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Brief introduction of company 2 
· Unilever is a UK-based multinational company that sells consumer goods. 
· It is in London, England, UK and serves more than 3.4 billion people in 190 countries 
· The Human Resources officer should conduct the employees of Unilever properly by evaluating their own capabilities and efficiency. 
Unilever is one of the largest companies for consumer goods in the UK that sells cleaning products, beauty items, pet food, healthcare products, drinks, coffee, tea, pharmaceuticals etc. The company started its journey in the year 1929 and it was founded by Wiliam Lever and James Darcy Lever. This is a public limited company whose headquarter is in London, England, UK. It serves 190 countries and the CEO of the company is Hein Schumacher. More than 127,000 people are working at Unilever and serving more than 3.4 billion people (Unilever, 2023). Therefore, as a trainee HR professional, it is necessary for conducting the employees properly and making staff performance better. 
Knowledge, skills, and behaviour required by HR Professionals 3 4 5 6
· CIPD professional Map has three main sections which show the international standards of professionalism 
· Core behaviour, core knowledge, specialist knowledge, values and lastly the purpose is there in this model. 
CIPD professional Map shows the knowledge, skills and behaviour that are necessary for a professional. There are some purposes and values according to this map. The purpose of this is to provide a better working life. This is in the centre of the map and the values are surrounding the purpose. The values are principle-led, outcome-led and evidence-based. Based on this model, there are some core behaviour, core knowledge, and specialist knowledge which should be known by every HR professional. 
Knowledge 
· Knowledge about recruitment and selection should be present in an HR
· Negotiating with the candidates and staff members should be known
· Analysing the training needs and developing the policies, onboarding is some other knowledge 
There are many aspects that an HR professional must have knowledge of. As newly appointed trainee HR officers, they must have knowledge about recruiting the right people to the organisation. There are many processes that are involved in this like making an accurate job advert, developing person specifications, checking all the application forms properly, calling up the people who can be the most possible candidate for the job through the shortlisting process and selecting the right candidate by several tests and interviews (Kamran et al. 2015). The HR professional should know about negotiating with the candidates. Negotiation with the staff members should also be done in terms of pay and benefits. Other than that, some other knowledge that they must have is maintaining the employee performances, onboarding the newly employed employees, analysing the training needs and developing and implementing the policies. 
Skills
· The HR officer should have communication skills and emotional intelligence to interact properly
· Leadership skill is also needed to conduct staff members effectively 
· The HR should have problem-solving skills to have solutions in critical situations
There are also several skills which are needed by an HR professional through which they can conduct the human resources of the company properly. The most significant skill is communication skills in which they can interact with people on a daily basis. They should have both oral and written communication skills so that they can convey the company’s standards clearly and also can be involved in developing job adverts, emails etc (Emeritus, 2023). The HR professional should also have leadership skills so that they can conduct the staff members easily. Problem-solving should also be present in an HR as they can resolve many difficult problems within the organisation. The HR professional should have emotional intelligence so that they can recognise their own emotions, control them as per the situation, respond calmly in critical situations and support the employees (Mason, 2020). 
Behaviour 
· Courage and the power to influence others should be there
· The HR should be trustworthy 
· They must value the staff members along with their needs
HR should be courageous and have an influence on the staff members. They should have the strength to speak up against anything wrong so that others will be influenced by it (Richson, 2021). They should be trustworthy so that others follow their strategies and what they are suggesting in terms of applying the values and principles. HR should value people and their needs and boundaries for creating a positive workplace culture. They should focus on asking as many questions as possible and get insights about any operations within the organisation (French, 2021). 
SWOT analysis and the Skills audit 7 8 
SWOT Analysis

	Strengths
	Weaknesses

	What do you do well?
What unique resources can you draw on?
What do others see as your strengths?
	What could you improve?
Where do you have fewer resources than
others?
What are others likely to see as
weaknesses?


