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INTRODUCTION

This presentation focuses on the
skills, effective knowledge and
behavior of HR for managing
the employees of John lewis
(Johnlewis, 2021).
Skills audit and training and
development provide growth
benefits to the company.





SKILLS 

•Communication
•Problem-solving
•Decision making
•Motivational skill





KNOWLEDGE 

• Information technology
• Management policies, rules and regulation
• Employment laws and legislations
• Recruitment and selection





BEHAVIOUR AND 
ATTRIBUTE 

• Maintaining an effective and healthy
relationship with employees.

• Bringing coordination and integrating the
work.

• Developing a positive attitude of employees
toward work.
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PERSONAL SKILL 
AUDIT 

Very good Good Adequate Little or no

experience

Problem-solving

skills

Considering others

idea for solving

problems

✓

Explore more than

one solution to

solve a problem

✓

Ability to handle

complex data, use

of verbal reasoning

skills, and selective

use of information

✓
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CONTINUE.....

Very good Good Adequate Little or no

experience

Communication

skills

Taking notes for

disciplinary

✓

Write a report,

drafting an

employment

contract, and

produce material

to support the

presentation

✓

Delivering a

training session

✓
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CONTINUE.....

Very good Good Adequate Little or no

experience

Information

technology

Use of internet,

email, and

PowerPoint.

✓

Use of special HR

software

✓

Use of database,

spreadsheet, and

Microsoft word.

✓
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TRAINING AND DEVELOPMENT 
AND ITS IMPORTANCE 

It is a vital part of HR development as it refers to the
activities within the firm which is created to provide
information and enhance skills and knowledge
(SRILATHA and LAKSHMI, 2019). It is important
for:
• Employee satisfaction
• Improvement in performance
• Increase productivity





BENEFITS THAT ORGANISATION GET BY 
DEVELOPING HR THROUGH EFFECTIVE 

TRAINING 

• Achieving competitive position and
growth.

• Improve retention and satisfaction
(Onimole, 2017).

• Improvement in organisational
productivity.
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CONCLUSION 

• It is concluded that effective
knowledge, skills, attribute, and
behaviour are needed to perform the
roles of HR officer.

• Skill audit is presented to analyse the
skills along with the training and
development and its benefits.
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