UNIVERSITY OF WALES: TRINITY SAINT DAVID










Developing Relationships and Workplace Achievements







BA (Hons) Leadership and Management Skills for the Workplace 
Student Name: Corina Lupu
Student Number: 1913126
Lecturer Name: Molly Jack


Table of Contents
Introduction	3
The Standard Casual Model of HRM:	3
Personal skills analysis	5
Benefits of a trained HR officer to the organisation	8
Conclusion	9
Reference List	10
Appendices	11



[bookmark: _Toc70705386]Introduction 
A Human Resource Officer is a knowledgeable and skilled employee of the firm whose responsibilities include orientation, hiring, training and development of new staff. They play an important role in the organisation since the workforce is the backbone of an organisation and if they are not completely satisfied, it hampers the entire business operations (forbes.com, 2018). 
The Waterside Inn is one of the finest dining restaurants in the UK which offers a luxurious dining experience and seamless hospitality. Customers enjoy the natural relaxed atmosphere while having the best cuisines served (waterside-inn.co.uk, 2021).
[bookmark: _Toc70705387]The Standard Casual Model of HRM: 
The model shows how the qualities and skills of an HR employee align with that of the strategies of the organisation which lead to an overall improvement in the business performance (Vulpen, 2018). The knowledge and skills of an HR that is required to work in The Waterside Inn restaurant are listed as follows:  
· Communication skills: Interacting with employees is the basic routine for HR so they need to possess effective communication skills. They should understand human emotion as well as know how to provide effective solutions during various issues. 
· Administration Skills: The job of an HR also involves managing the administrative duties such as employees, absence, payroll as well as various other activities of the restaurant. 
· HRM technologies: There have been several developments in the HR field and new technologies have been implemented to make the job easier.
· Advising and Coaching: Whenever employees face any problems they come to HR for advice. The issues can be personal or professional, but a HR must be prepared to handle the circumstances (Kurter, 2018). 
· Intercultural Knowledge: Large restaurants like The Waterside Inn hire employees from multiple background and culture. There is an intercultural sensitivity in the atmosphere and the HR must be skilled in handling intercultural differences so they could retain the best employees for work. 
HR also needs to have the right attitude and behaviour to complete their job. The behaviour and attitude they require are listed as follows:
· Transparency: A HR officer cannot take decisions and give solutions without thinking. They need to be both professional and fair so the employees can share their issues freely. 
· Trustworthiness: Most employees share their issues with HR which they do not want anyone else to know about. This is the reason HRs must be trustworthy to keep the secrets of other employees. 
· Friendly: Despite being a manager, they need to maintain a friendly endeavour so that employees can easily approach them (Wishart, 2019). If they would be very strict, their staff would not be able to share their problems. 
· Solution-oriented: HRs must-have a solution-oriented attitude. They find a need to analyse the issues of the employees and come up with an effective solution to solve their problems.
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SWOT Analysis:
	Strengths
	Weakness

	I have skills such as Communication skills, Advising and Coaching, and Intercultural Knowledge. I am also trustworthy as well as friendly in nature.
	I am still weak at administration Skills, HRM technologies and Intercultural Knowledge. I find it difficult to handle complicated and sensitive situations.

	Opportunities
	Threats

	I would be able to learn new skills which will improve my overall performance.
	There are chances when I would not be able to master certain skills.


Table 1: SWOT Analysis





	Knowledge and Skills

	
	Summary
	Confidence
(1-5)
	Usage
	Needs Improvement
	Training and Development

	Communication skills
	I have strong communication skills and I can easily communicate with anyone I want.
	4 - Confident
	It can be used to communicate with the employees and understanding their needs.
	No
	

	Administration Skills
	I still need to improve my administrative skills. I will allocate my time to improve this skill.
	2- Not very confident
	It would be used to manage administrative duties such as employee, absence, payroll, and so on.
	Yes
	Attending course, conference or seminars.


	HRM technologies
	I cannot handle HRM technologies so I will apply to difference to acquire those skills
	1- Not very confident
	This knowledge will help me to use HRM technologies which will make my work easier.
	Yes
	Joining different programs and Courses 

	Advising and Coaching
	I am extremely good at coaching and advising people.
	5- Very Confident
	This skill could be used to solve the problem of employees and will help motivate them. 
	No
	

	Intercultural Knowledge
	I have no intercultural knowledge as such so I will be spending time reading books that will help me to acquire this knowledge.
	1- Not very confident
	The skills could be used to understand employees of a different culture. 
	Yes
	Interaction with different kinds of people
Learn new languages

	Behaviour

	Transparency
	I still need to work on transparency because sometimes I find it difficult to deal with sensitive matters. 
	3 - Little confidence
	My behaviour will allow other employees to open to me.
	Yes
	Take on different projects so I would be adapted to handling sensitive and difficult situations.

	Trustworthiness
	I am very trustworthy, and people can rely on me without any issues.
	5- Extremely Confident
	My behaviour of Trustworthiness will allow others to share their private issues with me without any trouble.
	No
	

	Friendly
	I am extremely friendly, and people can easily approach me. I have no trouble making friends or communicating.
	5- Extremely Confident
	If employees see this behaviour, they can approach me and share their issues. 
	No
	

	Solution-oriented
	Even though I am a solution-oriented person, I still need some advancement to handle job work..  
	4- Confident
	This will allow me to have a positive outlook in every situation and I can solve my employee’s problems with ease.
	Yes
	I will practise changing my mindset and more focus on finding solutions rather than focusing on questions.


