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Introduction

A successful organization's culture must be founded on a set of firmly held and broadly accepted values that are backed up by strategy and structure. Three things occur when an organisation has a strong culture: Employees understand how top management expects them to react to every scenario, they feel the anticipated answer is the correct one, and they understand they will be rewarded for showing the organization's values. Employers play a critical role in sustaining a strong culture, beginning with recruiting and selecting candidates who share the organization's beliefs and will thrive in that culture, developing orientation, training, and performance management programmes that outline and reinforce the organization's core values, and ensuring that appropriate rewards and recognition are given to employees who truly embody the values. 
Generally, companies have been confronted with and adjusting to significant changes. Examples include the expanding use of short-term contracts, a skills shortage in some sectors, an ageing workforce, and more employee mobility. Simultaneously, and inextricably linked to these developments, the significance of human capital has been more acknowledged. Organizations are increasingly using evaluation techniques, such as Professional Development Plans, in the modern day. Although the tool's primary strength is in helping an employee's ongoing professional growth, businesses use it for a variety of different goals, including professional development and promotion/salary raise/selection/accountability. The goal of this research is to get a better understanding of how the employee's perception of the Professional Development Plan (PDP) determines the amount to which s/he engages in learning activities, which results in increased performance.
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Business overview, evaluation of the current position and needs

[bookmark: _Toc92199154]Fresh BG Coffee Ltd - Business overview 
Fresh BG Coffee offers freshly roasted and ground. It is a tiny family-run enterprise that provides Bulgarian-style coffee to the capital of the UK. Investing in and prioritising training and development is very vital for management, particularly for HR Officers, for a variety of reasons. A global lockdown occurred immediately after the firm was put on the market in 2019. The business has been open since 2019. A tiny, still-young company with a Bulgarian design aesthetic, yet the majority of its clients are residents of the city of London. From all around the globe, in other words. As a result, the HR officer should be well-trained, and the company's employees should be encouraged to grow with the company, which is still growing. The primary goal of training and development at this company is to help the company expand and create a well-known, profit-making brand among its customers.

[bookmark: _Toc92199155]Determination of the information, skills, and behaviours that are required (KSB)
Knowledge
A human resource manager must have particular knowledge, abilities, and behaviours in order to be effective. These are outlined in the following section (KSB). In order to effectively manage people, human resources professionals must constantly acquire new skills and knowledge that will assist them in carrying out their responsibilities in a 'appropriate manner. Although the human resources officer is hired by Fresh BG Coffee, he or she is responsible for a wide range of tasks that demand the application of certain skills (Narida et al., 2021).
When we talk about knowledge, we are referring to the acquisition of information in the form of facts and statistics. The acquisition of knowledge may be accomplished via a number of techniques, including reading books or publications as well as blogs postings and other online resources (Narida et al., 2021). Increasing their chances of securing a job at Fresh BG Coffee as they advance through the levels of human resource management are among the benefits of advancement. In this way, human resource managers have a better awareness of the responsibilities that they must fulfil while working for the company. The next section is devoted to the necessary abilities.


Skills
Skills - they may be described as the foundation of professional competence that can only be obtained via hands-on learning experiences. Human resources must organise and display information in an efficient manner in order to properly transmit the knowledge that a person may gain while working for Fresh BG Coffee, for example, while interviewing a candidate. Soft communication abilities, on the other hand, may be used to their advantage while interacting with the candidates during the interview. For a human resource manager to be successful, they must exhibit a variety of characteristics, including problem-solving talents and the capacity to monitor and evaluate employee performance. This thorough list of the major skills that a manager may learn while working at Fresh BG Coffee is provided for your convenience. The third part of KSB is the way people behave in the workplace.


Table 1. HR Officer technological skills current level
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The table shows the current level of information technology skills of the HR Officer in the business. They are lower than they should be, so they need to be improved. They need to be at Very good or at least Good level, so this could give higher chances for the coffee shop to grow.


Table 2. HR Officer problem solving skills current level
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Table 2 presents the current position of problem-solving skills of the HR Officer in the business. The results are below the minimum levels, so they also need to be improved for the business development.

Table 3. HR Officer communication skills current level
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Here it could be seen that 3 criteria’s are adequate and the rest are below this level, but all of them need improvement and development as well.

