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1. Introduction 

Human Resource Development (HRD) helps employees to 
develop their personal and organizational skills, knowledge 
and abilities useful for organization development. In this 
paper some of the important skills required for an employee 
to excel in his job and for the benefit of his/her organization. 

2.1 Interpersonal relationship 

Interpersonal relationship is to develop human relationship 
with others. Some of the important points to develop good 
relationship with co-workers are listed below. 

 Good cheerful greeting, “smile is a curve that makes 
everything straight”. 

 To call everyone with their names. 

 Transparency plays a pivotal role in interpersonal 
relationship 

 Respecting each other’s views and opinions 

 Cultivating the virtue of forgiveness. 

 Not to spread baseless rumours at an institution or in a 
workplace. 

 Not to over react on petty things in relationships. 
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2.2 Improve values 

Values are not born but values are caught. So it is necessary to 
imbibe values in the minds. Some guidelines to impart values 
are given below. 

 Develop one’s personal codes and moral codes. 

 Orientation Programmes 

 Integration of values in activities such as games, role 
plays, debates, dramas, group singing etc.   
  

 Concern for others 

 One  of  the  important  activities  in  value  formation is 
that  we  help  our  students  to  get  the  habit  of  
concern  for  others.  It  calls  for  sacrificing  one’s  own  
comforts  for  the  sake  of  improving  the  comfort  of  
the  fellow  beings. 

 Maturity of the mind and heart 

 To  inculcate  different  values  such  as humility,  
truthfulness, tolerance,  sincerity,  courtesy, sympathy, 
spirit  of  service  of  sacrifice etc. 

2.3 Personality development 

The main Characteristic of personality is self-consciousness.  
This social based trait centers around making continuous 
adjustments to environment and to one’s inner life.  The most 
commonly acknowledged dimensions of traits that constitute a 
person’s personality are the following: 

1) Appearance    2) Intelligence    3) Emotionality         4) 
Sociality 
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5) Ascendance – submission        6) Moral Character     7) 
Flexibility 

 

 

 

2.4 Team work 

Team work is required in every institution or industry. 

A good team allows each member to give suggestions for its 
growth and development. The team members can help each 
other by supporting to improve their performances and 
achievements. They rely on each other and trust each other in 
their allotted works. These bonds wills be important when they 
face difficult challenges and situations. 

 Teamwork improves quality 

 Teamwork improves flexibility 

 Teamwork improves co-ordination 

 Teamwork improves satisfaction and development 

 Teamwork improves productivity of cost. 

2.5 Leadership 

Leadership is the art of dealing with and influencing people so 
that they will try hard happily and actively toward the 
achievement of group or organized goals. Some of the 
characteristics for a leader are given below. 

 Takes challenge / Initiative    

 Build dreams     



INTERNATIONAL JOURNAL OF MULTIDISCIPLINARY EDUCATIONAL RESEARCH 

ISSN : 2277-7881 
VOLUME 2, ISSUE 2(1), FEBRUARY 2013  

 

  

www.ijmer.in                                                                           175 
 

 Self awareness 

 Optimistic (positive thinking)   

 Dedicated  

 Believes in self improvement   

 Sense of humour 

 Competent (well qualified)       

 Self- confident     

 Participation       

 Flexibility & adaptability. 

 

2.6 Communication skills 

Communication is simply the act of transferring information 
from one place to another. Communication is sending and 
receiving information between two or more people. The person 
who sends the message is called a sender while the person who 
receives the information is called a receiver. The information 
may include facts, ideas, concepts, opinions, beliefs, attitudes, 
instructions and even emotions. The important tips for good 
communication are: 

 Listening: Being a good listener is one of the important 
ways to be a good communicator. We have to cultivate 
active listening which involves paying attention to what 
other person is saying, asking clarification question and 
rephrasing what the other says to ensure understanding. 

 Paying attention to non-verbal communication (or) Non-
verbal communication skills. 
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Body language can convey a lot of messages to the 
listener. It gives signals the feeling and emotion of the 
person who conveys the message. Paying attention to 
body language namely eye contact, hand gestures and 
tone will colour the message. 