Table 2: Person Skill Audit

[bookmark: _Toc70705389]Benefits of a trained HR officer to the organisation 

Hiring and Training: Restaurants are delicate places to work because employees directly communicate with customers. Successful restaurants like The Waterside Inn hire HR officers to prepare job descriptions based on the requirement and select only those employees which can handle their job. They are also the ones to provide specific training to the employees so that could easily handle the issues and needs of the customers.
Performance Management System: It is an important part of HR because restaurants need to make sure their employees are motivated enough to serve the customers as best as they can as it directly impacts their business. Therefore, through PMS HR manages to reward and recognise the employees and keeps them motivated (Bhagria, 2014). 
Building Working Environment: Every organisation has beliefs and follows a certain culture. HR’s job is to maintain that culture. They are responsible for building a working environment where employees can work and thrive. 
Conflict Management: Employee disagreement and conflicts directly impact the business of the Waterside Inn. There are instances when employees engage in. In such a scenario, HR manages the conflict and make them completely sort out their issues. 
[bookmark: _Toc70705390]Conclusion 
HR officers play an important role in the business operations of an organisation. From the study, it can be concluded that to become an HR officer a person must have a set of skills and appropriate behaviour. It has also been concluded that they are highly beneficial for businesses to operate and function properly.  
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Appendix 1: Personal Skills Audit

	Name     CORINA LUPU

	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 experience

	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 experience

	Communication Skills

	Drafting contracts of employment
	
	· 
	
	

	Taking notes of disciplinary
	
	· 
	
	

	Write reports
	· 
	
	
	

	Produce material to support presentations
	· 
	
	
	

	Delivering a training session
	
	· 
	
	

	Resolving disputes/complaints
	· 
	
	
	

	Interviewing
	· 
	
	
	

	Advising on HR issues
	· 
	
	
	




	
	Very good
	Good
	Adequate
	Little or no experience

	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
	

	Date
	





Appendix 2: Ms. PowerPoint file
[image: ]
[image: ]


[image: ]
[image: ]



[image: ]
[image: ]


[image: ]
[image: ]




[image: ]
[image: ]


16

image1.png
Training and Development needs
for a HR officer

Name: Corina Lupu
Student Number: 1913126
Module Code: BMSW 5102
Lecturer: Molly Jack




image2.png
CONTENTS

Introduction

Knowledge and Skills required in an HR

Behaviour Required for the role of an HR

SWOT Analysis

A personal skills audit that is needed for considering the Skills and Knowledge
A personal skills audit that is needed for considering the Behaviour

Benefits of a trained HR officer to the organisation

Conclusion




image3.png
Introduction

— A Human Resource Officer is a knowledgeable and skilled employee of the firm

whose responsibilities include orientation, hiring, training and development of new

staff. Their main purpose is to look after the workforce of the organisation. They play
an important role in the organisation since the workforce is the backbone of an
organisation and if they are not completely satisfied, it hampers the entire business
operations (forbes.com, 2018). HR officers are also involved in the recruitment

process where they post ads and prepare job descriptions.

— The Waterside Inn is one of the finest dining restaurants in the UK which offers a
luxurious dining experience and seamless hospitality. Customers enjoy the natural

relaxed atmosphere while having the best cuisines served (waterside-inn.co.uk,
2021).
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Knowledge and Skills required in an HR

The Standard Casual Model of HRM:

The model shows how the qualities and skills of an HR align with that of the
strategies of the organisation which leads to an overall improvement in the
business performance. HR experts need to have the right skills and attitude
to implement strategies of training, hiring, appraisal, and compensation.
The knowledge and skills of an HR that is required to work in The
Waterside Inn restaurant are listed as follows:

»Communication skills

»Administration Skills

»HRM technologies
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Behaviour Required for the role of an HR

HR also needs to have the right attitude and
behaviour to complete their job. The behaviour

and attitude they require are listed as follows:

»>Transparency
> Trustworthiness
»>Friendly

> Solution-oriented
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SWOT Analysis

Strengths Weakness

| have skills such as Communication skills, Advising | | am still weak at administration Skills, HRM technologies and
and Coaching, and Intercultural Knowledge. | am also | Intercultural Knowledge. | find it difficult to handle complicated

trustworthy as well as friendly in nature. and sensitive situations.

Opportunities Threats

I would be able to learn new skills which will improve | There are chances when | would not be able to master certain

my overall performance. skills
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A personal skills audit that is needed for considering the behaviour

Knowledge and Skills

Summary Confidence Usage Needs Improvement | Training and Development
(15
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A personal skills audit that is needed for considering the behaviour

Behaviour
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Benefits of a trained HR officer to

the organisation

The benefits of an HR officer are listed as follows:
>Hiring and Training:

»Performance Management System:

»>Building Working Environment:

»Conflict Management:

»Developing good relations:
»Employee Retention:




image10.png
Conclusion

HR officer plays an important role in the business operations of an
organisation. From the study, it can be concluded that to become
an HR officer a person must have a set of skills and behaviour. It
has also been concluded that they are highly beneficial for

businesses to operate and function properly.