Table 4. HR Officer supervisory skills current level
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Managing skills are essential for the HR Officer to be able to lead the business in the desired way. It is a good fact that they have more than 3 months experience, but more important is that most of the time, the business has been closed due to the pandemic situation in the country.

Behaviour
Individuals' social etiquettes, which include things like dress sense and communication style, may be characterised as their behaviour in certain situations. Perceptions, motivation, learning, and ability are just a few of the factors that might influence a person's actions and decisions. All of these factors may have an impact on a person's behaviour at some point. In the case of Fresh BG Coffee, the human resource management team may learn a range of skills from different organisations, such as how to engage successfully with their employees and customers (Adam et al., 2020). In your role as a manager, you may "observe other people's behaviours in order to better understand how to interact with employees." Because of this, they will act better toward their employees, which will result in higher efficiency and productivity for the company. Employees' requirements must be taken into consideration by the human resources expert at Fresh BG Coffee Ltd in order to create a good working environment. It is important for the manager to respond correctly since it prevents disparities amongst individuals and because they may boost their productivity in a welcoming workplace (Adam et al., 2020). Another key component of a business analysis is the identification of the tasks that a human resources officer should have.

[bookmark: _Toc92199156]HR Officer’s responsibilities
Human Resources Officers play a critical role in the success of any firm. Their duties are extensive, and as a result, they play an important part in the company's success (Ivanov and Werner, 2019). There are certain recommendations and policies connected to the efficient use of employees in an organisation that may be taken into account, such as the ones listed below:
Worked in close cooperation with several departments, and increasingly in a consulting role, aided line managers in understanding, implementing, and maintaining policies and procedures, with an emphasis on equality and diversity as a cornerstone of the organization's organisational culture. working with an array of persons who are interested in issues such as employee performance, health and safety, or environmental protection (Ivanov and Werner, 2019). Personnel recruiting entails a variety of tasks such as developing job descriptions and individual criteria, posting job advertising, evaluating application forms, shortlisting persons, conducting interviews, and selecting the most suitable applicants. Policies covering issues like as working conditions, performance management, equal opportunity, disciplinary procedures, and absence management; as well as the development and implementation of policies on these issues. In order for the HR officer to effectively manage his or her function, the following section of the report discusses the personal abilities required for the position.

Personal skills
It is critical for each human resources officer to be able to cover the bare minimum of requirements and abilities in order for the team to be successful. Some of the most important include computer abilities such as MS Office, database management, and specialist human resource management, in conjunction with email and internet skills, or even power point skills (Nadler, 2019). The second set of abilities might be categorised as Communication abilities, which will be beneficial when writing contracts, taking notes, delivering training sessions, conducting interviews, or providing advise to colleagues (Nadler, 2019). A skilled human resources officer should be able to address issues by providing compelling arguments, investigating alternative solutions, and other methods. Furthermore, they must be effective supervisors with a solid track record of accomplishments behind them. Following the completion of these steps, the following stage for discussion should be the training and development requirements.

Training and development needs
Listed below are some procedures to follow in order to determine the training needs of your employees.
1. Clearly define the duties of each job - First and foremost, you must create clear expectations for each function within your organisation in order to evaluate the training and development needs of your workforce. This creates a baseline against which future performance may be evaluated and compared against.
It is critical to embrace performance assessment and monitoring as an aid to individuals (rather than as a means of punishing them), and it is a critical tool in identifying areas for development and advancement.
3. Never be afraid to inquire - Although it may seem self-evident, employee feedback may be a critical component of your SMEs training and development plan, therefore do not be hesitant to inquire.
Fourth, you'll already have a strategy in place for the goals and objectives of your SME. Fifth, you'll do research and analysis. Complement this with an analysis of the work that has been done to aid in the accomplishment of those goals and outcomes. If you follow this strategy, you should be able to determine the training and development needs that are specific to each team and job (Sims, 2020).