	Drafting contracts of employment, delivering training sessions, taking notes, resolving disputes, providing proper verbal reasoning and using Microsoft Word, databases and email are some of my strengths. 
	Using Excel spreadsheets and PowerPoint, using the internet and  exploring more than one solution to solve a problem is some of my weaknesses as an HR officer 

	Opportunities
	Threats

	What opportunities are open to you?  What trends could you take advantage of?  How can you turn your strengths into opportunities? 
	What threats could harm you?
What is your competition doing?
What threats do your weaknesses expose
to you?

	Reward manager, global mobility people partner, talent partner etc are some of the posts in Unilever where I can progress my career. 
	IT skills are needed for every HR professional in Unilever which can be challenging for me. 



Strengths 
I managed a group which consisted of 5 people. At that time, I recognised that I have been able to use and learn some skills which are needed for an HR professional. These skills are communication skills. I have also gained knowledge about some of the IT skills and problem-solving skills.  In terms of communication skills, I drafted contracts of employment, delivered training sessions, took notes, and resolved disputes. Along with that, I have written reports, interviewed and produced materials for presentations properly. I provided proper verbal reasoning to handle the data and considered others' ideas to help others with problem-solving. Some IT skills like using Microsoft Word, databases and email were also done by me. Communication is the main skill which others see as a strength in me. 
Weaknesses 
The main weakness of me that I noticed as an HR professional was my IT skills. I was able to interact with staff members and also could solve some issues. However, in terms of IT skills, I need to develop most of them. I need to learn more about using Excel spreadsheets and PowerPoint to make myself more efficient. I also do not know much about some specific HR software which can help me to make my duties and activities more efficient and easier. I also need to learn about using the internet to learn about stuff. In terms of problem-solving, I must know how to explore more than one solution in order to solve a problem. 
Opportunities
I can become a successful HR officer at Unilever as I can make sure that people in the organisation can interact with me effectively. Along with that, I can enhance my career as a higher-level HR professional in the company. There are also some divisions like reward manager, global mobility people partner, talent partner etc among which I can apply for one. 
Threats 
It is known that for having a job opportunity and career progression in Unilever, IT skill is necessary. Thus, not having this skill properly can be problematic for me. I need to gain knowledge about IT skills fast so that I can make my career progress at Unilever. 
Skills Audit 
	  
Name: Lucian Cicu

	Job role: Human Resource  
Officer 



	 
	Very good 
	Good 
	Adequate 
	Little or no experience

	Information Technology 

	Use Microsoft Office  Word 
	 
	✓
	
	

	Use Excel spreadsheet 
	
	
	✓
	

	Use a Database 
	
	✓
	
	

	Use specialist  
HR software 
	 
	
	✓
	

	Use the internet 
	
	
	✓
	

	Use e-mail 
	
	✓
	
	

	Use PowerPoint 
	
	
	✓
	



 
	 
	Very good 
	Good 
	Adequate 
	Little or no experience

	Communication Skills 

	Drafting contracts of  employment 
	 ✓
	
	
	

	Taking notes of disciplinary hearings 
	 ✓
	
	
	

	Write reports 
	
	✓
	
	

	Produce material to support presentations 
	 
	✓
	
	

	Delivering a training  session 
	 ✓
	
	
	

	Resolving  
disputes/complaints 
	 ✓
	
	
	

	Interviewing 
	
	✓
	
	

	Advising on HR issues 
	✓
	
	
	

	 
	Very good 
	Good 
	Adequate 
	Little or no experience

	Problem-solving skills 

	Make good use of  verbal reasoning skills,  able to handle  
complex data and  make selective use of  information 
	 ✓
	
	
	

	Explore more than  one solution in order  to solve a problem 
	
	
	✓
	

	Consider the ideas  of others to help  
solve problems 
	
	✓
	
	



	Supervisory Management 

	How much  
experience have you had in your role?  
  
