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[bookmark: _GoBack]    Introduction 
    The role of the Human Resource includes numerous responsibilities in organisations like Marks & Spencer and these will be discussed in detailed in the following discussions. Identifying the skills required by HR professionals, leading an effective personal skills audit to understand the training and developmental needs. 
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              Appropriate knowledge, skills and behaviours (KSB) that are required by HR professionals.
     In order to function effectively as HR professionals in a leading organisation like Marks & Spencer (M&S), it is crucial for the individuals to have numerous diverse knowledge, behaviours and skills:
     Communication skills: The HR professional has to co-operation with a variety of people within the premises while assisting the line managers so that they implement procedures and policies effectively. One of the most important skills for an HR professional in M&S is the ability to speak to people and be able to make effectual business-related presentations. The HR professionals must own verbal and non-verbal communication skills, to be able to get across their thoughts and ideas throughout the workforce (Noe et al., 2017). The individuals must communicate effectively in written and verbal communication, in a friendly approach.
       Knowledge: The HR professionals must have experience in Human Resources functions. This will help them handle all the challenges, everyday in the work environment. These problems may be simple issues such as wrong pay dates or a pending sexual harassment investigation in the premises (Bratton and Gold, 2017). Having a skilful knowledge of the human resources would help the individuals in resolving diverse kinds of issues fairly.
[bookmark: _Toc47459702]     Self-discipline and time management: It is important for the HR professionals in M&S to be self-disciplined and have effectual time management skills. They must be self-motivated and must possess the skills, for time management by prioritising the tasks, to be accomplished in the most efficient manner. These would help the organisation in ensuring they meet the deadline, in diverse strategic objectives by optimising the workforce effectively. 
     Personal audit skills for identification of development need for: knowledge, skills, behaviour
   The personal skills audit has helped me in understanding my skills, strengths and weaknesses along with understanding the areas where I need to focus, to improve my skills and to able to work effectively as an HR professional. As I have reflected on my personal skills audit, I have successful informational technology related knowledge. I can use Microsoft Word and Excel effectively and know how to use the internet for finding out solutions of existing problems. On the other hand, I have also reflected that I have efficient communication skills, and these will help me, to succeeding in the role of an HR professional in the organisation. In order to do my professional duties, I would have to interact with a varied number of individuals and this skill will help me in communicating well and making them understand the issues and the organisational vision effectively. 
[bookmark: _Toc47459703]     However, I have realised that I need to focus on my problem-solving skills in further to be able to execute my professional responsibilities in a more effectual manner. The role of an HR involves resolving problems that may stand up in the workplace from time to time and improving on these skills will help me in being more proactive in my responsibilities (Collings et al., 2018). On the other hand, I have also realised from Brewster et al. (2016) that I need to improve my time management skills, and to be able to accomplish all my tasks, in the specified time in an appropriate manner without compromising on quality. I do have understood that I need effectual training and developmental sessions that would help me in improving my problem solving and time management skills. As I have learnt from Sparrow et al. (2016), these training sessions are crucial as they would help me in controlling my weaknesses and transform them into strengths to can handle breather and be able to work effectively for the growth and success of M&S. 
    Critically assess of the HR in training and development 
[bookmark: _Toc47459704]    I have reflected on my skills and knowledge and have realised that I have several capabilities of working effectively as an HR professional in M&S. It would be beneficial for M&S to train and develop my skills as the HR officer by providing me, all the necessary training sessions as I am committed to accomplish my responsibilities well and lead the organisation to higher success and profitability. The training sessions would help me in controlling my weaknesses and ensure that I improve the skills required for excelling in my role as an HR officer (Kianto et al., 2017). As I have mentioned above, I have strong communicational skills which will help me in interacting with people and ensuring, that I am able to explain and delegate, the necessary information and activities to my subordinates. I also have a concrete knowledge of technology and software and this will help me to work in a better manner for the organisation. I will be able to lead the teams and motivate them. I take up on numerous responsibilities and work harder and this aptitude and motivation would boost the overall productivity and working environment of the firm. 
     Conclusion 
   The study has successfully highlighted the significance of HR role in a leading firm like M&S. It was discussed the various kinds of skills and techniques that must be possessed by individuals in order to excel in this role along with conducting a personal skills audit for understanding the areas of strengths and weaknesses. 
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Appendix 1
Personal Skills Audit
	Name: Cosmin Ionut CIUC

	Job role: Human Resource Officer


Please tick as appropriate to indicate how you would rate your skills in relation to the following work / functional areas.
	
