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[bookmark: _c3t7l79f6rgp]1. Introduction
The human resource officer’s role is to involve all levels of employees in organisational operation by providing a motivated and cooperative workplace. The major responsibility is to recruit new employees, train newcomers and regulate different segments of an organisation. They improve the communication between all employees from higher to the lower level as well as maintain a healthy communicative environment in the office (Maity, 2019).
2. Determination of human resource officer’s skills, knowledge and behaviors 
[bookmark: _dxsx81a6hw55]2.1 Knowledge of an HR officer
· Information about organisational services
· Developmental aspects of the company
· The organisational design of a company
· Proper knowledge of talent management plan
· Knowledge to engage employees in the completion of tasks.
· Maintenance of employee relation
[bookmark: _xwisobyy8z17]2.2 Basic skills of an HR officer
· The skill to think decisively.
· The capability to influence other employees
· HR should be able to collaborate with all operational segment
· Beside Human resource issues, HR officer should be able to handle commercial segments of a company
· The skill to deliver a task in a limited time
· The role to play as a model in an organisation
[bookmark: _zgbkhuadf2vk]2.3 Organisational behaviour of an HR officer
· Gain the trust from every level of employees
· Ensure sharing of data or information among every organisational segment.
· Behave purposively to align employees’ expectation and organisational vision to secure the wellbeing of the company.
[bookmark: _i1wrwldytinm]2.4 Responsibilities of HR officer (Appendix)
The exact nature of the work varies according to the organisation, but is likely to include: 
· 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.
· [bookmark: _1nio4f8f713g][bookmark: _hds0sno1gcjf][bookmark: _mv8qmkbttdi8]liaising with a range of people involved in policy areas such as staff performance and health and safety.
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