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Training and Development Needs for a HR Officer



Introduction

◦ I have been appointed as a graduate trainee Human 
Resources (HR) officer at the company where I currently 
work at, Holder Inc.

◦ The company is a construction firm, 
whose main objective is to oversee and manage 
construction projects for individuals or other companies.

◦ As a HR officer, I am responsible for training and 
developing the 34 staffs at the organisations and 
new hirers.

◦ I am also responsible of making sure that the employees 
are motivated, committed, and well compensated for 
their work.



Appropriate Knowledge, skills and behaviour (KSB) 
required by HR professionals
Knowledge

◦ Knowledge of the business

◦ Organisational Knowledge

◦ Knowledge of labour legislations

◦ Knowledge of best practices in Human 
Resources
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Appropriate Knowledge, skills and behaviour(KSB) 
by HR professionals

Behaviour

◦ Ethical behaviour

◦ Personal credibility

◦ Fairness

Skills

◦ Strategic thinking and analytical skills

◦ Technological skills

◦ Leadership and management skills

◦ Project management

◦ Effective communication



Personal Skills Audit
Job role HR Manager Very good Good Adequate Little No experience

Information Technology

Knowledge of Microsoft Word document yes

Knowledge of Excel document yes

Use of a Database yes

Use of specialist HR software yes

Use the internet yes

Use the email software yes

Knowledge of Microsoft PowerPoint yes

Communication Skills

Making contracts about employment yes

Taking notes of disciplinary hearing yes

Writing reports yes

Producing materials that support presentations yes

Providing training to employees yes

Solving complaints or conflicts yes

Taking Interviews yes

Giving advises on issues related to HR department yes



Personal Skills Audit

Job role - HR Manager

Very good Good Adequate Little No Experience

Problem solving skills

skills, ability to handle complex data and making yes

proper use of selective information

Problem solving skills yes

Considering ideas that are given by others to solve a yes

Supervisory Management

Experience in the present designation role 1 month 1-3month 3 months



Personal audit and 
training needs
◦ The undertaken personal audit has shown that I need to enhance 

my Knowledge and skills when it comes to:

◦ Planning and carrying out interviews

◦ Coaching and mentoring

◦ Conflict Management

◦ HR reporting skills

◦ HR strategy creation and execution

◦ Use of HR technological tools, including HR software.



PLAN FOR 
PROFESSIONAL 
IMPROVEMENT
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PROFESSIONAL 
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Potential benefits to the organization and individual of the 
professional development

To the organisation

◦ Increased employee retention

◦ Improved commitment and productivity 
(Armstrong and Taylor,2020)

◦ Reduced conflict

◦ Higher levels of efficiency

◦ Increased collective knowledge

To me as an individual

◦ Improved competencies, knowledge, and skills

◦ Increase in confidence and credibility

Enhanced earning potential and hireability

◦ Keep qualifications up-to-date

◦ Networking opportunities.

◦ Can open the door to future career change
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