	Very good
	Good
	Adequate
	Little or no

	Information Technology

	Use Microsoft Office Word
	· 
	
	
	

	Use Excel spreadsheet
	
	
	· 
	

	Use a Database
	
	
	· 
	

	Use specialist HR software
	
	
	· 
	

	Use the internet
	· 
	
	
	

	Use e-mail
	· 
	
	
	

	Use PowerPoint
	· 
	
	
	

	
	Very good
	Good
	Adequate
	Little or no

	Communication Skills

	Drafting contracts of employment
	
	· 
	
	

	Taking notes of disciplinary
	
	· 
	
	

	Write reports
	
	· 
	
	

	Produce material to support
	
	· 
	
	

	Delivering a training session
	
	
	· 
	

	Resolving disputes/complaint
	
	
	
	· 

	Interviewing
	
	· 
	
	

	Advising on HR issues
	
	
	· 
	



	
	Very good
	Good
	Adequate
	Little or no

	Problem solving skills

	Make good use of verbal reasoning skills, able to handle complex data and make selective use of information
	
	· 
	
	

	Explore more than one solution in order to solve a problem
	
	
	
	· 

	Consider the ideas of others to help solve problems
	
	
	· 
	



	Supervisory Management

	How much experience have you had in your role?
	
	
	< 1 month
	1-3 months
	> 3 months

	
	
	
	

	How many people have you managed at any one time?
	
	
	None
	1-5
	Above 5

	
	
	
	

	I declare that the information given in this form is true

	Signed
	COSMIN IONUT CIUC

	Date
	23/08/2020
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Conduct a personal skills audit and identify training
and development needs

¢ I have realised that I need to focus
on my problem solving skills

¢ The role of an HR encompasses
resolving  problems in  the
workplace

¢ On the other hand, I have also
realised from Brewster ef al. (2016)
that I need to improve my time
management skills

¢ Therefore, I have understood that I
need effectual training and
developmental sessions that would
help me in
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Critically assess the potential benefits to the
organisation

I have several capabilities of working
as an HR professional in M&S.

It would be beneficial for M&S to
train and develop me as its HR officer
through necessary training sessions

The training sessions would help me
in controlling my weaknesses

I have strong communicational skills

I will be able to lead the teams and
motivate them
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Conclusion

The study has effectively highlighted the significance of HR role
in a leading firm like M&S. It has discussed the various kinds of
skills and techniques that must be possessed by individuals in
order to excel in this role along with conducting a personal skills
audit for understanding the areas of strengths and weaknesses.
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Introduction

The role of the human resource encompasses several
responsibilities in organisations like Marks & Spencer and
these will be discussed in detailed in the following discussions.
It will identify the skills required by HR professionals along
with conducting an effective personal skills audit to
understand the training and developmental needs.
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Determine appropriate knowledge, skills and
behaviours (KSB) that are required by HR
professionals across the department.

It is crucial for individuals to have
several distinct knowledge, behaviours
and skills to work as an HR
professional

Communication skills: The HR
professional has to liaison with a wide
variety of people within the premises
The ability to speak to people is crucial

The HR professionals must possess
both verbal as well as non-verbal
communication skills
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Determine appropriate knowledge, skills and
behaviours (KSB) that are required by HR
professionals across the department.

Knowledge in human
resources:

The HR professionals must have
a concrete foundation in human
resources functions.

Self discipline and time
management:

The HR professionals in M&S

must be self-disciplined and have
time management skills.

They must be self-motivated
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Conduct a personal skills audit and identify
training and development needs

¢ The personal skills audit has
helped me in understanding my
skills, strengths and weaknesses

e As I have reflected on my
personal skills audit, I have
effectual informational
technology related knowledge.

¢ I have effectual communication
skills





