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This report will analyse the skills  and behaviours (KSB) are required  for HR professionals and evaluate the benefits that can bring for the company and for the personal development trough the use of a successful training and growth. Moreover a personal skills audit will be conducted in order to understand what training as HR officer is needed for personal growth.


[bookmark: _Toc71066174]Skills that are needed as Human Officer within an organization
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The aim of any organisation is to have a human resources department that is useful in order to achieve operational efficiency and goals and also the human resource department is the cornerstone of the a company and it should be concentrated in recruiting the best persons with right skills for the right position and also if an individual is going to work as a human resources practitioner in a company, he has to be able to do the job. Professional and personal skills may help workers effectively handle their jobs and results (Armstrong and Taylor, 2014)
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Human resources professionals are depending on the environment in which they operate, their expertise, their willingness and, above all, their importance (the size and culture of the organisation), the kinds of activities carried out and the requirements of the senior management (Armstrong and Taylor, 2020, pp 210).
Technical skills, soft skills and hard skills, are abilities of a human resources officer to be able to function properly and handle any challenge, therefore if the human resource officer is able to use the skills required by the company it will be able to help on staff growth and improvement on the continuous professional development also this will determine the core abilities and the behaviour of the individuals to enhance their success (Lucidchart Content Team, 2019).
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[bookmark: _Toc71066175]Training and development for  a Human Resource Officer
Key abilities for human resource officer
A. Communication Skill;
B. Recruitment skill and selection;
C. Adaptability skill;
D. Coaching;
E. Leadership ;
[bookmark: _Toc71066176]Communication skills 
Communication skills means that a HR officer uses the this ability to prevent misunderstanding by minimising reverse e-mails and also active listening is important because conversations can be held in a honest and objective way. Moreover using this skill con improve the control of conflict, knowing how to held interviews, complaints and wage complaints and discuss about work conditions, welfare and encouraging employees for development (Pavlou, 2017).
[image: ]
Recruitment and selection skill 
A human resource officer must use appropriate knowledge when recruit and need to select  the future employees, the knowledge should understand the different laws and treat candidates fairly and objective and the final decision should be made equally for all applicants.
 Moreover, nowadays examples of the recruitment can use social media in order to employ new employees, for example: At CERN, which is the world's largest laboratory of particle physics, the social media have been widely used to hire. All jobs on LinkedIn, Facebook, and Twitter have been released. Each medium shall be used appropriately. The website was used to provide information on hiring practises and processes, such as qualifications and timelines, and to connect with prospective recruits (Armstrong and Taylor, 2020, pp.510).
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DEVELOPING THE SKILL OF COACHING
Coaching is part of a standard management process, it is a tool that can be use in order to facilitate learning, therefore managing delegation by ensuring that employees will do their job successfully, also coaching provides an opportunity to provide feedback.Coaching has an important role in workplace learning. Executive coaching is used frequently as part of a blended learning approach (one that includes a number of complementary learning activities) to leadership and management development (Armstrong and Taylor, 2020, pp.663).
Improving the skill of  adaptability(flexibility)
A HR officer is required to be able to adapt to changes within an organisation.The HR team should realise when the time is ripe for changing old policies and creating new policies (e.g. helping employees transition into new roles.)Hear the views of the staff. Be constructive and inquire for your views (e.g. what advantages they want). Even incidental debates can lead to change ideas. For instance, you can have to review repeated complaints about a particular policy (Pavlou, 2017).
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LEADERSHIP SKILL DEVELOPMENT
Increasingly, the leadership is recognised as a strategic factor that shapes awareness and creativity. Transformational leadership can help to promote knowledge transfer and creativity, contrary to 'transactional' or authoritarian leadership (Shipton et al., 2016, pp.179–180.Goleman leadership styles (2000) cited in Armstrong and Taylor(2020, pp 1115)shows different approaches for using leadership successfully.
[bookmark: _Toc71066177]The HR AUDIT CYCLE
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Conducting a personal human resource audit is helpful to analyse skills that needs improvement for the future HR manager, in this way there will be a clear view on data offered which will result in creating personalized action plans to foster a continuous development. 
[bookmark: _Toc71066178]Benefits of using effective training for personal development to become HR manager from HR officer within the organisation
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The benefits offering training for HR officer to become HR manager are various as the HR officer has already the experience needed for the future role and it can improve the human resource department.
For example in Harrods, they understand the importance of investing in people using training for development or different courses, their belief is that every company needs training and growth. The aim at Harrods is to improve employee efficiency so that Harrods can achieve its business objectives. It encourages staff growth that gives them new talents, experience and credentials, leading to encouragement (businesscasestudies.co.uk, 2019). 
A. Performance - allows workers to fulfil their positions in the best way they can by informing them and offering appropriate training opportunities.
B. Development – all staff will be developed with Harrods to establish their careers by recognising career advances (businesscasestudies.co.uk, 2019).
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[bookmark: _Toc71066179]Conclusion
This report has analysed different aspects of HR, roles and responsibilities for HR officer, what abilities are needed to develop for HR, personal audit was conducted to understand what skills need to be improved and the benefits of internal development trough training to become HR manager. Moreover the human resource management is an important key for any organisation.
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