 
	 < 1 month  
 ✓
	1-3 months 
	> 3 months 

	How many people  have you managed at  any one time? 
	 None  
 
	1-5 

✓
	Above 5 



	I declare that the information given in this form is true 

	Signed 
	

	Date 
	



The benefits of training and development
· Technical training can help the HR officer to be more efficient in using the computer systems
· They can also do e-recruitment by knowing how to conduct interviews online 
· The HR officer can improve the organisational performance by having training 
· Employee relations can also be Improved by knowing about talent management 
Being more efficient in technology 
The HR officer needs to have training in technological utilisation. It is necessary for HR professionals to know how to make presentations, do video calling, use the internet etc. Thus, through having technical training, the HR officer can become efficient in using computer systems. 
Better recruitment
E-recruitment can be done by the HR officer in order to make the recruitment process better. Through e-recruitment, the HR officer can reach out to more people who might not be present physically for the interview. In this way, skilled and knowledgeable people can be hired (Hada and Gairola, 2015).   
Managing organisational performance 
The HR officer should get training on conducting the talent management process properly. Within the talent management process, the HR officer can onboard new staff members, train them, and retain skilled employees efficiently. This will enhance organisational performance (Oladapo, 2014). 
Improved employee relations 
By knowing about the talent management process, the HR officer can focus on problem-solving. By understanding the core of the issues, they can come up with a bunch of solutions from which the best one would be chosen. This can reduce conflicts and improve employee relations. 
Conclusion 11 
· The skills, behaviour and knowledge of an HR officer have been discussed 
· SWOT and skill audits have been done
· The benefits of training and development for the HR officer have also been described. 
The presentation shows the skills, behaviour and knowledge needed by an HR officer to make sure that they can conduct their operations properly. Here, based on the CIPD Professional map, some behaviour and knowledge have been discussed. Some skills like communication, problem-solving etc have also been described. A personal SWOT analysis has been done based on the skill audit. Lastly, the benefits of training and development for the HR officer have been explained. 
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[bookmark: _bgtfqjbxesq2]
[bookmark: _bzc5s7b532w1]Introduction 
The report presents a comprehensive demonstration of the employee development and engagement process of one of the leading companies of UK Unilever. By mentioning an ongoing project of the company the report strives to meet the essential employee development vehicles of the company that satisfy the individual as well as organisational benefits. The report shows finely how the company has improved its policies to engage staff by developing their growth opportunities and growth opportunities and using different management techniques. A variety of techniques which focus on meeting employee expectations are mentioned here with a fine description. A clear PDP plan is also attached here with the inclusion of strategic objectives. Finally, an urgent recommendation is also negotiated here to extract the best employee improvement vehicle to accelerate the overall growth of the company on a worldwide basis.         
[bookmark: _diw36b2uc8m3]Project ‘Shakti’ of Unilever 
Unilever with its progressive mindset is now working with the project ‘Shakti’ by which the rural women will become financially independent by selling the products of this widely acclaimed company. The management team is proceeding to engage new staff by giving them proper training to communicate and negotiate with the community members (Hul, 2023).  
[bookmark: _yrbqpnbj19pn]Employee engagement in Unilever 
Unilever being a widely reputed company holds a higher reputation and position in the employee engagement process which is perfectly collaborated with their learning and development opportunities along with their physical and mental wellbeing. All round support and development of the employees is the heart of the business activities of Unilever which has provided the company a stand-alone position in the global business environment. The board of directors always has a serious focus on their employee development and engagement policies. Being a globally recognised company the company has a large dimension of workforce for which the directors have established a clear set of employee engagement policies to develop the company's performance on a long-term basis (Unilever, 2023a).
The policy of providing feedback to the NEDs on a diverse range of topics has been structured to give a pure insight into employee engagement for the higher level authorities. In this process, The employees get enough opportunities to inform about their feedback and learning and improvement activities freely. Purposeful communication between the employees and the members of NEDs has been possible in such a way as to understand the opinions and reviews of the employees so that the higher authority can bring necessary change in the business functions of Unilever (Unilever, 2021). 
Besides, the leading company has qualified employee representative groups which include Works Councils, Unions and the European Works Council. The groups cover 80% of the workforce by considering the terms of employment. This process has assured the employee section is involved with the working environment of Unilever which always aims to provide workers with a platform for growth and promotion. Along with this technique, the CEO of the pioneering company strives to conduct a town hall meeting every year where all the employees and workforce including the members of NEDs gather to discuss the strategic business decisions and existing company issues (Unilever, 2021). 
[bookmark: _sojl03akzkrc]Available development vehicles in Unilever 
Keeping the employees happy and healthy is the masterstroke of the executive and management departments of Unilever. This strategy of the groundbreaking company has made the global workforce feel interested and attached to the company by developing their careers for the future. Different types of employee demands of growth opportunities are met here which makes the projects of Unilever hugely popular and profitable across the world. The prolific business members of Unilever know well how to attract a modern workforce by developing their performance and retention level and at the same time by fulfilling their needs (Salesforce, 2022).      
[bookmark: _daw4cip3hwlz]Successful onboarding process 
