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Speaker notes: This presentation discusses about the training and management of Knowledge Skills and Behaviour (KSB) required in an HR personnel and the ones possessed by me as an HR graduate trainee in an Organisation. Training and development focus on developing and improving the skills owned by an individual (Okoye and Ezejiofor 2013). With adequate training, HR personnel can carry various essential HR roles, including the abidance of the employment law, health and security of employees (Andreeva and Sergeeva 2016).  Moreover, the employees are protected from practices like discrimination, harassment due to whistle blowing, and cultural differences. 
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Speaker notes: The Basic Knowledge Skills and Behaviour (KSB) essentially required in the HR professionals is inclusive of the right balance of skills amongst the staff members, identification of possessed skills and skills needed to evaluate the scope of training and development amongst the employees (Conrad and Newberry 2012). KSB is essential to assure effective communication within the organisation takes place along with adequate policy formulation covering the performance management, equality, health and safety, absence management, performance appraisal and other disciplinary procedures (Daley 2012).
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Speaker notes: Salient KSBs are inclusive of adequate skills for motivating and advice the employees while dealing with grievances and interpreting and advising them on employment law. They are inclusive of future foresightedness towards training requirements, planning the HR strategies and Staff requirement for the future. Adequate functional efficiency is assured in terms of, regular salary reviews, maintenance of employee records, staff handbook, administrating payrolls, and policy formation. With KSBs in place, all the efforts made by the individual employees for benefiting the organisation are adequately acknowledged and recognised with recorded evidence, and the deserved incentives are provided to encourage them in this direction. 
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Speaker notes: After conducting the personal skill audit attached in the appendix below, I realised that I hold many technical skills of using Ms Word, Ms Excel, PowerPoint, internet etc. Moreover, my communicational skills in terms of writing the reports, producing the support material, taking out the disciplinary notes as well as draft employment contract are also excellent. Moreover, my attitude towards delivering results and sensing the purpose along with acting resourceful adds up to my aptitude. I am also open-minded and curious to learn new things, and I believe in working collaboratively with others. These personal characteristics collectively match the required potential in an HR personnel of any organisation effectively. 
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Speaker notes: Through my personal skills audit, I evaluated my areas of improvement or learning wherein adequate training or experience is required. Such areas of development are inclusive of a few technical skills, communicational skills, problem-solving abilities, anticipation skills and decision-making skills. Wherein, technical expertise is required to ensure effective usage of HR software and database. Likewise, improvement in communicational skills is needed for improving interview taking skills and delivery training sessions. Furthermore, I need to improve upon resolving issues related to employees’ complaints and providing more than one solution to the problems for risk management. Likewise, I also need to gain on decisive attitude; wherein, I need to brush up my analytical skills to evaluate the information and serve robust decisions. 
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Speaker notes: Adequate training and implementation of knowledge, behaviour and skills in HR personnel is highly beneficial to the organisations in various forms, including the proper application of the overall organisational codes and conduct and mandates. Moreover, the smooth information flow with the stakeholders is assured along with the effective enforcement of the competition policy and law. Effective work culture in an organisation is made possible along with facing the environmental dynamics adequately. Moreover, the organisation also gains financial benefits in the form of right-sizing of the employees and effective employee appraisal. With the dispute management skills of the HR personnel in place, the retention rate of the skilled workers is maintained.  
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Speaker notes: Through the above analysis, it could be concluded that there is a need to assure that the HR personnel are provided with the required training and development solutions to improve their knowledge, behaviour and skills in meeting their job requirements effectively. The basic KSBs required in HR personnel are technical skills, balancing the staff and skills requirements, problem-solving skills, abidance of policies. As per the personal skill audit, it was found this I hold majority of the skills. However, there is a scope of learning some technical skills, foresightedness and decision making skills that are expected to be realised with some training and guidance followed by job experience. There are many benefits associated with the providing training for the identified gaps in the HR skills in terms of delivering effective and accurate record-keeping, human resource budget and the ability of the organisation to meet the dynamics of the market. 
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Appendix
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
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	

	Use Excel spreadsheet
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	

		
	Very good
	Good
	Adequate
	Little or no

	Communication Skills

	Drafting contracts of employment
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	

	Taking notes of disciplinary
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	

	Write reports
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	

	Produce material to support
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	

	Delivering a training session
	
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	

	Resolving disputes/complaint
	
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	

	Interviewing
	
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	

	Advising on HR issues
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	


Use a Database
	
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	

	Use specialist HR software
	
	
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]

