zaki and Norazman, 2019).
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Through the effective training development programs for the improvisation of HR officers could benefit the organization in several ways. In order to run and maintain sustainable business the human resource officer plays a vital role. The benefits of an effective HR officer through the appropriate training and development are mentioned below;
Organizational culture: Human resource management plays a vital role in maintaining organizational culture. Through managing the human resource as well as the technical sectors of the organization an effective HR officer could establish the standardized culture in an organization. Organization culture helps to ensure a supportive environment for the organization (Obeidat et al. 2018). This is a vital aspect to look after due to its importance in maintaining the organizational serviceability and sustainability.
Planning for change: An organizational structure has to be flexible and changed when required to adapt with the change in business environment and economy. An HR officer helps the organization to adapt with the changes by managing and driving the associates of the changed organizational requirements. Through the use of good communication skills and leadership qualities a human resource officer could plan the changes to be implemented in the organization to achieve the overall growth and profitability.
Training and development: The training and development process of an organization is mainly organized and conducted by the human resource officers. By providing training a HR officer enables an employee to work properly for the company which could benefit the organization. HR has a hard role to play in finding talents and training them to be more productive in the job (Hangal, 2019). Also, the development programs performed by the HR officer could help the employees of the organization in personal and professional development, which will also be beneficial to the organization.
Management of conflicts: In managing organizational conflicts HR officers plays a vital role. The internal issues and the conflicts among the employees could be identified and evaluated by the HR officer in order to put an end to the conflicts. This helps the organization in maintaining sustainability of the service and standard of the organizational culture.
Health and safety: The aspects of employee health and safety could be looked after by the HR officers. The job security and awareness could be provided to the employees of an organization through the active support of human resource officers. Taking care of the employee’s health and security would benefit the organization by maintaining consistency of productivity of the organization.
Recruitment and retention: In the recruitment and retention process of an organization HR officer plays a vital role. Recruiting, sorting candidates, hiring, evaluating employee performance and employee retention are the key metrics of human resource management. An effective human resource officer could conduct these processes and benefit the company with increased workforce and retaining inefficient employees.
Development of good relations: A good relation among the associates of an organization and family like environment in the workplace could help in satisfying the employees of the organization as well as ensuring the organizational sustainability. Human resource officers play a vital role in developing good relations among the employees which help the organization to maintain the standard of the service.
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An HR officer plays the key role in managing organizational operations and human resource. There are various qualities that define the effectiveness of a human resource manager. In order to achieve success as human resource manager the development of the skills and qualities is required through the HR officer training and development programs. In this assignment the developmental requirements of a human resource manager has been discussed to form an effective HR officer. Fulfilling this professional need could help a person in achieving success as a human resource manager.
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Personal Skill Audit 
	Name
	

	Job Role
	Human resource officer



Information technology

	Sectors
	Very good
	Good
	Adequate
	Little or no experience

	Use Microsoft Office  Word
	✔
	
	
	

	Use Excel spreadsheet
	
	✔
	
	

	Use a Database
	
	
	
	✔

	Use specialist  
HR software
	
	
	
	✔

	Use the internet
	✔
	
	
	

	Use e-mail
	✔
	
	
	

	Use PowerPoint
	
	
	✔
	



Communication skills

	Sectors
	Very good
	Good
	Adequate
	Little or no experience

	Drafting contracts of  employment
	
	✔
	
	

	Taking notes of  
disciplinary 
	
	
	✔
	

	Hearing right reports
	
	✔
	
	

	Produce material to  support presentations
	
	
	✔
	

	Delivering a training  session
	
	
	
	✔

	Resolving  
disputes/complaints
	
	
	
	✔

	Interviewing
	
	✔
	
	

	Advising on HR issues
	
	
	✔
	



Problem solving skills 

	Sectors
	Very good
	Good
	Adequate
	Little or no experience

	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 ✔

	How many people 
have you managed at  
profession  
any one time?
placements? 
	None 
	1-5 ✔
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