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[bookmark: _Toc89455622]Introduction 
The following report will mainly focus on the HRM that helps the organosation to achieve their desired goals. It includes knowledge, behaviors and skills of the HR that allows the organisation to enhance their productivity as well as profit margin. After that, it will describe personal skill audits that help the organisation to retain their potential customers. Moreover, it will discuss several potential benefits that help the organisation as well as individual to enhance their already existing skills.


[bookmark: _Toc89455623]1. Appropriate knowledge, skills and behaviors (KSB) that are required byHR professionals across the departments
HRM is a department of the organisation which looks after management as well as the hiring and firing of the employees. The main focus of this department is to look after the people within the organisation(Chai, 2020). It helps the organisation to achieve their desired success. Not only that, it also allows the organisation to enhance their overall performances.There are various kinds of knowledge, behaviors and skills for a HRM that are described below.
[bookmark: _Toc89455624]1.1 Knowledge required by the HR Professionals
Technological knowledge:
Human Resource Management plays a crucial role in any organisation. Technological knowledge is essential one that helps the manager to manage the entire work. Along with that, it also helps in the successful growth of the business. It allows ASDA to enhance their overall performances that helps them to increases their profit margin(Edvardsson, 2018).
Administrative knowledge:
Administrative knowledge is essential as it helps in keeping the entire business processes runs smoothly. Along with that, it also helps to keep the employee information safe that allows ASDA to retain their potential customers. It helps ASDA to reach their mission in an effective way. It also helps to fulfill the need of the customers.
[bookmark: _Toc89455625]1.2 Skills required bythe HR Professionals
Communication skills:
It is the most important skills that help the manager to manage the employee in an effective way. Not only that, it also helps the organisation to achieve their desired goals. It helps the manager to communicate with the team member so that they are able to understand their problems regarding their assigned job roles. It allowsASDA to enhance their overall productivity through fulfilling the requirements of the customers(Coetzer and Sitlington, 2016, pp.155-172).
Leadership skills:
It is defined as the abilities that allow the manager to interact with the employeesor team member inan effective way. It allows the employee to understand their responsibilities that help them to stay motivated.Along with that, it also helps in the collaboration that increases the productive work as well as enhances the overall quality of the products.
[bookmark: _Toc89455626]1.3 Behaviour required by the HR Professionals
Critical-thinking:
It is one of the significant qualities that allow the manager to think in a critical way. As a result, they are able to identify the problems and possible solutions. It allows the manager to manage any kind of conflicts among the staffs that helps to provide good environment to the employee. It helps them to stay motivated therefore they try to do their best that enhances the overall performances of the organisation. It automatically increases the productivity of ASDA(Root, 2018).
Interpersonal skills:
It helps the manager in the effective coordination with the team member. It also allows them to build a strong relationship with the groups that enhance the overall performances of the organisation(Vulpen, 2020). Further, it also allows them to understand the needs of the customers that increase the potential customers of ASDA.
[bookmark: _Toc89455627]2. Personal Skills Audit and the need for training and development program
[bookmark: _Toc89455628]2.1 Personal skills audit
This section of the report has highlighted my personal skills which I currently have. The skills or the ability is one of the significant aspect which helps the organisation to achieve success in the broader context. Some of the skills which I have are discussed below:
Decision-Making skills:
This skill is most important for an HR manager because it allows the manager to manage the employees of the organisation in an effective way.Along with that, it also helps me to solve any kind of problems at any situation. This skill helps me to fulfill the desired goals of the organisation as well as individuals. I think it is my strong points that allows me to enhance the overall performances of the organisation.
Teamwork:
This is one of the efficient skills which allows the organisation to enhance their overall productivity as well as profit margin.I feel that that this is one of my strongest point where I am able to build up a team and effectively enhance the cooperation among them. It helps me to understand others point of views that allows them to build a strong relationship. Effective teamwork allows the organisation to meet their desired goals. Not only that, it also ensure the product quality and productivity rate of the organisation. I think this is my strength that allows me to enhance the productive work of the organisation.
[bookmark: _Toc89455629]2.2 Need for training and development
There are several knowledge, skills as well as behaviour which I feel that I lack behind. The lack of these skills urges the need for the training and development programs. Further, the skills which I lack behind are explained below: 
Knowledge
Data and analytics helps the manager to collect right information about the employees. Not only that, it also allows the organisation to store and keep the information safe so that the organisation can access the previous data of the employee(Butler and Rose, 2017). It allows the organisation to fulfill the requirement of the customers and also helps in the product modification process. I think I need to enhance my analytical knowledge that helps me to fulfill the needs of the customers.
Skills
Organisational skills helps the manager to manage their employees in an organized way. Not only that, it also helps to create trust among the employee so that they stay committed towards their assigned job roles. It helps to enhance the overall quality of the products that allows the organisation to retain their potential customers(Contributor, 2020).  I think this is one of my weak area so I need to improve these skills through effective training that allow me to manage the overall work in a smooth way(Jochem, 2020).
Behaviour
Adaptabilityis referred as the essentials qualities that help the manager to adjust any kind of situation and also helps in the planned work(DOYLE, 2021).I think I need todevelop the ability to adapt with the help of effective training so that I can enhancemy leadership skills much better. It allows me to build a healthy relationship with my team members.


