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Executive summary
Based on the concept of developing relationship and workplace achievements, different skills, knowledge and behaviours of an HR professional are discussed along with a personal skill audit. To make the presentation more relevant, it selects the UK based company called Unilever. Thus, while referring to this company, the perspectives of an HR professional are discussed.
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Introduction 
The presentation will pay attention to KSB that are HR professionals need. It will also discuss the roles and duties that they have in the department. A personal skill audit will also be provided specifying training and development needs. Thus, the presentation will critically discuss the advantages of a company developing an HR officer with the help of training and development. 


[bookmark: _Toc69154788]1) Determine appropriate knowledge, skills and behaviours (KSB) that are required by HR professionals across the department. Please refer to Appendix A for an overview of HR Officer responsibilities.
Knowledge required by HR professionals:
(i) Personnel and human resources
(ii) Management and administration
(iii) English language
(iv) Customer and personal service
Note:
That person should have knowledge regarding personal recruitment, selection, training, benefits, compensation, negotiation, employee relations, personal information system etc. Moreover, strategic planning, resource allocation, leadership and management style, production method should be known. Besides this, English language, spelling, words, grammar, etc. must be known to him/her. He/she also should have knowledge of assessing customer requirements, achieving quality standards, evaluating customer satisfaction. 
(v) Law and government
(vi) Psychology
(vii) Education and training
(viii) Communications and media
(ix) Computers and electronic 
Note: 
An HR professional must know Workplace rules and regulations, agency rules, democratic political process, trade union, payroll etc. Along with this, that person needs to know about the curricular activities that are needed to be added in the training and development sessions, training design along measurement of the outcomes of training. The HR professionals must know different means of communication including verbal and written along with various media such as visual. They should also know how to operate a computer, laptop along with different software, applications and programs.  
Skill required by HR professionals:
(i) Active listening
(ii) Speaking
(iii) Management and personnel resources
(iv) Coordination
Note:
That person needs to have the skill of active listening, which will allow him to broaden his/her perspective. He/she needs to have the good speaking skill and convey the message effectively. He needs to be skilled in motivating, directing and developing employees etc. while coordinating with the rest of the company members within the workplace (DOYLE 2020). 
(v) Critical thinking
(vi) Negotiation
(vii) Time-management
(viii) Monitoring
Note:
That person needs to be logical, practical, and resourceful in terms of information while dealing with issues. He/she needs to have negotiation skill and make fair deals. Time-management skill is needed, which will enhance the overall quality of everyone's performance. He/she needs to have monitoring skill to make improvements for the employees (Pope 2019).
The behaviour required by HR professionals:
Sympathetic attitude
Integrity
Patience
Formal authority
Sense of responsibility
Note: 
An HR professional need to behave politely while showing a sympathetic attitude towards the rest of the employees. He/she should have patience while having formal authority within the workplace. Moreover, a sense of integrity and responsibility for the entire company is highly needed within an HR official. 
[bookmark: _Toc69154789]2) Conduct a personal skills audit for yourself (with the use of appendix B) and identify training and development needs considering the knowledge, skills and behaviours you identified in the task (1)
Personal Skills Audit
	Name

	Job role: Human Resource Officer



Please tick as appropriate to indicate how you would rate your skills about the following work / functional areas
	
	Very good 
	Good
	Adequate
	Little or no experience

	Information Technology

	Use Microsoft Office Word
	Yes
	
	
	

	Use Excel spreadsheet
	
	
	Yes
	

	Use a Database
	
	
	
	Yes

	Use specialist HR software
	
	
	Yes
	

	Use the internet
	Yes
	
	
	

	Use e-mail
	Yes
	
	
	

	Use PowerPoint
	Yes
	
	
	



	
	Very good 
	Good
	Adequate
	Little or no experience

	Communication Skills

	Drafting contracts of employment
	
	Yes
	
	

	Taking notes of disciplinary
	
	Yes
	
	

	Hearings Write reports
	
	Yes
	
	

	Produce material to support presentations
	
	Yes
	
	

	Delivering a training session
	
	Yes
	
	

	Resolving disputes/complaints
	
	
	Yes
	

	Interviewing
	
	
	Yes
	

	Advising on HR issues
	
	
	
	Yes



	
	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
	
	Yes
	
	

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

	Consider the ideas of others to help solve problems
	
	
	Yes
	



	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



As per the personal skill audit, I can say that I need to have more knowledge on the usage of Excel spreadsheet and database. While doing so, I shall need to practice these two on a daily basis. For training and development purposes, I shall understand the master keys that are used in both cases and import data from a website. Through this way, I shall filter my results, calculate the sums, understand auto-correct while understanding and applying the displayed formulas.    
Apart from this, as per the audit gained under the communication skill, I can say that I need to work on disputes and complaints, interviewing and advising on HR issues. In this perspective, I need to interact with the rest of the employees at the workplace and apply my skill of active listening while looking for alternative solutions to different issues. I also need to take part in different interview sessions more.
At last, I need to work on considering the ideas of others to solve problems. In this perspective, I shall weigh their ideas with mine and evaluate their consequences to an issue or situation. Thus, these can help me to improve the skills, knowledge and behaviour as an HR professional.
[bookmark: _Toc69154790]3) Critically assess the potential benefits to the organisation of developing you as an HR officer through effective training and development
(i) As I have good information skills, including the application of specialist HR software and Microsoft Office Word, internet, e-mail and PowerPoint, it will be beneficial to a company like Unilever. This is so, as these are the prime features that an HR professional must know nowadays. Moreover, I have very good learning skill, which allows me to learn very quickly. Thus, the company will have to invest less time and effort, which will beneficial to the company.
(ii) Besides this, I have good communication skill, including written and verbal. Due to this, I can be advantageous to the company as I have negotiation skill, which allows me to negotiate salary with the potential employees and make a win-win situation for both parties. Thus, the company can gain efficient employees while providing a fair amount salary package. 
(iii) As I am good at reasoning, I have good problem-solving skill. In this way, I can resolve issues among the employees, and employees and the employer. Moreover, as I have adequate knowledge regarding employee relations, I can solve issues while making both parties satisfied.  
(iv) Moreover, as I have worked as an HR professional in a company and dealt with more than 5 people at a time for more than 3 months, I have practical experience and knowledge regarding different human resource-related situations. Thus, it will be beneficial to the company.


[bookmark: _Toc69154791]Conclusion
The presentation has discussed the skill, knowledge and behaviour that an HR professional need. The next part of the presentation has focused on the creation of a personal skill audit while specifying training and development requirements. The last part of the presentation has discussed the advantages that a company gains by developing HR through training and development. 
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