	Use the internet
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	

	Use e-mail
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	

	Use PowerPoint
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	




	
	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
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	

	Explore more than one solution in order to solve a problem
	
	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	

	Consider the ideas of others to help solve problems
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	
	





	Supervisory Management

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

	
	[image: Tick Symbol Images, Stock Photos & Vectors | Shutterstock]
	
	

	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
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Knowledge Skills and Behaviour 

(KSB) required in HR professionals 



The right balance of Staff and Required Skills- Adequate Recruitment and

Selection Skills including job description, personnel specification, job

adverts and CV reviews (Daley 2012).



Effective Training and Development Opportunities i.e. Identification of gap

between possessed skills and Job requirements; Accordingly, training and

development opportunities are provided



Effective Communication skills for consultancy and assistance to the staff

members (Conrad and Newberry 2012)



Policy formation related to health and safety, equality, performance

management, absence management and disciplinary procedures,

performance appraisal (Daley 2012)



Problem-solving skills such as Negotiation with staff or trade union officials

(Andreeva and Sergeeva 2016)
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Knowledge Skills and Behaviour (KSB) required in HR professionals 

The right balance of Staff and Required Skills- Adequate Recruitment and Selection Skills including job description, personnel specification, job adverts and CV reviews (Daley 2012). 

Effective Training and Development Opportunities i.e. Identification of gap between possessed skills and Job requirements; Accordingly, training and development opportunities are provided 

Effective Communication skills for consultancy and assistance to the staff members (Conrad and Newberry 2012)

Policy formation related to health and safety, equality, performance management, absence management and disciplinary procedures, performance appraisal (Daley 2012)

Problem-solving skills such as Negotiation with staff or trade union officials (Andreeva and Sergeeva 2016)













The Basic Knowledge Skills and Behaviour (KSB) essentially required in the HR professionals is inclusive of the right balance of skills amongst the staff members, identification of possessed skills and skills needed to evaluate the scope of training and development amongst the employees. KSB is essential to assure effective communication within the organisation takes place along with adequate policy formulation covering the performance management, equality, health and safety, absence management, performance appraisal and other disciplinary procedures.
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Knowledge Skills and Behaviour 

(KSB) required in HR professionals 



Motivational and Advisory Skills- Advising and interpreting the employment Law

and other legalities applicable along with dealing with the grievances



Future Foresightedness- delivering training requirements as per future needs,

Development of HR planning strategies and accurately estimating the staff

requirement both at present and the future (Armstrong 2016).



Functional Efficiencies- Maintenance of employee records, administrating payrolls,

regular salary reviews maintenance of staff handbook, policy formation.



Record-Keeping- Recording the evidence of all the people benefiting the

organisation and communicate it effectively across the organisation along with

providing the deserved incentives (Armstrong 2016).
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Knowledge Skills and Behaviour (KSB) required in HR professionals 

Motivational and Advisory Skills- Advising and interpreting the employment Law and other legalities applicable along with dealing with the grievances

Future Foresightedness- delivering training requirements as per future needs, Development of HR planning strategies and accurately estimating the staff requirement both at present and the future (Armstrong 2016). 

Functional Efficiencies- Maintenance of employee records, administrating payrolls, regular salary reviews maintenance of staff handbook, policy formation. 

Record-Keeping- Recording the evidence of all the people benefiting the organisation and communicate it effectively across the organisation along with providing the deserved incentives (Armstrong 2016). 















Salient KSBs are inclusive of adequate skills for motivating and advice the employees while dealing with grievances and interpreting and advising them on employment law. They are inclusive of future foresightedness towards training requirements, planning the HR strategies and Staff requirement for the future. Adequate functional efficiency is assured in terms of, regular salary reviews, maintenance of employee records, staff handbook, administrating payrolls, and policy formation. With KSBs in place, all the efforts made by the individual employees for benefiting the organisation are adequately acknowledged and recognised with recorded evidence, and the deserved incentives are provided to encourage them in this direction. 
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Personal Skill Audit 



Technical Skills – I am well versed with the basic IT software like MS Word, 

Excel PowerPoint and usage of internet and emailing. 



Communicational Skills- I am well informed about writing reports, producing 

support material, taking disciplinary notes and drafting employment contracts.