There is a clear standard of onboarding process which is developed by the Society of Human Resource Management. Proper principles of the onboarding process are based on the four Cs which include Clarification, Connection, Compliance and Culture by which the employees can make a first impression about the company culture, rules and regulations, job responsibilities and the process of relationship between the higher authorities and employee sections. Unilever fulfils all the principles and it helps them to attract new employees and keep them attached to the company. The recruitment process of the giant company is highly characterised by the successful onboarding process (Salesforce, 2022).     
[bookmark: _uaoeh11jb2jw]Technological transformation with equality and diversity 
A recent study has proved that business organisations that promotion of accepting diverse cultures have got 33% better profit than the previous period. The higher authorities of Unilever always try to set new strategies for bringing employee happiness and well-being by fulfilling their work expectations. This helps the company members to engage employees effectively to make the way for new technological innovation to ameliorate their business performance. Even the engaged and satisfied employees want to think and do further to keep their company forward. It is Unilever which has developed its automation process through AI, IoT, and robotics and it has brought for them a revolutionary transformation in the future employee recruitment process (Salesforce, 2022).  
[bookmark: _w4722qm4ha5a]540-degree and 360-degree feedback 
360-degree and 540-degree feedback processes are very much effective for individual and industrial progression which is a multifaceted feedback process from managers, customers, peers and others (Traininghand, 2021). The town hall meeting programmes of Unilever have successfully fulfilled the principles of 360 degree or 540-degree feedback process of the company to develop their competency level. The criticism of these processes is based on their biases and some of the employees are impacted negatively by it causing their anxieties (Hearn, 2018).          
[bookmark: _a35d8klaao75]MBO process 
Unilever is a perfect place for management by objectives. This process helps the company to meet the organisational goal by enhancing teamwork, productivity and communication. It is a very effective process to meet the organisational goal successfully but in this case, there is a chance of demotivation of the employees if the goals are unrealistic (Geeksforgeeks, 2023).      
[bookmark: _96u09z8vx2a6]Performance appraisal and rewarding process 
The management body of Unilever is highly thoughtful about the employee recognition process which has made the employees of the company immensely satisfied to stay with the company. The research of a global workplace culture firm has reported that among three billion global employees just 40% are satisfied with their work where the issues of employee recognition and rewarding process must be noted (Recognizeapp, 2023). The Heroes Award of Unilever is one of the greatest programmes of the company where the employees with extraordinary contributions are awarded in a Conference programme. Besides, Unilever’s ‘My Reward’ process has provided employees with opportunities to look at their full reward package (Uflexreward, 2021).        
[bookmark: _akgu2iqntnpn]Developing employee wellbeing 
The ‘Creative Europe Programme 2021-2027’ published by the European Parliament has given full stress on employee well-being by developing creativity and innovation (Popescu, 2022). Unilever is a great example of complying with the principles of the programme by satisfying the employee's needs and well-being. Besides daily activities, the company has an attentive focus on the conversation on the mental health of the employees (Unilever, 2023).       
[bookmark: _dqrk6c3njb5h]Effectiveness of the vehicles in individual progression 
In terms of employee happiness, Unilever holds a higher position with a top happiness score. More than half of the employees working at Unilever feel that they are provided fair payment while 73% of the employees have informed about their satisfaction in getting a variety of benefits. 75% of the employees involved with this multi-national company believe that the working environment of the company is full of happiness, culture and learning opportunities (Comparably, 2023). The data mentioned here advocates firmly that Unilever is a fertile field where human resources are cultivated thrivingly. The strategic human resource management techniques of the company have successfully managed and motivated the employees which play a vital role in promoting individual progression as well as fulfilling employee satisfaction and expectations. The strategic HR management of the company is a perfect combination of contingency and systems theory of human resource management where the problem-solving issues are attentively observed by the company members with the utilisation of interdependent relationships among the stakeholders. Consequently, it results in a positive impact on the employees to continue with their progression by investing their full potential and capabilities for the success and achievement of the organisation (Peoplehum, 2023). 
[bookmark: _k9ks67xw6m9n]Effectiveness of the vehicles in the organisational progression 
The annual report of Unilever in 2022 shows that the underlying growth of sales stands at 9.0% which was 4.5% in 2021. The accountable and purposeful working environment of Unilever has successfully created a high-performance work culture among the employees by which they are motivated severely as a group or individual. The company has achieved 1,27,000 potential employees across the world which is the outcome of its strategic employee development technique to make the projects of the company successful. The talented and diverse workforce of the company has brought a dynamic transformation in its business operations. In respect of sustainable development, the company wants to be a leader in the global business environment. The turnover of the company has increased by 14.5% which has created an impact on currency (Unilever, 2023b). The above-mentioned strategic vehicles play an instrumental role to develop the decision-making process of the company which has been responsible to provide the company with worldwide success and reputation. The strategic contingency theory of HR management is efficiently applied here to overcome problem-solving issues (Harney, 2023). The company has gone a long way in achieving its resilient and strong supply chain process through which the leading company can work with 52,000 suppliers globally across 150 countries. 500 warehouse logistics have been occupied by this pioneering company. With the world-class capability of manufacturing the company fosters an atmosphere of quality, safety and sustainability in its organisational operations. So, it is proved that the strategic development vehicles of Unilever have been very much operational to meet the conditions of organisational progression which have led the company to the way of global recognition (Unilever, 2022).  
[bookmark: _hstld2onc87u]Professional development plan