[bookmark: _Toc92199157]Potential benefits to the organisation and individual
There are a variety of advantages to proactively providing employees with ongoing training and development, which may benefit both the individuals and the company as a whole. Continuous employee development may have a positive influence on the workplace for a number of reasons, as seen in the table below (Sims, 2020).
One of the most important things you can do is to protect yourself from stagnation. People are creatures of habit, and they desire to maintain their established routines as much as possible, regardless of whether the patterns are good or negative.
It's possible that even after hiring someone, you won't be able to discover all of their skills and weaknesses.
Employers may help to promote employee engagement by giving chances for professional advancement. 3. Keep the dialogue continuing -
4. Create a competitive edge - The ability to remain on top of industry developments and keep tabs on your competitors is a critical component of operating a successful business today.
When individuals are encouraged to do their best work and feel motivated to do so in their workplaces, it is natural for them to become more productive and satisfied with their professions.
The difficulty in hiring top-tier talent - There are a great number of job seekers, yet it is tough to find and keep the best qualified candidates. Top talent expects your organisation to be devoted to their professional growth, therefore you must show this to them.


[bookmark: _Toc92199158]Proposal of a professional development plan with clear objectives for the chosen company with the suitability of Fresh BG Coffee

A professional development plan details the objectives, needed skill and competence development, and goals that a staff person must meet in order to enable ongoing growth and career advancement (Orlich and Shrope, 2013). The manager, in collaboration with the staff person, develops a professional development plan that identifies the essential skills and resources to meet the staff member's career aspirations and the organization's business requirements.
Professional growth for employees starts with the addition of a new person to your team. Additionally, each member of staff should have a "live" professional development plan. Planning should not begin simply when an employee is recognised as in need of improvement (Thrope, 2020). Professional development plans should be evaluated on a continuous basis throughout the year, with at least one interim review meeting between the staff member and supervisor prior to the conclusion of the annual performance evaluation period.

[bookmark: _Toc92199159]Development Plan

Step one: Request a self-assessment from the staff member as the first step.
Conduct a self-assessment of the staff member's interests, abilities, values, and personality (Roberts, 1992). To aid with the process, use the example performance planning and self-assessment forms linked to the right. Consider the following questions while analysing the staff member's responses:
1. Which abilities, employment prospects, and technology pique the individual's interest
2. Are such abilities/interests/goals compatible with the organization's demands and objectives
3. What are the short and long term measures necessary to achieve this goal.

Step two: Create an evaluation of the individual's ability level.
1. Determine the staff member's ability level in the following areas based on their self-assessment, their work history, and your own observations:
2. Technical abilities: abilities required to complete a task.
3. How do social skills interact with others?
4. Aptitudes: innate skills; unique capacities for doing or learning to perform certain tasks.
5. Attitude encompasses a person's attitude, emotions, mindset, style of thinking, and point of view (Gale, 2020).

Step three: Analyze the department's and organization's requirements
To be effective with professional development, the staff member's needs and interests must be matched to corporate goals (Gale, 2020). The career path of the employee must correspond to the organization's workforce requirements. Consider the following objectives while developing a professional development plan:
1. "Big Duke" objectives
2. Departmental objectives
3. Team objectives
4. Individual objectives

Step four: Discuss professional growth prospects with the employee.
With the staff member, explore the professional development possibilities offered at Duke. Several instances include the following:
New Initiatives and Responsibilities - Investigate new initiatives and tasks for the staff person inside their own department. Employees may take use of such chances to improve their abilities in areas such as web design, business writing, and project management.
Workshops and Seminars - Learning and Organizational Development provides a range of workshops and seminars to assist employees in honing their job and computer technology abilities (Brook, 2013).
Educational Possibilities – Duke and the Durham region provide a range of educational opportunities. Please go to Training for a list of relevant materials.
Volunteer Opportunities - Volunteering may be an excellent approach for an employee to improve certain professional skills. For a list of volunteer opportunities at Duke, see the Duke Today website (look under the "Volunteer Opportunities" tab).
Mentorship - Interested staff members may be matched with mentors to participate in a number of activities such as information interviews, shadowing, and tutorials. Please visit the Mentoring At Duke website for further mentoring options. Additionally, the Career Development Academy may help you in establishing professional objectives prior to seeking a mentoring relationship.


[bookmark: _Toc92199160]Conclusion
After the research that has been made, I can clearly make some conclusions and recommendations on how Fresh BG Coffee to be more successful by the training and development of HR Officer in the company. The main part is to evaluate the knowledge, the skills and the behaviours of the staff. Also, it is very important for the HR Officer what type of personal skills have and how they use them in the business. Furthermore, to maximise the possible benefits of the training and development on one hand for the organisation and on another hand for the business.
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