Problem-solving skills- I have a good command on the verbal skills, and I 

possess a welcoming attitude towards other's ideas to help and resolve the issues 

being faced on the work front. I am also good at making selective usage of 

information. 



Delivering force: I have the internal drive to perform my best and demonstrate 

determination, a sense of purpose and resourcefulness towards attaining the 

organisational objectives.



Curious and Collaborative: I am open-minded and have a zeal to learn new and 

effective things to support the organisational goals. Moreover, I can work in a 

team with people effectively (Okoye and Ezejiofor 2013).  


Microsoft_PowerPoint_Slide4.sldx
Personal Skill Audit 

Technical Skills – I am well versed with the basic IT software like MS Word, Excel PowerPoint and usage of internet and emailing. 

Communicational Skills- I am well informed about writing reports, producing support material, taking disciplinary notes and drafting employment contracts.

Problem-solving skills- I have a good command on the verbal skills, and I possess a welcoming attitude towards other's ideas to help and resolve the issues being faced on the work front. I am also good at making selective usage of information. 

Delivering force: I have the internal drive to perform my best and demonstrate determination, a sense of purpose and resourcefulness towards attaining the organisational objectives.

Curious and Collaborative: I am open-minded and have a zeal to learn new and effective things to support the organisational goals. Moreover, I can work in a team with people effectively (Okoye and Ezejiofor 2013).  













After conducting the personal skill audit attached in the appendix below, I realised that I hold many technical skills o fusing Ms Word, Ms Excel, PowerPoint, internet etc. Moreover, my communicational skills in terms of writing the reports, producing the support material, taking out the disciplinary notes as well as draft employment contract are also excellent. Moreover, my attitude towards delivering results and sensing the purpose along with acting resourceful adds up to my aptitude. I am also open-minded and curious to learn new things, and I believe in working collaboratively with others. These personal characteristics collectively match the required potential in an HR personnel of any organisation effectively. 

5





s ————
eyt i
e ey terutpr i
e —
o emmin

et ediraey i oy vitant it
[





image5.emf
Identification of training and 

Development needs 



Technical Skills

-

Adequate training is required in terms of the usage of database and specialist 

HR software.



Communicational Skills- Training and experience will enable me to improve upon 

interviewing and delivering training session (Stone and Stone 2013)



Problem Solving Skills- With observance and expertise, the skills of resolving issues and 

complaints of the employees, exploring more than one solution to the problems could also be 

gained (Conrad and Newberry 2012).



Future Foresightedness- With adequate development plans and experience, I will be able to 

improve upon my accuracy in anticipating next action and reactions.



Decisive thinking- There is a scope of developing analytical skills to analyse the information 

and serve sound decisions quickly.
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Identification of training and Development needs 

Technical Skills - Adequate training is required in terms of the usage of database and specialist HR software.

Communicational Skills- Training and experience will enable me to improve upon interviewing and delivering training session (Stone and Stone 2013)

Problem Solving Skills- With observance and expertise, the skills of resolving issues and complaints of the employees, exploring more than one solution to the problems could also be gained (Conrad and Newberry 2012). 

Future Foresightedness- With adequate development plans and experience, I will be able to improve upon my accuracy in anticipating next action and reactions.

Decisive thinking- There is a scope of developing analytical skills to analyse the information and serve sound decisions quickly.















Through my personal skills audit, I evaluated my areas of improvement or learning wherein adequate training or experience is required. Such areas of development are inclusive of a few technical skills, communicational skills, problem-solving abilities, anticipation skills and decision-making skills. Wherein, technical expertise is required to ensure effective usage of HR software and database. Likewise, improvement in communicational skills is needed for improving interview taking skills and delivery training sessions. Furthermore, I need to improve upon resolving issues related to employees’ complaints and providing more than one solution to the problems for risk management. Likewise, I also need to gain on decisive attitude; wherein, I need to brush up my analytical skills to evaluate the information and serve robust decisions
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Potential Benefits to the 

Organisation



Adequate implementation and enforcement of the organisational mandates,

codes and conducts and competition policy and law is assured (Noe et al.

2015).



Enhancement of information flow with all the stakeholders and efficient

work culture is maintained, i.e. free from cohesiveness, adequate teamwork

and healthy competition. (Noe et al. 2015)



The organisation effectively meets the Dynamics in the Environment

through counterbalance of change and insecurity.



Effective formulation of Human Resource budget due to right-sizing of the

employees and effective wage/salary discretion is assured.