	Development  Objectives 
	Priority 
	Activities  
to be  
undertaken 
	Resources 
	Target  
Start  
Date 
	Target  
End  
Date 
	Evaluation 

	To enhance communication among the employees of Unilever to improve collaboration within 10 months 
	Very very
important
	The HR officer should identify the ways employees are communicating and the flaws in that process. There should be some collaboration tools that can help in increasing collaboration among the employees like Slack, Flowdock, Asna etc. 
	The workplace of  Unilever will be the resource. Along with that, the Internet will also be needed.  
	06.08.2023
	10.06.2024
	When the employees can work together as a team and collaborate with each other properly, this objective will be achieved. 

	To arrange training programs for the staff members to increase their productivity within 6 months 
	Very Important 
	The employees should be trained in the terms they are lacking in. For this reason, they are needed to attend training programs to develop themselves. 
	There will be both online and in-hand training provided to them. The Internet, and computer system are necessary resources for this objective to meet. 
	10.09.2023
	11.03.2024
	When the productivity of the entire workplace will increase. 

	To make the  employees capable enough to meet the business objectives in 1 year 
	Very important 
	The HR officer should interact with the employees and let them know about the business goals. Then, they should be trained in a way that the organisational goals can be achieved. An audit should be done for all the employees to know where they are lacking. In this way, they can be developed to meet the organisational objectives. 
	An empty room within the Unilever office will be allocated to let the employees learn about the business objectives. 
	15.09.2023
	16.09.2024
	When the business objective will be met within the allotted time. 

	To have strategies and policies for employee well-being to make them more productive within 5 months
	Important 
	The HR officer should make the policies and strategies after knowing the employee's needs and demands. This can make the employees more productive as their well-being will be considered by the company. 
	The HR officer will take help from the management for this in online meetings.  
	01.11.2023
	02.04.2024
	When the employees and other staff members will operate in a proper way. 

