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Speaker Notes:
Good morning, everyone!
My name is Zlatina and recently I was appointed as trainee HR officer at Leonardo hotels. Today's presentation is about the knowledge, skills and behaviour required for the profession, and what are benefits of training and development for the individual and the company
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Speaker Notes:
· Leonardo Hotels is part of Fattal Group, a company established in 1998 by David Fattal and it is now international hotel chain operating more than 80 hotels in 8 European countries and Israel, with 46 hotels functioning in UK
· In 2017 the company merged with Jurys Inn and is now operating 46 hotels in UK
· In 2019 the company entered the Central London market by acquiring 4 5* hotels in Central London for a deal estimated to cost around £1 bn. Which was one of the most significant investment for 2019 and one of the biggest in the industry to date
· In 2020 the pandemic struck and as a result, like many other businesses the company decided to close most of its hotels between March and July 2020 which was tremendous challenge for the financial and non-financial performance of the organisation, including employees’ motivation and retention
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Speaker Notes:
As mentioned earlier there are more than 3 800 employees working at Leonardo hotels at present and having reliable and efficient HR department is vital for staff recruitment, training, motivation, and retention, especially in an industry with staff turnover rate at 30% or double in comparison to other sectors.
Main characteristics of the job role of an HR officer include creating and implementing policies and procedures, looking for balance in skills and experience of new candidates.
Training and development have proven to enhance performance and achieve individuals' and companies aims and objectives, and one of the responsibilities the HR officer have is to ensure training and development opportunities are available to all employees and they are aware of them.
All these elements allow the organisation to use performance management as a strategic management instrument, integrating the individual and the organisational goals and objectives with the support of HR procedures and practices aimed at enhancing individual performance and organisational efficiency, for example, induction, learning and development programmes, rewards, and recognition systems. 
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Speaker Notes:
· HR officer communicates and cooperates with other departments, making sure managers and supervisors are familiar with the HR procedures, for example Health and Safety, grievance and disciplinary procedures and are successfully implementing them 
· Regular salary reviews are conducted, including compensation, promotion, and benefits
· HR officer maintains employee records and manages the payroll
· Very important part of the roles and responsibilities of the HR officer is promoting equality and diversity as part of the organisational culture
· and analysing training needs of the staff by conducting appraisals and using the information from the 360 degrees feedback and the line managers
· also develop HR planning strategies, including staff requirements and training needs
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Speaker Notes:
As you can see the actual requirement as per the job advertisement for my position are very similar:
Maintaining up to date personnel information
Generating reports for management as required
Conducting interviews and coordinating the hiring process
Any administrative duties as and when required
Lead and coordinate the monthly payroll process and responding to pay related queries
Delivering local training each quarter to maximise the skills of the team with the support of the management team
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Speaker Notes:
Some of the required skills for the HR officer position at Leonardo hotels include :
· To be able to work under pressure with ability to meet strict deadlines
· To be able to work independently and unsupervised if necessary
· Have excellent timekeeping and communication skills
· Have high attention to detail with a strong emphasis on accuracy
· Be an excellent team player, highly flexible and organised
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Speaker Notes:
Important for the successful practice of PM is identifying the training needs of the employees in the organisations. Widely used is GAP concept- comparing real performance with expected results enables the organisation to take informed decisions on how to deal with the existing gaps considering the individual training and development needs of the employees and their responsibilities (SHRM, 2021). 







SLIDE 8
[image: ]

Speaker Notes:
As a graduate trainee HR officer, I conducted a personal skills audit related to the job role in the following categories, attached in Appendix A:
Information Technology- to assess my skills in using Microsoft Office, Excel, PowerPoint, and HR software
Communication Skills- my ability to draft contracts for employees, to write reports, deliver training, resolve complaints, conduct interviews 
My problem-solving skills- how skilled I am in using reasoning, handling complex data, and using information
And management and supervisory skills and my experience in years
Based on the completed Skills audit the following training needs were identified:
· Little or no experience of using specialist HR software. I have rich experience with other type of software mainly Property Management Systems and little experience with SAGE so I am confident that with efficient training I will quickly learn the specifics of this type of software
· And little or no experience with drafting contacts of employment- to improve this skill, I will need training, at later stage assisting the senior HR officer in drafting contracts until I am confident to do it by myself
· Adequate skills in relation to taking notes of disciplinary-in order to improve this skill, I started educating myself on what disciplinary appeal is and how the process usually unfolds
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Speaker Notes:
I already mentioned few times learning, development and training and even though they have similarities they are few substantial differences:
· Learning helps the individual improve their knowledge and abilities, which increases their potential to perform better, fosters their development and affects in a positive way their efficiency
· Development is related to increasing the capacity of the person to achieve more fulfilled and satisfying personal and professional life through earning and by gaining additional knowledge, improving skills and attitudes. Development is a result of learning and can happen through training, coaching, mentoring, experience at the workplace, self-learning. 
· Often training is used equally as learning and development, since it has undeniable benefits for the individuals and organisations. However, the latter are much broader terms whereas training is more of a more mechanistic method to acquire existing knowledge and skills, with the results of training being more specific, predictable and standartised.
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Speaker Notes:
As an individual for me is important to know how learning, training and development contribute not only to my personal growth, but what effect it has on the organisation I work for and on the society, as this contributes to the fulfilment of the job since pay is no longer the sole motivation for most people.  
Individual:
Learning is crucial for potential development of the individual.
Learning enables the individual to be better prepared for change
The capacity to learn is an asset which value only increase with time
Organisation: 
As economy shifted to knowledge based from capital and industrial the importance of intellectual capital becomes invaluable asset for organisation and key for their success. HR development is also associated with sustainability in the HRM practices. Leonardo hotels operate in the highly competitive hospitality sector, where retention of staff rate is one of the lowest among all sectors.
Society
Society progresses and thrives through learning
It reinforces informed ad conscious choices that underpin democracy
Enhancing the capacity of the individual creates more fulfilled society
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Speaker Notes:
Having presented the benefits of learning, training and development I would like to discuss the development vehicles available for the employees of Leonardo hotels which are important for me as an employee and also because as part of the HR department part of my job is promote them among other employees.
Training: efficient training is essential for the smooth operation of the hotels and for undisrupted service delivery at the usual standard- the time for newly joined the team to train is usually limited, for a very short time span the employees should acquire as much knowledge about the organisation, its operations, and customers as possible. To ensure the success of the training process Leonardo hotels conduct and Induction Programme called BELONG and also make sure there is a member of staff (New Recruit Buddy) dedicated to the new member to support them during their training period.
Coaching is а positive technique aimed at improving the skills and knowledge of the employee, usually conducted by the immediate supervisor or manager, and it is focused on support and consulting, based on collaboration
Career planning: As part of their vision for fostering a high-performing team through continuous support and encouragement Leonardo hotels have also developed a well-constructed programme aimed at those employees who would like to prosper further in their careers, underpinned by different leaning courses and even an online platform 
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Speaker Notes:
In conclusion the role of the HR officer is an important one as they are responsible for the recruitment, induction of new employees and for the professional development of the existing staff. Investing in people by promoting and developing their talent, skills and knowledge contributes to acquiring intellectual capital as a huge competitive advantage and contributes toward achieving the goals and objectives of the individual and the organisation. 
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