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· Hello! My name is Florina Loredana Lupulescu and I work as a trainee HR officer for Marks and Spencer. 
· The aim of this presentation is to show to my manager that I have a good understanding of my role in the HR department.
·  First, I will start with a description of the company I work for and then an identification of the KNOWLEDGE, SKILS and BEHAVIOURS will show what is required from my role. With the help of these personal skills audit is conducted to identify my training and development needs.
·  Finally, I will show how beneficial is for the company to train and develop me as an HR officer.
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· Marks and Spencer is the organisation chosen for this study.
· It is a British multinational retailer one of the leading retailers in the UK.
· Their products are made and sold under their name and are focused on quality, innovation and value.
· And have a wide HR department that tends to so many people’s needs within the company.
· It is a decrease of 11.9% from last year’s data (Statista, 2021).
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· Knowledge is necessary for a professional in each profession to accomplish a specific job. For an HR officer is important to know to apply his knowledge to the job Payroll Management - to keep proper records of the compensation and bonus paid to the employees – maintaining employee records
· Must be aware, develop and implement accordingly policies regarding working conditions, equal opportunities, disciplinary procedures or managing absence.
· Being a good example for his employees, A role model with ethical adoption of the entire organization's culture and strategy 
(Armstrong, 2020)
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· An HR officer must show ability need to deliver clear and effective communication It also covers how to listen to and respond to issues, as well as how to transfer and evaluate information from one department of the organisation to another. Creating an open environment by listening to staff problems and dilemmas.
· Being a competent leader to deliver a strong HR vision and mission that matches with the organization’s strategy and culture, to lead and achieve organisational change and development.
· Employee Relation is required to manage any form of conflicts within the organisation and necessary to build and maintain a strong network of professional contacts both inside and outside the company. this competency involves the skills required of an HR manager to operate as part of a team, effectively manage workplace conflicts, and engage in good negotiations while supporting the organization's activities.
· Project Management skills will help in managing the workforce of a specific project.
(Armstrong, 2020)
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· Human resource practices have a direct impact on employee attitudes and behaviours, which in turn improves organisational performance and efficiency.
· In order to gain some respect, it is necessary to adopt appropriate HR behaviour. Human resources professionals that are well-behaved demonstrate their own and the company's integrity, resulting in a respected and peaceful work atmosphere.
· Solution Oriented to bring creative solutions at the time of crisis when dealing with conflicts and need to prove hold of good leadership and team worker to manage the situation.
(Armstrong, 2020)
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· Although communication and listening are main skills for an HR officer there is still place for improvement on my side with communication as I often find myself relying on body language and face expressions when talking and must make use of formal language. Even though I am not a native English speaker, I try to convey myself clearly and talk slowly in order to be understood, as this has led to wrong reactions on my part at times. My communication will improve with everyday practice and training in the workplace. 
· Although I feel that my time management skills set me apart, this also allows me to prioritize the important tasks and achieve my objectives efficiently. I normally use a daily routine to keep track of time and sometimes I multitask to be more productive.
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· When leading I tend to make use of the democratic style, getting involved and participate and would clearly explain instruction first then show how things can be done. 
· My team working skills can help in countering other weaknesses. It allows me to manage multiple people at a time and eliminate any conflicts within a team. I would remain calm in a situation like this and choose communication to solve any issues and respect others’ ideas.
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· Being part of a large department in any organisation like HR which requires a wide range of skills and knowledge I must agree with Raeissi et al., (2021) that without help an HR officer would not perform his role properly. Therefore, implementation of proper training to ensure that these skills and knowledge are properly developed is needed. 
· The first requirement is to figure own skills that need developed so that training for improvement is offered in order to perform communication and active listening skills. This can be done with the help of learning how to be empathetic and the importance of concentration. 
· Training is required to ensure that my communication skills are properly developed so I can give proper responses to someone else’s messages.
· Working at Mark and Spencer it is very important to understand the importance of organisational administration. Training is needed to help practicing different aspect of administration in the organisation and how it can be managed efficiently otherwise this can impact the overall performance of the organisation and the acquisition of employees.