	To increase participation of staff members to encourage creativity more increasing employee satisfaction within 8 months 
	Important 
	The HR officer should involve staff members more in the decision-making process by improving the communication channel among them. In this way, the employees can see that creativity and innovation are being encouraged within the organisation. This will develop the employees who will be onboarded in Unilever. 
	The HR officer will take help from the management for this also to encourge employees by involving  them in coversations of decision-making.  
	05.08.2023
	06.04.2024
	When the creativity and innovation  will increase within the project. 


[bookmark: _jxeh8qk72g5u][bookmark: _jdf6ahd08whs][bookmark: _wzbrrjltsbt0]
Conclusion
The purpose of this report is to present a clear understanding of the modern workplace development processes by which the employees of the organisation can satisfy their individual needs and expectations by fulfilling the organisational goals. The discussion of the entire report has evolved with the employee development techniques of Unilever by stating their strategies to improve employee performance which is deeply connected with organisational success also. The negotiation of the report is coherently divided into two segments where the first one deals with the employee engagement tricks of the vintage company by incorporating different management techniques and theories which are very effective for both the employee and organisational development. The final part very finely designs an effective PDP plan with clear and strategic goals of the company and valuable recommendations that can be achieved within a certain timeframe.      
Recommendations 
Analysing all the development factors and techniques of employee engagement of Unilever it is observed that the versatile executive and management team has deep concern for the long-term development of the business by improving its employee and customer satisfaction. This point is poignantly suggesting the company members follow the MBO strategy which must be effective for the business industry to meet its long-term goal. This process perfectly combines the management activities from upper to lower level and it goes for attaining a measurable goal for the company (Armstrong and Taylor, 2020). The goal-oriented technique involves all the participants of the organisations being focused on their regular activities by modifying their performances through continuous learning and development opportunities. Besides, The company Unilever despite being a globally reputed company its products are imitable which can bring huge challenges to maintain the success of the reputed business organisation (Kissinger, 2023). By involving the MBO technique the managers of the company must proceed with its need-based objectives which is very important to engage its employees to their clear responsibilities so that their performance can be perfectly aligned with the business goal of the organisation. So, the application of the theory must be crucial for the company to conduct its operational management (Geeksforgeeks, 2023).               
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Brief introduction of company 











Unilever is one of the largest companies for consumer goods in the UK that sells cleaning products, beauty items, pet food, healthcare products, drinks, coffee, tea, pharmaceuticals etc. The company started its journey in the year 1929 and it was founded by Wiliam Lever and James Darcy Lever. This is a public limited company whose headquarter is in London, England, UK. It serves 190 countries and the CEO of the company is Hein Schumacher. More than 127,000 people are working at Unilever and serving more than 3.4 billion people (Unilever, 2023). Therefore, as a trainee HR professional, it is necessary for conducting the employees properly and making staff performance better. 
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Unilever is a UK-based multinational company that sells consumer goods. 





It is in London, England, UK and serves more than 3.4 billion people in 190 countries 





The Human Resources officer should conduct the employees of Unilever properly by evaluating their own capabilities and efficiency. 







Knowledge, skills, and behaviour required by HR Professionals 
CIPD professional Map 











CIPD professional Map shows the knowledge, skills and behaviour that are necessary for a professional. There are some purposes and values according to this map. The purpose of this is to provide a better working life. This is in the centre of the map and the values are surrounding the purpose. The values are principle-led, outcome-led and evidence-based. Based on this model, there are some core behaviour, core knowledge, and specialist knowledge which should be known by every HR professional. 
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CIPD professional Map has three main sections which show the international standards of professionalism 





Core behaviour, core knowledge, specialist knowledge, values and lastly the purpose is there in this model. 







