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The human resource management of the organisation is considered as the backbone of the organisation because they help organisations to maintain an effective relation with the management and the employees so that the venture can survive in the market for long run. Furthermore, the HR representatives are also responsible for providing training to employees so that they can help the venture to boost their quality and quantity of production. In the present study, the behaviour and skills of HR professional will be discussed. In addition to that, performance audit has also been designed. Lastly, the main findings of the study will be discussed in the conclusion section. In the present study, the functions of HR related to M&S will be discussed. 
M&S is considered as one of the largest retail sector in global market. Michael Marks and Thomas Spencer have launched the venture in the year 1884. Presently, the venture has started operating in 1463 location. By 2022, the management of the venture has decided to close near about 100 stores. As per the present annual report, the management of the venture has decided to recruit 20,000 employees.
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The knowledge skills and behaviour of HR professionals have been discussed below: 


Coordination within the organisation
The main responsibility of the HR professional is to coordinate with other department so that operation of the venture can be completed in a smooth manner. In addition to that, coordination among employees also helps to maintain an effective relation with the line managers (Naznin and Hussain, 2016)


Promoting effective culture within the organisation
The HR managers are also responsible for mating culture within the organisation. They also hire employees from different cultural background so that diversity can be maintained. Equal importance is given to all employees so that employee retention rate can be enhanced. 


Further, it has been noted that the HR management need to have interpreting skills along with technical, skills, communication skills, organisational skills and teamwork skills. In addition to that, to that, the HR manager of M&S needs to be versatile so that they can collaborate with different departments in order to smoothen the operation of the venture. In addition to that, the HR manager needs to have transparent behaviour so that conflicts within employees can be minimised. Creative behaviour helps the managers to innovate new products and services within the organisation so that output of the venture can be boosted. Lastly, it has been noted that logical behaviour of HR managers also help to solve complex situation (Kayl et al., 2017).
[bookmark: _Toc48756617]Conduct a personal skills audit for yourself (with the use of appendix B) and identify training and development needs considering the knowledge, skills and behaviours you identified in task (1) 
Role and importance of training and development within the organisation


Training and development plays an important role within the organisation because it helps to boost the skill level of employees. In addition to that, training sessions help to mould the employees of the organisations. In addition to that, the training needs to be provided on time so that performance of the employees can be boosted. Training helps to increase the engagement of the employees so that employees’ performance can be tracked. Thus, to boost the holistic development of employees the management of M&S has conducted various training sessions for the employees. The management of M&S has also conducted coaching sessions for the employees. Based on the performance of the employees, they also provide rewards and incentives so that motivation level of employees also get boosted (Ivanova, 2016).
I need training sessions because I have noted some issues within myself after performing the skill audit. On the contrary, the improvements that will help to boost my skills as an HR professional have been discussed below: 


Knowledge
I think that that I need to improve my knowledge so that I can come to come know the policies of the organisation. In addition to that, if I can gain knowledge regarding the policies if the organisation then transparency can be maintained.
Skills
I have also come to know that I need to develop my communication skills and technological skills. To develop my communication skill I need to take part in-group activities so that I get a chance to communicate with my teammates. Further, I need to boost my individual communication skills so that my confidence level can also be increased. In addition to that, to develop my technological skills, I need to take training form the management of the organisation so that I can complete my tasks in a smooth manner (Kayl et al., 2017).


Lastly, it has been noted that I did not notice any further development in my behaviour after conducting the skill audit
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Through the above analysis, it has been noted that training and development plays an important role within the organisation because it helps to develop the skills of employees. As per the literary underpinngs of Wheeler et al. (2017), training is important because it moulds the performance of the employees so that ventures can get a chance to earn high rate of profit in the market. For instance, in my case training is important to develop my communication, technical and knowledge so that I can perform well as an HR manager. However, Rodriguez and Walter (2016), has stated that employee training is nothing but it can be considered as wastage of money. Therefore, budget planning needs to be done effectively. Some of the authors have also stated that through training resources are wastage thus, competitive advantage can also witness a downfall. However, for M&S, provision of training is important so that employee’s skills can be boosted.
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Thus, after completing the study, it has been noted that human resource management plays an important role within the organisation because they look after the training and development of employees. Further, after conducting the skill audit I have noted that I need to learn more about organisational policy. Further, I need to improve my communication skills and technical skills. However, no such changes are required in the behaviour. Lastly, importance of training and development within organisations will be discussed through critical analysis
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	Personal Skills Audit
	Name
	

	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
	· 
	
	
	



	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
	

	Date
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•

Preparation of policy of the organisation

• The HR manager is responds for forming the policies of the organisations so that transparency

ofthe work
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Recruiting the staffs

• The human resource management of the organisation is responsible for recruiting the staffs so

that operation of the venture can be conducted smoothly
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Skills, knowledge and behaviour of HR professionals 

 Preparation of policy of the organisation

The HR manager is responds for forming the policies of the organisations so that transparency of the work 

Recruiting the staffs

The human resource management of the organisation is responsible for recruiting the staffs so that operation of the venture can be conducted smoothly





Coordination within the organisation

The main responsibility of the HR professional is to coordinate with other department so that operation of the venture can be completed in a smooth manner. In addition to that, coordination among employees also helps to maintain an effective relation with the line managers (Ivanova, 2016).
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• After providing the advertisement, the selection process begins by conducting interviews.