 Clarity and concise:  We have to convey the message 
in a few words that will be precise and concise. If we 
ramble on our message the listener cannot understand 
clearly. Before giving the message, we have to think 
properly and to avoid unnecessary things. 

 Friendliness: Though a friendly tone, a personal 
question or simply a smile will encourage your listeners 
to engage in open and honest communication with us. A 
friendly attitude will be pleasing and fruitful to the 
listeners. 

 Confidence: It is important to be confident in all our 
interactions with others. Confidence will ensure them to 
believe in and will follow through with what we say. 
Exuding confidence can be as simple as making eye 
contact or using a firm and friendly tone.  

 Empathy: Even when we disagree the opinion of the 
speaker or listener, it is important for us to understand 
and respect others point of view. It is just enough that I 
understand or nod their points of view. 

 Open-mindedness: A good communicator should enter 
any conservation with a flexible and open mind. If we 
open to listen and understand the other person’s point 
of view we can easily get across our view. By being 
willing to enter into a dialogue, even with people whom 
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we disagree, we will be able to have more honest, and 
productive conversations. 

 Respect: People will be more open to communicate with 
us if we convey respect for them and their ideas – simple 
actions like using a person’s name, making eye-contact 
and actively listening when a person speaks will make 
the person feel appreciated. 

 Feedback: Being able to appropriately give and feedback 
is an important communication skill. Teachers, 
animators, managers and supervisors should look 
continuously look for ways and means to provide 
students or colleagues or employees with constructive 
feedback to have better results in our messages. 
Feedback can be done through email, phone calls or 
weekly status updates. Giving feedback involves giving 
praise as well as something ‘good job’ to an employee or 
a student can greatly increase motivation. 

 Picking the right medium: If we convey our message in 
person will produce good results. They will appreciate 
your affirmation in person. If they are very busy people, 
we could convey our message through email. 

2.7 Time management 

Time management means to manage the time well. To manage 
means to have the situation under our control. The 
management of time is the management of our life. 

Some steps are given to manage our time and to get our jobs 
finished faster. 
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 Make lists: List making is a good way  not only to keep 
track of things we want to buy, but also of upcoming 
tasks that need to be done, deadlines, etc. 

 Scheduling our work: We can allot times fresh hours for 
studying difficult things and other times for studying 
easy subject. 

 Learn to prioritize: Once we have made our list, we have 
to number the items in our order of priority.  We should 
not set unrealistic goals.  When we set unreasonable 
goals, we tend to get frustrated when we can’t complete 
them.  Setting smaller goals allows you to actually 
accomplish them, which gives you a greater feeling of 
satisfaction. 

 Reward ourselves: When we finish some of our work we 
have to take a break, or  read a book just for a fun, or 
have a snack, or  go for a walk. 

 Get rid of distractions: Distractions come for everyone.  
Be firm to avoid distraction.  (Eq. Study time we may 
like to play or sleep). 

 Have some fun: Work while we work, play while we play.  
Give ourselves a day off or a half a day.   Relaxation 
reduces stress and makes you a likeable person. 

 Don’t over commit: We have to commit ourselves to only 
those activities which we can manage in the time we hav 

2.8 Stress management 

Stress is the emotional strain caused by our response to the 
pressure from the outside. Stress is important for success but 
it needs to be within limits neither too little – nor too much.  
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Tips for removing Stress: 

 Schedule your work in advance 

 Sleep well - Maintain proper routine 

 Eat well. Watch your diet. 

 If highly stressed, find a quiet place and relax. 

 Exercise and yoga. 

 Discuss your problems with your friends and your 
family. 

 Have a hobby. 

 Do some yoga or meditation. 

 If stressed with some work, leave it for some time (Take 
a break) 

 Refrain from smoking, drinking or drugs of any kind. 

2. Too much tea or coffee is also harmful. 

3. Conclusions 

The success of any organization depends on the capability of 
its employees. So every organization is giving highest 
importance to the human resource development for effective 
outcome of their employees. In this paper some of the 
important skills required for an employee to work effectively 
for thyself and for the betterment of the organization. 