Knowledge, skills, and behaviour required by HR Professionals
Knowledge 








There are many aspects that an HR professional must have knowledge of. As newly appointed trainee HR officers, they must have knowledge about recruiting the right people to the organisation. There are many processes that are involved in this like making an accurate job advert, developing person specifications, checking all the application forms properly, calling up the people who can be the most possible candidate for the job through the shortlisting process and selecting the right candidate by several tests and interviews (Kamran et al. 2015). The HR professional should know about negotiating with the candidates. Negotiation with the staff members should also be done in terms of pay and benefits. Other than that, some other knowledge that they must have is maintaining the employee performances, onboarding the newly employed employees, analysing the training needs and developing and implementing the policies. 
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Knowledge about recruitment and selection should be present in an HR





Negotiating with the candidates and staff members should be known





Analysing the training needs and developing the policies, onboarding is some other knowledge 













Knowledge, skills, and behaviour required by HR Professionals
Skills






There are also several skills which are needed by an HR professional through which they can conduct the human resources of the company properly. The most significant skill is communication skills in which they can interact with people on a daily basis. They should have both oral and written communication skills so that they can convey the company’s standards clearly and also can be involved in developing job adverts, emails etc (Emeritus, 2023). The HR professional should also have leadership skills so that they can conduct the staff members easily. Problem-solving should also be present in an HR as they can resolve many difficult problems within the organisation. The HR professional should have emotional intelligence so that they can recognise their own emotions, control them as per the situation, respond calmly in critical situations and support the employees (Mason, 2020). 
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The HR officer should have communication skills and emotional intelligence to interact properly





Leadership skill is also needed to conduct staff members effectively 





The HR should have problem-solving skills to have solutions in critical situations







Knowledge, skills, and behaviour required by HR Professionals
Behaviour 








HR should be courageous and have an influence on the staff members. They should have the strength to speak up against anything wrong so that others will be influenced by it (Richson, 2021). They should be trustworthy so that others follow their strategies and what they are suggesting in terms of applying the values and principles. HR should value people and their needs and boundaries for creating a positive workplace culture. They should focus on asking as many questions as possible and get insights about any operations within the organisation (French, 2021). 
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Courage and the power to influence others should be there





The HR should be trustworthy 





They must value the staff members along with their needs













SWOT analysis and the Skills audit 
SWOT Analysis


		Strengths		Weaknesses

		What do you do well?
What unique resources can you draw on?
What do others see as your strengths?		What could you improve?
Where do you have fewer resources than
others?
What are others likely to see as
weaknesses?
 

		Drafting contracts of employment, delivering training sessions, taking notes, resolving disputes, providing proper verbal reasoning and using Microsoft Word, databases and email are some of my strengths. 		Using Excel spreadsheets and PowerPoint, using the internet and  exploring more than one solution to solve a problem is some of my weaknesses as an HR officer 

		Opportunities		Threats

		What opportunities are open to you?  What trends could you take advantage of?  How can you turn your strengths into opportunities? 		What threats could harm you?
What is your competition doing?
What threats do your weaknesses expose
to you?

		Reward manager, global mobility people partner, talent partner etc are some of the posts in Unilever where I can progress my career. 		IT skills are needed for every HR professional in Unilever which can be challenging for me. 









Strengths 

I managed a group which consisted of 5 people. At that time, I recognised that I have been able to use and learn some skills which are needed for an HR professional. These skills are communication skills. I have also gained knowledge about some of the IT skills and problem-solving skills.  In terms of communication skills, I drafted contracts of employment, delivered training sessions, took notes, and resolved disputes. Along with that, I have written reports, interviewed and produced materials for presentations properly. I provided proper verbal reasoning to handle the data and considered others' ideas to help others with problem-solving. Some IT skills like using Microsoft Word, databases and email were also done by me. Communication is the main skill which others see as a strength in me. 

Weaknesses 

The main weakness of me that I noticed as an HR professional was my IT skills. I was able to interact with staff members and also could solve some issues. However, in terms of IT skills, I need to develop most of them. I need to learn more about using Excel spreadsheets and PowerPoint to make myself more efficient. I also do not know much about some specific HR software which can help me to make my duties and activities more efficient and easier. I also need to learn about using the internet to learn about stuff. In terms of problem-solving, I must know how to explore more than one solution in order to solve a problem. 

Opportunities

I can become a successful HR officer at Unilever as I can make sure that people in the organisation can interact with me effectively. Along with that, I can enhance my career as a higher-level HR professional in the company. There are also some divisions like reward manager, global mobility people partner, talent partner etc among which I can apply for one. 