[bookmark: _Toc89455630]3. The potential benefits to the organisation and individual of developing you as an HR officer through effective training and development
There are several benefits being a HR of the organisation that are described in the following section. These help the organisation to make the relevant changes within the organisation and gain the advantages from the competitive market. Further, the benefits are described below:
Organisational culture:
HR plays a crucial role for any organisation. It helps to create positive culture. As a HR I shall try to create Positive environment for the employees so that they stay focused towards their work (Odor, 2018). As a result, they try to do their best performances within the organisation that increases the overall performances. It helps individuals that how to behave within the workplace(Adair, 2017).
Recruitment and selection:
Proper recruitment helps the organisation to achieve their desired goals. As a HR I try to provide equal opportunity to the employee that helps them to stay satisfied and allows them to do their best. Along with that, it helps the employee to stay committed towards their job that increases the customer base(Odor, 2018). Proper selection of the employee helps individuals to understand their job role easily that safes time.
Training and development:
Training is important to improve the knowledge. So, as a HR I try to provide proper training to the employee that helps the organisation to get skilled staffs. It also helps to increases the productivity of the organisation (Mayhew, 2019). Not only that, it also allows individuals to enhance their knowledge and ideas that helps in the successful growth of their carrier. 



[bookmark: _Toc89455631]Conclusion 
The prime focus of the above report is human resource management. It includes recruitment, selection, hiring etc.  Along with that, it has explained HR practices which helps the organisation to increase the productive work. It has also described some personal skills and knowledge that allows the organisation to fulfill the organisational success. It has discussed some advantages that help individuals to enhance their knowledge and allows the organisation to increases their profit percentage as well.





[bookmark: _Toc89455632]References 
[bookmark: _Toc89455633]Books and journals 
Adair, J.E., (2017). Develop your leadership skills (Vol. 11). Kogan Page Publishers.
Butler, M. and Rose, E. eds., (2017). Introduction to organisational behaviour. Kogan Page Publishers.
Coetzer, A. and Sitlington, H., (2016). What knowledge, skills and attitudes should strategic HRM students acquire? AD elphi study. Asia Pacific Journal of Human Resources, 52(2), pp.155-172.
Edvardsson, I.R., (2018). HRM and knowledge management. Employee Relations.
Odor, H.O., (2018). Organisational culture and dynamics. Global Journal of Management and Business Research.
[bookmark: _Toc89455634]Website References
Chai, W., (2020). human resource management (HRM). [Online] 
Available at: https://searchhrsoftware.techtarget.com/definition/human-resource-management-HRM
Contributor, C., (2020). The Advantages of Organizational Skills. [Online] 
Available at: https://smallbusiness.chron.com/advantages-organizational-skills-276.html
DOYLE, A., (2021). Important Adaptability Skills for Workplace Success. [Online] 
Available at: https://www.thebalancecareers.com/important-adaptability-skills-4768260
Jochem, (2020). An action plan for successful internal skills audits. [Online] 
Available at: https://www.ag5.com/an-action-plan-for-successful-internal-skills-audits/
Mayhew, R., (2019). 10 Reasons HR Is Important to an Organization. [Online] 
Available at: https://smallbusiness.chron.com/10-reasons-hr-important-organization-22424.html
Root, D., (2018). How to Promote Critical Thinking in the Workplace. [Online] 
Available at: https://www.eaglesflight.com/blog/how-to-promote-critical-thinking-in-the-workplace#:~:text=Critical%20thinking%20is%20important%20because,resolve%20conflicts%20in%20the%20workplace.
Vulpen, E. v., (2020). 18 HR Skills Every HR Generalist Needs. [Online] 
Available at: https://www.aihr.com/blog/hr-skills/


[bookmark: _Toc89455635]Appendix 1: Presentation Slides
Slide 1


Slide 2


Slide 3



Slide 4



Slide 5



Slide 6



Slide 7



Slide 8



Slide 9



Slide 10


Slide 11


 Slide 12


 
  







Page 29 of 29

Microsoft_Office_PowerPoint_Slide2.sldx
Table of Content

Introduction …………………………………………………………………..3



Knowledge that are required by HR professionals across the departments.............................................................................................4


Skills required by the HR Professionals………………………………….5


Behaviour that is required by the individuals to become a successful HR Manager…………………………………………………………………..6

Personal Skills Audit and the need for training and development program.................................................................................................7

Need for training and development……………………………………..8-10

Conclusion………………………………………………………………….. 11

References…………………………………………………………………..12
























image3.emf
I

NTRODUCTION



It includes knowledge, behaviors and skills of the HR

that allows the organisation to enhance their

productivity as well as profit margin.