Due to adequate dispute management skills, the skilled workers are

retained, and the individual objectives of the employees remain aligned with

the overall organisational goal.
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Potential Benefits to the Organisation


Adequate implementation and enforcement of the organisational mandates, codes and conducts and competition policy and law is assured (Noe et al. 2015).

Enhancement of information flow with all the stakeholders and efficient work culture is maintained, i.e. free from cohesiveness, adequate teamwork and healthy competition. (Noe et al. 2015)

The organisation effectively meets the Dynamics in the Environment through counterbalance of change and insecurity.

Effective formulation of Human Resource budget due to right-sizing of the employees and effective wage/salary discretion is assured.

Due to adequate dispute management skills, the skilled workers are retained, and the individual objectives of the employees remain aligned with the overall organisational goal. 















Adequate training and implementation of knowledge, behaviour and skills in HR personnel is highly beneficial to the organisations in various forms, including the proper application of the overall organisational codes and conduct and mandates. Moreover, the smooth information flow with the stakeholders is assured along with the effective enforcement of the competition policy and law. Effective work culture in an organisation is made possible along with facing the environmental dynamics adequately. Moreover, the organisation also gains financial benefits in the form of right-sizing of the employees and effective employee appraisal. With the dispute management skills of the HR personnel in place, the retention rate of the skilled workers is maintained.  
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Conclusion



Training and development skills are required to be provided to the HR personnel

to meet the job roles effectively



basic KSB required in HR personnel are technical skills, balancing the staff and

skills requirements, problem-solving skills, abidance of policies, future

foresightedness and operational accuracy



Areas of improvement found as per the personal skills audit were technical

skills, communicational skills, foresightedness and decision-making skills



Benefits of providing training to HR personnel are inclusive of effective and

accurate record-keeping, Human resource budget and the enhancement of the

ability to meet the dynamics of the market.
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Conclusion

Training and development skills are required to be provided to the HR personnel to meet the job roles effectively

basic KSB required in HR personnel are technical skills, balancing the staff and skills requirements, problem-solving skills, abidance of policies, future foresightedness and operational accuracy

Areas of improvement found as per the personal skills audit were technical skills, communicational skills, foresightedness and decision-making skills

Benefits of providing training to HR personnel are inclusive of effective and accurate record-keeping, Human resource budget and the enhancement of the ability to meet the dynamics of the market. 















Through the above analysis, it could be concluded that there is a need to assure that the HR personnel are provided with the required training and development solutions to improve their knowledge, behaviour and skills in meeting their job requirements effectively. The basic KSBs required in HR personnel are technical skills, balancing the staff and skills requirements, problem-solving skills, abidance of policies. As per the personal skill audit, it was found this I hold majority of the skills. However, there is a scope of learning some technical skills, foresightedness and decision making skills that are expected to be realised with some training and guidance followed by job experience. There are many benefits associated with the providing training for the identified gaps in the HR skills in terms of delivering effective and accurate record-keeping, human resource budget and the ability of the organisation to meet the dynamics of the market. 
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Introduction



Training and Development is the endeavour focusing on

developing and improving additional skills or competency in

employees (Okoye and Ezejiofor 2013).



Effective training of HR personnel is essential for adequate

compliance of health information, anti-discriminatory practices,

protection of whistleblowers and other effective utilisations of

Human resources (Andreeva and Sergeeva 2016).



This presentation discusses the specific knowledge, skills and

Behaviour required in HR personnel, my personal skill audit,

training requirements and its significance for the organisational

growth.
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Introduction

Training and Development is the endeavour focusing on developing and improving additional skills or competency in employees (Okoye and Ezejiofor 2013).

 Effective training of HR personnel is essential for adequate compliance of health information, anti-discriminatory practices, protection of whistleblowers and other effective utilisations of Human resources (Andreeva and Sergeeva 2016). 

 This presentation discusses the specific knowledge, skills and Behaviour required in HR personnel, my personal skill audit, training requirements and its significance for the organisational growth. 















Training and Development is the endeavour focusing on developing and improving additional skills or competency in employees (Okoye and Ezejiofor 2013).

 Effective training of HR personnel is essential for adequate compliance of health information, anti-discriminatory practices, protection of whistleblowers and other effective utilisations of Human resources. 

 This presentation discusses the specific knowledge, skills and Behaviour required in HR personnel, my personal skill audit, training requirements and its significance for the organisational growth. 
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