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[bookmark: _Toc70965719]Introduction

This study is a presentation supported by speaker notes showing the training and development required for an HR officer. Conducting a personal SWOT Analysis showing the knowledge, skills and behaviours needed. According with Appendix A, some of the key responsibilities of an HR Officer are identified.
[bookmark: _Toc70965720]1. Appropriate knowledge, skills and behaviours required by a HR professional.

[bookmark: _Toc70965721]1.1. Skills needed to run a good department in Human Recourses A-E

Some of the skills required in order to be a good manager in Human Recourses are organisation, negotiation, problem solving and conflict management, communication, and multitasking. In addition, organisation is one of the most essential skill for someone who wants a job in HR, to succeed employees must be very well organised, have excellent time management skills and be personally successful. This implies that their workplace cannot be in disorder, everything has to be in order, papers must be filled correctly at all times, particularly when it comes to employee personnel files. When it comes to negotiating after an offer of jobs has been extended, there are usually two opposing viewpoints, negotiating being the second crucial HR management skills required in order to be effective. The third skill required in a HR department is a combination between problem solving and conflict management which it goes without saying that not every employee in a HR office can get along with their co-workers or managers. The most successful HR manager would have to make sure that all the employees work to a high standard and complete work in time. Another important skill is communication which is a very important skill in every workplace. If a HR manager cannot communicate with others, managers, or stakeholders the company cannot succeed. Some of the communications an HR officer is using are either writing, speaking in front of a group or through social media. Furthermore, the last skill being multitasking, being an essential skill because if a HR manager does not have a multitasking skill to complete more tasks in an appropriate amount of time, this can delay the successful path which they want (AIHR-Academy to innovate HR, 2020).
[bookmark: _Toc70965722]1.2. Skills needed to run a good department in Human Recourses F-J

HRM knowledge and expertise is also listed as an important HR skill, which is unsurprising. Prior career experience or a degree in Human Resource Management or Industrial-Organisational Psychology are also advantageous.  Human Resource Management it aids in the comprehension of personnel processes such as recruiting, selection and others. Proactivity is often regarded as a personality attribute rather than a talent; however, something can be learned over time. Being proactive can help an HR professional identifying possible issues between the employer and the employee. Recruitment and selection are another frequently discussed HR skill. One of the most critical HR tasks is finding suitable applicants and determine if the applicants are a good fit for the organisation. HR skills depends on intercultural differences and language because being in touch with employees and managers they need to make sure the communication is possible. Teamwork is one of the skills that cannot be avoided in an HR department because working in a team is an important fact in any organisation making the company succeed (AIHR-Academy to innovate HR, 2020).
[bookmark: _Toc70965723]2. Personal check identifying training and development needs considering the knowledge, skills and behaviours needed.

[bookmark: _Toc70965724]2.1. SWOT Analysis

For a personal check identifying training and development needs considering the knowledge, skills and behaviours being an HR officer, a SWOT Analysis is one of the good methods identifying the strengths which are having a good communication skill, organised, multitasking, and working well in a team solving problems and train others the importance of health and safety. However, the lack of training can be poor or having a bad reputation in the employment market or not working good under pressure (SHRM, 2021).
The opportunities an HR officer require are working good with platforms like Microsoft Word, Microsoft Excel, and PowerPoint. However, using the internet and knowing how to send an e-mail is a good digital skill and the prospect of higher pay as a result of business growth makes me a good employer. However, some of the threats considered are the competitive organisations hiring for the same position, being able to show the knowledge of any law and helping the company apply budget cuts in order for the organisation to grow and not spend money unnecessary (Workful, 2021).
[bookmark: _Toc70965725]2.2. Completing a Survey (Appendix A)

After completing a survey stated in Appendix A, personal knowledge and skills are effective and can help achieve more being an HR officer. However, some of the weaknesses and skills needs to be improved. Working in a Human Resources department requires effort and good relationship with the employers and employees.
[bookmark: _Toc70965726]2.3. Knowledge and skills evaluation.

In human resources, you have to pay attention to everyone in the organisation, being an effective communicator also entails being an effective listener (Doyle, A., 2020 in The balance careers). The knowledge and skills gained in my past workplace can help me for a future HR officer, because I worked in a hotel, and being an assistant manager, I have some of the roles that a Human Resources is based on. My role as an assistant manager in housekeeping included recruitment, training, health and safety, punctuality, performance, salaries, contracts, and to be aware if an employee has the right to work. Furthermore, it would be much easier for me to work in an HR department, having some of the skills and knowledge accumulated already from the last job.

[bookmark: _Toc70965727]3. Benefits to the organisation developing me as an HR officer through effective training.

The benefits given to the organisation will be helping the departments maintaining a good communication, having the employees respect the program given and make sure the punctuality is an asset to them. However, helping the organisation implement health and safety trainings regarding the COVID-19 pandemic, learn the use of PPE and make sure that everyone is present when the fire training is happening, knowing where the meeting point is and what everyone needs to do. Furthermore, making sure that the employers are happy, and the employees are trained and ready for work.
[bookmark: _Toc70965728]4. Key expectations of HR Officer Roles

A Human Resources Officer has a few key roles, which the biggest is recruitment followed by training because that is the job description of a human resources, to recruit personnel and give training. Make sure that the employees have the correct payment, and along with their punctuality and performance at workplace have a good health and safety training. However, the roles of a HR Officer also include the knowledge about employment law, they need to know how you make a contract or how or why you can make redundancy an employee. In addition, he has to train everybody about pensions and benefits and make sure all employees have the right to work.
[bookmark: _Toc70965729]Conclusion

In conclusion, Human Resources department needs a good and experienced officer having the knowledge and trainings helping the organisation to grow, safe money and have a safety environment. Furthermore, some of the skills required are good communication skills, digital skills, problem solving and decision-making skills, multitasking and teamwork.
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Appendix A
Key expectations of HR Officer Roles

As a human resources (HR) officer you will develop, advise on and implement policies relating to the effective use of staff in an organisation. In the role your aim is to
ensure that the organisation that you work for employs the right balance of staff in terms of skill and experience, and that training and development opportunities are
available to colleagues to enhance their performance and achieve the company's business aims.

HR departments are expected to add value to the organisation they support. The exact nature of the work varies according to the organisation, but is likely to include:
{1 working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures.

[ promoting equality and diversity as part of the culture of the organisation.

1 liaising with a range of people involved in policy areas such as staff performance and health and safety.

{1 recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing, and
selecting candidates.

{1 developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures, and absence
management.

preparing staff handbooks.

advising on pay and other remuneration issues, including promotion and benefits; (1 undertaking regular salary reviews.

negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions.

administering payroll and maintaining employee records; (1 interpreting and advising on employment law.

ooooo

dealing with grievances and implementing disciplinary procedures.
{1 developing HR planning strategies, which consider immediate and long-term staff requirements; (1 planning and sometimes delivering training - including
inductions for new staff.

{1 analysing training needs in conjunction with departmental managers.
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