•

It will describe personal skill audits that 

help the organisation to retain their 

potential customers.

(Root, 2018)


Microsoft_Office_PowerPoint_Slide3.sldx
Introduction 



It includes knowledge, behaviors and skills of the HR that allows the organisation to enhance their productivity as well as profit margin. 

It will describe personal skill audits that help the organisation to retain their potential customers.

(Root, 2018)

















The following report will mainly focus on the HRM that helps the organosation to achieve their desired goals. Moreover, it will discuss several potential benefits that help the organisation as well as individual to enhance their already existing skills.
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Knowledge that are required by HR professionals across the departments


HRM is a department of the organisation which looks after management as well as the hiring and firing of the employees. 

Technological knowledge is essential one that helps the manager to manage the entire work. 

Administrative knowledge is essential as it helps in keeping the entire business processes runs smoothly. 



(DOYLE, 2021) 

















Knowledge required by the HR Professionals

Technological knowledge:

Human Resource Management plays a crucial role in any organisation. Technological knowledge is essential one that helps the manager to manage the entire work. Along with that, it also helps in the successful growth of the business. It allows ASDA to enhance their overall performances that helps them to increases their profit margin(Edvardsson, 2018).

Administrative knowledge:

Administrative knowledge is essential as it helps in keeping the entire business processes runs smoothly. Along with that, it also helps to keep the employee information safe that allows ASDA to retain their potential customers. It helps ASDA to reach their mission in an effective way. It also helps to fulfill the need of the customers.
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Skills required by the HR Professionals



Communication skills: It is the most important skills that help the manager to manage the employee in an effective way. 



Leadership skills: This is the ability to create and manage a team. 

(DOYLE, 2021) 

















Skills required bythe HR Professionals

Communication skills:

It is the most important skills that help the manager to manage the employee in an effective way. Not only that, it also helps the organisation to achieve their desired goals. It helps the manager to communicate with the team member so that they are able to understand their problems regarding their assigned job roles. It allowsASDA to enhance their overall productivity through fulfilling the requirements of the customers(Coetzer and Sitlington, 2016, pp.155-172).

Leadership skills:

It is defined as the abilities that allow the manager to interact with the employeesor team member inan effective way. It allows the employee to understand their responsibilities that help them to stay motivated.Along with that, it also helps in the collaboration that increases the productive work as well as enhances the overall quality of the products.
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Behaviour that is required by the individuals to become a successful HR Manager

Critical-thinking: This helps the individuals to analyse the difficult situation closely. 

Interpersonal skills: This ensures that the individuals are able to gain the competitive advantage from the organisation. 



















Behaviour required by the HR Professionals

Critical-thinking:

It is one of the significant qualities that allow the manager to think in a critical way. As a result, they are able to identify the problems and possible solutions. It allows the manager to manage any kind of conflicts among the staffs that helps to provide good environment to the employee. It helps them to stay motivated therefore they try to do their best that enhances the overall performances of the organisation. It automatically increases the productivity of ASDA(Root, 2018).

Interpersonal skills:

It helps the manager in the effective coordination with the team member. It also allows them to build a strong relationship with the groups that enhance the overall performances of the organisation(Vulpen, 2020). Further, it also allows them to understand the needs of the customers that increase the potential customers of ASDA.
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Personal Skills Audit and the need for training and development program


Personal skills audit: This section of the report has highlighted my personal skills which I currently have. 

Decision-Making skills: This skill is most important for an HR manager because it allows the manager to manage the employees of the organisation in an effective way. 





Teamwork: This is one of the efficient skills which allows the organisation to enhance their overall productivity 

(DOYLE, 2021) 

(Contributor, 2020) 

















Personal skills audit

This section of the report has highlighted my personal skills which I currently have. The skills or the ability is one of the significant aspect which helps the organisation to achieve success in the broader context. Some of the skills which I have are discussed below:

Decision-Making skills:

This skill is most important for an HR manager because it allows the manager to manage the employees of the organisation in an effective way.Along with that, it also helps me to solve any kind of problems at any situation. This skill helps me to fulfill the desired goals of the organisation as well as individuals. I think it is my strong points that allows me to enhance the overall performances of the organisation.