Slide 9



· As a human resource manager, it will be very important to be clear and transparent with the candidates to avoid miscommunication. On one hand the main advantage of the training would be to ensure that my communication capabilities are efficient, and I am able to do my work more transparently. Not taking the training will make me fall behind and loose knowledge. 
· Taking a training for my leadership skills will help me to understand the ways in which I can lead people and bring the best out of them. On the other hand, without training, I will not be able to achieve this and in turn my efficiency will be affected. 
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· Having analysed some of the skills an HR officer needs in order to perform his role and be productive in the HR department, which is a large department that deals with employees, it can be concluded that developing the skills necessary to perform this job are essential.
· Understanding the needs of the employees is one of the most important roles of the Human Resources Management. 
· Training in understanding the human psychology will help to understand the needs of the employees properly as this leads to increasing their morale and motivation. This can be done with the help of compensations and appraisals. 
· No taking the training will impact on individual overall performance in the organisation and company success as well. 
· If M&S would not introduce proper training, I may not be able to improve my abilities to do my job that aid in retain or hire talented employees. To ensure that I can understand the intricate needs and expectations of the employees it is important to receive proper training and help.
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This was the end of my presentation. Thank you very much for listening! 
 Here is my reference list.
Thank you!

Appendix: Personal skills audit
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Knowledge

Administrative Knowledge to ensure that the management of the organisation is efficient.

Labour Laws and  policies 

talent management, recruiting, or compensation and benefits 

Ethical practices are vital to the success of any manager



Identification of Knowledge Skill Behaviour 





Armstrong, (2020)





Knowledge is necessary for a professional in a given profession to accomplish a specific job. For an HR officer is important to know to apply his knowledge to the job Payroll Management - to keep proper records of the compensation and bonus paid to the employees – maintaining employee records

Must be well aware, develop and implement accordingly policies regarding working conditions, equal opportunities, disciplinary procedures or managing absence.

Being a good example for his employees, A role model with ethical adoption of the entire organization's culture and strategy.



3



image3.png







image2.png









Identifcation of Knowledge SKil Behaviour






image4.emf
Identification of Knowledge Skill 

Behaviour (Cont.)

Skills



Communication Skills are required to transfer important information

more clearly and transparently.



Leadership Skills will help in bringing the best out of the employees.



Relationship management are built as a result of engagement with

employees and colleagues.

Armstrong, (2020)
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Identification of Knowledge Skill Behaviour (Cont.)

Skills

Communication Skills are required to transfer important information more clearly and transparently.

Leadership Skills will help in bringing the best out of the employees.

Relationship management are built as a result of engagement with employees and colleagues.
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An HR officer must show ability need to deliver clear and effective communication It also covers how to listen to and respond to issues, as well as how to transfer and evaluate information from one department  of the organisation to another. Creating an open environment by listening to staff problems and dilemmas.

Being a competent leader  to deliver a strong HR vision and mission that matches with the organization's  strategy and culture, to lead and achieve organisational change and development.

Employee Relation is required to manage any form of conflicts within the organisation and necessary to build and maintain a strong network of professional contacts both inside and outside the company. this competency involves the skills required of an HR manager to operate as part of a team, effectively manage workplace conflicts, and engage in good negotiations while supporting the organization's activities.

Project Management skills will help in managing the workforce of a specific project.



Project management skills
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Identification of Knowledge Skill 

Behaviour (Cont.)

Behaviour



Purpose Oriented to ensure that the human resources manager

understands the objective of the organisation.



Adaptability to different situation and alter the workforce accordingly.



teamwork, leadership, communication, solving of conflicts, and crisis

management

Armstrong, (2020)
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Behaviour

Purpose Oriented to ensure that the human resources manager understands the objective of the organisation.

Adaptability to different situation and alter the workforce accordingly.

teamwork, leadership, communication, solving of conflicts, and crisis management



Armstrong, (2020)





Human resource practices have a direct impact on employee attitudes and behaviours, which in turn improves organisational performance and efficiency.

In order to gain some respect, it is necessary to adopt appropriate HR behaviour. Human resources professionals that are well-behaved demonstrate their own and the company's integrity, resulting in a respected and peaceful work atmosphere.

Solution Oriented to bring creative solutions at the time of crisis when dealing with conflicts and need to prove hold of good leadership and team worker to manage the situation.
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Skills Audit 

• My communication skills need improvement.

