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2.- INTRODUCTION 

The purpose of this document is to identify the skills, knowledge and behaviours 

necessary for the development of the HR officer practice. Once identified, an audit skill will be 

carried out on my person to detect the aspects that I must develop in order to achieve 

professional growth in accordance with the HR Officer position. 

Finally, the possible benefits that my training and development can bring to the 

company will be evaluated. 

3.- IDENTIFYING SKILLS, KNOWLEDGE & BEHAVIOURS FOR HR OFFICER  

In order to find the skills, knowledge and behaviours necessary for the development of 

the HR Officer profession, this report highlights the existence of competency frameworks that 

point in this direction: SHRM's Competence model and CIPD Profession Roadmap. 

The SHRM Model (Society for Human Resource Management, 2016) is a model 

created in the EEUU. It is a framework that includes the technical competencies (Knowledge-
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based requirements) and behavioural competencies necessary for effective job performance. 

This model is made up of nine competencies that fall into four main areas: HR technical 

expertise (HR Knowledge), Interpersonal proficiency (Communication, Relationship 

Management, Global and cultural effectiveness), Business-oriented proficiency (Business 

Acumen, critical evaluation and Consultation) and Leadership proficiency (Leadership and 

Navigation and Ethical Practice). 

The CIPD professional roadmap (Chartered Institute of Personnel and Development, 

2015) was created in the UK. It has the same objectives as the previous model, but focuses 

the development of the profession through 10 professional areas: Insights, strategy and 

solutions, Leading HR, Organization design, Organization development, Resourcing and 

talent planning, Learning and development, Performance and reward, Employee engagement, 

Employee relations and Service delivery. 

With the use of these tools, the different KSBs necessary in the practice of the 

profession are identified. In terms of the necessary skills, the following skills are identified: 

 

 

 

 

 

 

 

 

 

The book "A handbook of human resource management practice"(Armstrong, 2006) 

confirms the necessary behaviours outlined in the CIPD professional roadmap: 
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The CIPD professional roadmap is used to identify the knowledge of the HR 

professional and is grouped by knowledge areas: 
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4.- PERSONAL SKILLS AUDIT 

Attending to Armstrong (Armstrong, 2006) personal learning and development can 

take place within organisations through experiential learning in the workplace linked to 

processes such as induction learning, planned experience, coaching, mentoring, e-learning 

and personal development planning. 

These tools are the vehicles that will guide the learning and development process 

within the organisation. In order to make the right choice, it is important to identify the skills, 

knowledge and behaviours necessary for the practice of the HR officer profession. These have 

already been identified in this document using the CIPD and SHRM competency frameworks.  

The purpose of an audit skill is to identify the current skills and knowledge of individuals 

and the skills and knowledge they will need to meet the performance needs of the 

organisation. (Chartered Management Institute, 2014). 

It is worth noting the difference between training need analysis and the personal skills 

audit. The first focuses on the employees' acquisition of skills and knowledge to perform their 

current role; while the second one has a broader vision and also tries to detect knowledge and 

skills in the employees that are not being used or identified and that could be useful to the 

company. The advantages of conducting a skills audit include: 

✓ understanding of workers' skills and knowledge 

✓ identification of hidden skills 

✓ redeployment of employees 

✓ identification of strengths and weaknesses in the organisation 

✓ contribution to employees' career development 

✓ increased effectiveness of the recruitment process 

This report is supported by the document provided by management (appendix A) which 

seeks to identify skills in 4 specific areas: Communication, IT, Problem Solving and 

Supervisory Management. More skills have been identified in our report, but we will stick to 

those proposed by management. 

After conducting the personal skills audit (see appendix A), the areas in which I need to 

learn and develop the most are Communication and the IT part related to the use of specialised 

HR software. By using the tools outlined at the beginning of this section, the company could 

take steps to develop my learning and development in these areas. 



Developing Relationships and Workplace Achievements 

Francisco J. Gonzalez            STUDENT ID: 1917101  page 14 

5.- COMPANY BENEFITS THROUGH EFFECTIVE TRAINING AND DEVELOPMENT 

The main benefits of training and development can be grouped into 3 groups: Market 

growth, Organisational performance and Employee retention (Bashir & Jehanzeb, 2013). 

Globalisation, the constant improvement of processes and performance and changes 

in people's behaviour increase the importance of a good adaptation of human resources to 

the flow of information from the environment (Chandrakumara & Sparrow, 2004). 

Training and professional development of employees enables them to adapt to the 

changing environment and gain knowledge that helps them to perform more efficiently and 

effectively (Page-Tickell, 2014). A trained staff provides the company with greater competitive 

advantages because the knowledge possessed by its assets can offer innovative solutions for 

the company (Choo, 2005). 

It also highlights the influence of worker development and training on increased job 

satisfaction. This satisfaction contributes to establishing a bond that helps the company to 

retain knowledge workers (Wiig, 1993). Companies that offer training and development 

succeed in attracting quality employees, because the employee considers the company as a 

place where he or she can develop professionally and apply his or her skills (Armstrong, 2006). 

Spending on training and development should be seen as an investment in getting workers to 

perform more quickly and in a more targeted way (Rees, 2015). 
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