Based on the interview results the employees are selected and recruited.

•

Preparing the hand book

• The HR managers are also responsible for preparing the handbook for the employees

• In addition to that, the handbooks need to be distributed among the employees so that they can

come to know the rules and regulations of the employees.
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After providing the advertisement, the selection process begins by conducting interviews. Based on the interview results the employees are selected and recruited. 

Preparing the hand book

The HR managers are also responsible for preparing the handbook for the employees

In addition to that, the handbooks need to be distributed among the employees so that they can come to know the rules and regulations of the employees.







Further, it has been noted that the HR management need to have interpreting skills along with technical, skills, communication skills, organisational skills and teamwork skills. In addition to that to that, the HR manager of M&S needs to be versatile so that they can collaborate with different departments in order to smoothen the operation of the venture. In addition to that, the HR manager need to have transparent behaviour so that conflicts within employees can be minimised. Creative behaviour helps the managers to innovate new products and services within the organisation so that output of the venture can be boosted. Lastly, it has been noted that logical behaviour of HR managers also help to solve complex situation (Naznin and Hussain, 2016).
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•

Pay role of the employees

•

Lastly, it has been noted that the HR management of the organisation is also responsible for fixing

the pay role of the employees so that they can be motivated

•

.In addition to that, the pay role is being fixed as per the efficiency and job role of employees so that

discrimination can be mitigated.
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Pay role of the employees

Lastly, it has been noted that the HR management of the organisation is also responsible for fixing the pay role of the employees so that they can be motivated

.In addition to that, the pay role is being fixed as per the efficiency and job role of employees so that discrimination can be mitigated.









Lastly, it has been noted that logical behaviour of HR managers also help to solve complex situation.
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Skill Audit

• In order to analyse the skills of employees a skill audit has been performed so that I can

analysis my weakness and strength.

• In addition to that, I have also noted that I do not need to improve my behaviour towards the

employees because I always try to analyse their issues and solve them so that their motivation

level regarding their job responsibilities can be increased

• On the contrary, I need to improve my technical skills because I lack knowledge in certain

fields such as usage of Excel sheets

• Further, At times I also fail to maintain the database
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Skill Audit

In order to analyse the skills of employees a skill audit has been performed so that I can analysis my weakness and strength.

In addition to that, I have also noted that I do not need to improve my behaviour towards the employees because I always try to analyse their issues and solve them so that their motivation level regarding their job responsibilities can be increased

On the contrary, I need to improve my technical skills because I lack knowledge in certain fields such as usage of Excel sheets

Further, At times I also fail to maintain the database





I have also come to know that I need to develop my communication skills and technological skills. To develop my communication skill I need to take part in group activities so that I get a chance to communicate with my team mates. Further, I need to boost my individual communication skills so that my confidence level can also be increased. In addition to that, to develop my technological skills, I need to take training form the management of the organisation so that I can complete my tasks in a smooth manner (Ivanova, 2016).
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• Therefore, I have decided to undertake training so that my technical skills can be improved

largely.

• After receiving training, I have improved my skills in PowerPoint preventatives, HRM

software and usage of E-mail

• At the time of communicating too, the employees I prefer to use Email. The information of

the employees is also being stored within HRM software.

• I have also noted that I need to improve my communication skills such as writing employee’s

information and conducting interview

• Further, I have decided to boost my vocabulary so that I can use them while drafting the

information of the employees
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Continued

Therefore, I have decided to undertake training so that my technical skills can be improved largely.

After receiving training, I have improved my skills in PowerPoint preventatives, HRM software and usage of E-mail

At the time of communicating too, the employees I prefer to use Email. The information of the employees is also being stored within HRM software.

I have also noted that I need to improve my communication skills such as writing employee’s information and conducting interview

Further, I have decided to boost my vocabulary so that I can use them while drafting the information of the employees





I think that that I need to improve my knowledge so that I can come to come know the policies of the organisation. In addition to that, if I can gain knowledge regarding the policies if the organisation then transparency can be maintained.