• Active listening skills are essential for a successful

communication process since they allow to better understand the

speaker's perspective (Tabieh et al., 2021).

• Strong time management skills.
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Skills Audit 

My communication skills need improvement.

Active listening skills are essential for a successful communication process since they allow to better understand the speaker's perspective (Tabieh et al., 2021).

Strong time management skills.







Although communication and listening  are main skills for an HR officer there is still place for improvement on my side with communication as  I often find myself relying on body language and face expressions when talking and must make use of formal language. Even though I am not a native English speaker, I make an effort to convey myself clearly and talk slowly in order to be understood, as this has led to wrong reactions on my part at times. My communication will improve with everyday practice and training in the workplace. 

Although I feel that my time management skills set me apart, this also allows me to prioritize the important tasks and achieve my objectives efficiently. I normally use a daily routine to keep track of time and sometimes I multitask to be more productive.
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Skills Audit (Cont.)

• My leadership skills are not my forte either and also require

improvement.

• I am a firm believer of democratic leadership style that allows me to

delegate the work efficiently.

• Make us of other skills to work on weaknesses like my team working

skills to solve conflict.
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Skills Audit (Cont.)

My leadership skills are not my forte either and also require improvement.

 I am a firm believer of democratic leadership style that allows me to delegate the work efficiently. 

Make us of other skills to work on weaknesses like my team working skills to solve conflict.







When leading I tend to make use of the democratic style, getting involved and participate and would clearly explain instruction first then show how things can be done. 

My team working skills can help in countering other weaknesses. It allows me to manage multiple people at a time and eliminate any conflicts within a team. I would remain calm in a situation like this and choose communication to solve any issues and respect others ideas.
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Identification of training requirements

• The human resources department is very vast and it requires immense

sets of skill and knowledge.

• It is impossible for someone to develop these performance aspects in the

human resources department on their own (Raeissi et al., 2021).

• It is a manager's responsibility to see that his or her skills are being

developed in order to perform their current job and in order to advance in

their career.

• Providing consistent and correct skills at the appropriate moment can aid in

effective training and the acquisition of the necessary knowledge and skills

by managers and employees.
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Identification of training requirements 

The human resources department is very vast and it requires immense sets of skill and knowledge. 

It is impossible for someone to develop these performance aspects in the human resources department on their own (Raeissi et al., 2021). 

It is a manager's responsibility to see that his or her skills are being developed  in order to perform their current job and in order to advance in their career.

Providing consistent and correct skills at the appropriate moment can aid in effective training and the acquisition of the necessary knowledge and skills by managers and employees.







Being part of a large department in any organisation like HR which requires a wide range of skills and knowledge I must agree with Raeissi et al., (2021) that without help an HR officer would not perform his role properly. Therefore, implementation of proper training to ensure that these skills and knowledge are properly developed is needed. 

The first requirement is to figure own skills that need developed so that training for improvement is offered in order to perform communication and active listening skills. This can be done with the help of learning how to be empathetic and the importance of concentration. 

Training is required to ensure that my communication skills are properly developed so  I can give proper responses to someone else’s messages.

Working at Mark and Spencer it is very important to understand the importance of organisational administration. Training is needed to help practicing different aspect of administration in the organisation and how it can be managed efficiently otherwise this can impact the overall performance of the organisation and the acquisition of employees.
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Identification and critical evaluation of the required 

training for myself 

• Improper transfer of information and data is often the cause for

miscommunication among the company and the candidate (Raeissi et

al., 2021).

• To ensure that my weaknesses are properly managed and I can

develop myself into a better practitioner, training is a very important

factor.

• Training in communication skills is required to ensure that I can

communicate with employees properly and deal with conflicts.

• Lack of training or no training will lead to losing on knowledge

acquisition.


Microsoft_PowerPoint_Slide8.sldx
Identification and critical evaluation of the required training for myself 

Improper transfer of information and data is often the cause for miscommunication among the company and the candidate (Raeissi et al., 2021). 

To ensure that my weaknesses are properly managed and I can develop myself into a better practitioner, training is a very important factor. 

 Training in communication skills is required to ensure that I can communicate with employees properly and deal with conflicts. 

Lack of training or no training will lead to losing on knowledge acquisition.