Teamwork:

This is one of the efficient skills which allows the organisation to enhance their overall productivity as well as profit margin.I feel that that this is one of my strongest point where I am able to build up a team and effectively enhance the cooperation among them. It helps me to understand others point of views that allows them to build a strong relationship. Effective teamwork allows the organisation to meet their desired goals. Not only that, it also ensure the product quality and productivity rate of the organisation. I think this is my strength that allows me to enhance the productive work of the organisation.
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Need for training and development

Knowledge: Data and Analytics is one of the skills which help the organisation to arrange all the documents and set it in accordance with the needs. 

Skills: Organisational Skill is one of the skills which help the organisation to administer all the documents in an appropriate way. 



(Jochem, 2020)

















Notes:

2.2 Need for training and development

There are several knowledge, skills as well as behaviour which I feel that I lack behind. The lack of these skills urges the need for the training and development programs. Further, the skills which I lack behind are explained below: 

Knowledge

Data and analytics helps the manager to collect right information about the employees. Not only that, it also allows the organisation to store and keep the information safe so that the organisation can access the previous data of the employee (Butler and Rose, 2017). It allows the organisation to fulfill the requirement of the customers and also helps in the product modification process. I think I need to enhance my analytical knowledge that helps me to fulfill the needs of the customers.

Skills

Organisational skills helps the manager to manage their employees in an organized way. Not only that, it also helps to create trust among the employee so that they stay committed towards their assigned job roles. It helps to enhance the overall quality of the products that allows the organisation to retain their potential customers (Contributor, 2020).  I think this is one of my weak area so I need to improve these skills through effective training that allow me to manage the overall work in a smooth way (Jochem, 2020).
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Contd……………

Behaviour: The ability to adopt things is one of the important behavioural skills which I think that I lack behind. 

This restricts me from becoming an effective HR professional. 

This also acts as one of my weaknesses in the overall work process. 





(DOYLE, 2021)

(DOYLE, 2021)

















Notes:

Behaviour

Adaptability is referred as the essentials qualities that help the manager to adjust any kind of situation and also helps in the planned work (DOYLE, 2021). I think I need to develop the ability to adapt with the help of effective training so that I can enhance my leadership skills much better. It allows me to build a healthy relationship with my team members.
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The potential benefits to the organisation and individual of developing you as an HR officer through effective training and development

Organisational culture: This is one of the most important point which helps in enhancing the bond among the employees of the organisation.

Recruitment and selection: This process help in hiring the right set of employees for the organisation. 

Training and development: This help in upgrading the skills of the employees who are present in the organisation.



(Odor, 2018)



(Odor, 2018)

















Notes: 

3. The potential benefits to the organisation and individual of developing you as an HR officer through effective training and development

There are several benefits being a HR of the organisation that are described in the following section. These help the organisation to make the relevant changes within the organisation and gain the advantages from the competitive market. Further, the benefits are described below:

Organisational culture:

HR plays a crucial role for any organisation. It helps to create positive culture. As a HR I shall try to create Positive environment for the employees so that they stay focused towards their work (Odor, 2018). As a result, they try to do their best performances within the organisation that increases the overall performances. It helps individuals that how to behave within the workplace (Adair, 2017).

Recruitment and selection:

Proper recruitment helps the organisation to achieve their desired goals. As a HR I try to provide equal opportunity to the employee that helps them to stay satisfied and allows them to do their best. Along with that, it helps the employee to stay committed towards their job that increases the customer base (Odor, 2018). Proper selection of the employee helps individuals to understand their job role easily that safes time.

Training and development:

Training is important to improve the knowledge. So, as a HR I try to provide proper training to the employee that helps the organisation to get skilled staffs. It also helps to increases the productivity of the organisation (Mayhew, 2019). Not only that, it also allows individuals to enhance their knowledge and ideas that helps in the successful growth of their carrier. 
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ONCLUSION
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A personal skills audit has also been 

included which helps in analysing my 

personal skills with that of the HR 

professional. 

(Vulpen, 2020)
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Conclusion 

Proper selection helps the organisation to get skilled and trained employees that automatically enhance the overall performances. 

It has included different skills which are required to become a successful HR professional. 

A personal skills audit has also been included which helps in analysing my personal skills with that of the HR professional. 



(Vulpen, 2020)



(Vulpen, 2020)

















Notes:

Conclusion 

The prime focus of the above report is human resource management. It includes recruitment, selection, hiring etc.  Along with that, it has explained HR practices which helps the organisation to increase the productive work. It has also described some personal skills and knowledge that allows the organisation to fulfill the organisational success. It has discussed some advantages that help individuals to enhance their knowledge and allows the organisation to increases their profit percentage as well.
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