Threats 

It is known that for having a job opportunity and career progression in Unilever, IT skill is necessary. Thus, not having this skill properly can be problematic for me. I need to gain knowledge about IT skills fast so that I can make my career progress at Unilever. 
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SWOT analysis and the Skills audit

Skills Audit 


		Name: Lucian Cicu

		Job role: Human Resource  
Officer 



		 		Very good 		Good 		Adequate 		Little or no experience

		Information Technology 								

		Use Microsoft Office  Word 		 		✓		 		 

		Use Excel spreadsheet 		 		 		✓		 

		Use a Database 		 		✓		 		 

		Use specialist  
HR software 		 		 		✓		 

		Use the internet 		 		 		✓		 

		Use e-mail 		 		✓		 		 

		Use PowerPoint 		 		 		✓		 



		 		Very good 		Good 		Adequate 		Little or no experience

		Communication Skills 								

		Drafting contracts of  employment 		 ✓		 		 		 

		Taking notes of disciplinary hearings 		 ✓		 		 		 

		Write reports 		 		✓		 		 

		Produce material to support presentations 		 		✓		 		 

		Delivering a training  session 		 ✓		 		 		 

		Resolving  
disputes/complaints 		 ✓		 		 		 

		Interviewing 		 		✓		 		 

		Advising on HR issues 		✓		 		 		 

		 		Very good 		Good 		Adequate 		Little or no experience

		Problem-solving skills 								

		Make good use of  verbal reasoning skills,  able to handle  
complex data and  make selective use of  information 		 ✓		 		 		 

		Explore more than  one solution in order  to solve a problem 		 		 		✓		 

		Consider the ideas  of others to help  
solve problems 		 		✓		 		 



		Supervisory Management 						

		How much  
experience have you had in your role?  
  
 		 < 1 month  
 ✓		1-3 months 		> 3 months 

		How many people  have you managed at  any one time? 		 None  
 		1-5 
 
✓		Above 5 



		I declare that the information given in this form is true 		

		Signed 		 

		Date 		 



		I declare that the information given in this form is true 		

		Signed 		 

		Date 		 







I have communication skills and some problem-solving and IT skills. However, I need to develop some IT skills in ore=der to become a successful HR officer in Unilever. 
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The benefits of training and development









Being more efficient in technology 

The HR officer needs to have training in technological utilisation. It is necessary for HR professionals to know how to make presentations, do video calling, use the internet etc. Thus, through having technical training, the HR officer can become efficient in using computer systems. 

Better recruitment

E-recruitment can be done by the HR officer in order to make the recruitment process better. Through e-recruitment, the HR officer can reach out to more people who might not be present physically for the interview. In this way, skilled and knowledgeable people can be hired (Hada and Gairola, 2015).   
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Technical training can help the HR officer to be more efficient in using the computer systems





They can also do e-recruitment by knowing how to conduct interviews online 







The benefits of training and development







Managing organisational performance 

The HR officer should get training on conducting the talent management process properly. Within the talent management process, the HR officer can onboard new staff members, train them, and retain skilled employees efficiently. This will enhance organisational performance (Oladapo, 2014). 

Improved employee relations 

By knowing about the talent management process, the HR officer can focus on problem-solving. By understanding the core of the issues, they can come up with a bunch of solutions from which the best one would be chosen. This can reduce conflicts and improve employee relations. 
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The HR officer can improve the organisational performance by having training 





Employee relations can also be Improved by knowing about talent management











Conclusion





The presentation shows the skills, behaviour and knowledge needed by an HR officer to make sure that they can conduct their operations properly. Here, based on the CIPD Professional map, some behaviour and knowledge have been discussed. Some skills like communication, problem-solving etc have also been described. A personal SWOT analysis has been done based on the skill audit. Lastly, the benefits of training and development for the HR officer have been explained. 
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The skills, behaviour and knowledge of an HR officer have been discussed 





SWOT and skill audits have been done





The benefits of training and development for the HR officer have also been described. 
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