As a human resource manager, it will be very important to be clear and transparent with the candidates to avoid miscommunication. On one hand the main advantage of the training would be to ensure that my communication capabilities are efficient and I am able to do my work more transparently. Not taking the training will make me fall behind and loose knowledge. 

Taking a training for my leadership skills will help me to understand the ways in which I can lead people and bring the best out of them. On the other hand, without training, I will not be able to achieve this and in turn my efficiency will be affected. 
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Conclusion

• Development of skills and abilities for the role is essential.

• Competency level of HR officers/Managers is vital in the functioning of the company and

enhancing the HR roles is an important business strategy.

• Employee morale and commitment are boosted, as is knowledge exchange and idea

generating, thanks to training and development opportunities.

• M&S should create clear policies and initiatives that promote the significance of continual

learning and development for managerial success, and reward those who use their skills and

abilities with progression based on their performance.
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Conclusion 

Development of skills and abilities for the role is essential.

Competency level of HR officers/Managers is vital in the functioning of the company and enhancing the HR roles is an important business strategy.

Employee morale and commitment are boosted, as is knowledge exchange and idea generating, thanks to training and development opportunities.

M&S should create clear policies and initiatives that promote the significance of continual learning and development for managerial success, and reward those who use their skills and abilities with progression based on their performance.





Having analysed some of the skills an HR officer needs in order to perform his role and be productive in the HR department which is a large department that deals with employees , it can be concluded that developing the skills necessary to perform this job are essential.

Understanding the needs of the employees is one of the most important roles of the Human Resources Management. 

Training in understanding the human psychology will help to understand the needs of the employees properly as this leads to increasing their morale and motivation. This can be done with the help of compensations and appraisals. 

No taking the training will impact on individual overall performance in the organisation and company success as well. 

If M&S would not introduce proper training I may not be able to improve my abilities to do my job that aid in retain or hire talented employees. To ensure that I can understand the intricate needs and expectations of the employees it is important to receive proper training and help .
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This was the end of my presentation. Thank you very much for listening! 

 Here is my reference list.

Thank you!
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Developing Relationships and Workplace Achievements BMSW5102



Training and Development needs for an HR officer

at Marks and Spencer

By: Florina Loredana Lupulescu (1922055)

Lecturer: Gregory Cowan

University of Wales Trinity Saint David







Hello! My name is FLL and I work as a trainee HR officer for Marks and Spencer. 

The aim of this presentation is to show to my manager that I have a good understanding of my role in the HR department.

 First I will start with a description of the company I work for and then an  identification of the KNOWLEDGE, SKILS and BEHAVIOURS will show what is required from my role. With the help of these a personal skills audit is conducted to identify my training and development needs.

 Finally I will show how beneficial is for the company to train and develop me as an HR officer.
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• One of the UK’s leading retailers that focuses on own businesses,

including Food, Clothing & Home, in the UK and internationally

• Started in 1884, when Michael Marks and Thomas Spencer created the

company as a market stall (Marks and Spencer plc, 2021).

• Steve Rowe is currently leading the company and acts as the CEO of the

company

• employing more than 70 thousand people in their 1500 stores around the

world.

• Marks and Spencer earned a revenue of over 9 million GBP in the year

2021 (Statista, 2021).

Introduction of the Company
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One of the UK’s leading retailers that focuses on own businesses, including Food, Clothing & Home, in the UK and internationally 

Started in 1884, when Michael Marks and Thomas Spencer  created the company as a market stall (Marks and Spencer plc, 2021).

Steve Rowe is currently leading the company and acts as the CEO of the company

employing more than 70 thousand people in their 1500 stores around the world.

 Marks and Spencer earned a revenue of over 9 million GBP in the year 2021 (Statista, 2021).



Introduction of the Company 





Marks and Spencer is the organisation chosen for this study.

It is a British multinational retailer actually one of the leading retailers in the UK.

Their products are made and sold under their name and are focused on quality, innovation and value.

And definitely have a wide HR department that tends to so many people’s needs within the company.

It is a decrease of 11.9% from last year’s data (Statista, 2021).
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Knowledge



Administrative Knowledge to ensure that the management of the

organisation is efficient.



Labour Laws and policies



talent management, recruiting, or compensation and benefits



Ethical practices are vital to the success of any manager

Identification of Knowledge Skill Behaviour 

Armstrong, (2020)