Lastly, it has been noted that I didnot notice any further development in my behaviour after conducting the skill audit (Kayl et al., 2017).
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• In addition to that, I have also decided to learn the regional language so that miss

communication can be mitigated.

• I addition to that I have also decided to take part in creative writing so that I can boost my

writing skills

• At the same time, I will take part in-group and individual discussions so that I can boost my

communication skills while conducting the interview.

•
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In addition to that, I have also decided to learn the regional language so that miss communication can be mitigated.

I addition to that I have also decided to take part in creative writing so that I can boost my writing skills

At the same time, I will take part in-group and individual discussions so that I can boost my communication skills while conducting the interview.

 









I have also decided to learn the regional language so that miss communication can be mitigated
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Critical analysis 

• As per the comment Rodriguez and Walter (2017), HR management of an organisation is

known as the backbone because they are responsible for providing training to the employees

and look after their development.

• In addition to that Mira and Odeh (2019), mentioned that HR management helps to make the

workforce productive

• On the contrary Orest Weber et al (2016), has mentioned that recruitment and training both

has created a negative impact on the organisation because it increases the overall expenditure

ofthe organisation

• It also increases the wastage of the resource thus; sustainability of the venture can get
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Critical analysis 

As per the comment Rodriguez and Walter (2017), HR management of an organisation is known as the backbone because they are responsible for providing training to the employees and look after their development.

In addition to that Mira and Odeh (2019), mentioned that HR management helps to make the workforce productive

On the contrary Orest Weber et al (2016), has mentioned that recruitment and training both has created a negative impact on the organisation because it increases the overall expenditure of the organisation

It also increases the wastage of the resource thus; sustainability of the venture can get





Through the above analysis, it has been noted that training and development plays an important role within the organisation because it helps to develop the skills of employees. As per the literary underpinngs of Wheeler et al. (2017), training is important because it moulds the performance of the employees so that ventures can get a chance to earn high rate of profit in the market. For instance, in my case training is important to develop my communication, technical and knowledge so that I can perform well as an HR manager. However, Rodriguez and Walter (2016), has stated that employee training is nothing but it can be considered as wastage of money. Therefore, budget planning needs to be done effectively. Some of the authors have also stated that through training resources are wastage thus, competitive advantage can also witness a downfall. However, for M&S, provision of training is important so that employee’s skills can be boosted.
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Conclusion

• Thus, after completing the presentation, It has been noted that I need to boost some of

communication and technical skills so that I can give my best to the organisation.

• It will also help the employees to perform their activities in an effective manner.

• Furthermore, the functions of the HRM department have also been discussed in the

presentation.

• Lastly, the functions of the HRM has also been discussed critically by presenting the view

points of the authors.
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Conclusion

Thus, after completing the presentation, It has been noted that I need to boost some of communication and technical skills so that I can give my best to the organisation.

 It will also help the employees to perform their activities in an effective manner.

 Furthermore, the functions of the HRM department have also been discussed in the presentation.

 Lastly, the functions of the HRM has also been discussed critically by presenting the view points of the authors.







Thus, after completing the study, it has been noted that human resource management plays an important role within the organisation because they look after the training and development of employees. Further, after conducting the skill audit I have noted that I need to learn more about organisational policy. Further, I need to improve my communication skills and technical skills. However, no such changes are required in the behaviour. Lastly, importance of training and development within organisations will be discussed through critical analysis
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Introduction

• Human resource department plays an important role within the organisation

• They are also responsible for training and development of the employees

• They also mould the skills of the employees so that their level of efficiency can be

boosted

• Effective training also helps to boost quality and quantity of production

• In the present study, the skills of HR employees will be discussed

• The skill gap of the employees will also be analysed
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Human resource department plays an important role within the organisation

They are also responsible for training and development of the employees

They also mould the skills of the employees so that their level of efficiency can be boosted

Effective training also helps to boost quality and quantity of production

In the present study,  the skills of HR employees will be discussed

The skill gap of the employees will also be analysed









The human resource management of the organisation is considered as the backbone of the organisation because they helps organisations to maintain an effective relation with the management and the employees so that the venture can survive in the market for long run. Furthermore, the HR representatives are also responsible for providing training to employees so that they can help the venture to boost their quality and quantity of production. In the present study, the behaviour and skills of HR professional will be discussed. In addition to that, performance audit has also be designed. Lastly, the main findings of the study will be discussed in the conclusion section. In the present study, the functions of HR related to M&S  will be discussed. 

M&S is considered as one of the largest retail sector in global market. The venture has been launched in the year 1884 by Michael Marks and Thomas Spencer. Presently, the venture has started operating in 1463 location. By 2022, the management of the venture has decided to close near about 100 stores. As per the present annual report, the management of the venture has decided to recruit 20,000 employees.
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