


Slide 1







Slide 2







Slide 3







Slide 4







Slide 5







Slide 6







Slide 7







Slide 8







Slide 9







Slide 10







Slide 11





APPENDIX
PERSONAL SKILLS AUDIT


Microsoft_PowerPoint_Slide1.sldx
TRAINING AND DEVELOPMENT NEEDS FOR HR OFFICERS

COSTA COFFEE







image1.jpg














image5.emf
INTRODUCTION

HR Officers can perform a broad

range of tasks by being a

generalist or focus of specific

areas and task by becoming

specialist in that role (Vokoun et

al.,2018).

The presentation will include the identification of skills, knowledge and skills required 

by the HR officers across all the departments in the business organization. These

special tasks can include training and coaching, employee relations, health and 

safety, etc.HR role deals with management, employment, development and 

performance of people in business organisation.(Armstrong, 2020). Costa Coffee was 

founded by Bruno and Sergio Costa in 1971. The heart of company is in Dunstable, 

England and is the largest coffee chain in UK.(Costa Coffee, 2021). The presentation 

will be studying the role and responsibility of HR officers in the company Costa 

Coffee. There will also be a personal skill audit for the identification of my training 

and development need for becoming an HR officer. At last, there will be critical 

evaluation for organisation to develop me to be HR officer by training and 

development.
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INTRODUCTION


HR Officers can perform a broad range of tasks by being a generalist or focus of specific areas and task by becoming specialist in that role (Vokoun et al.,2018). 








The presentation will include the  identification of skills, knowledge and  skills required by the HR officers across all the departments in the business organisation. These special tasks can include training and coaching, employee relations, health and safety, etc. The presentation will be studying the role and responsibility of HR officers in the company Costa Coffee. There will also be a personal skill audit for the identification of my training and development need for becoming an HR officer. At last there will be critical evaluation for organisation to develop me to be hr officer by training and development. 
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SKILLS AND

KNOWLEDGE

REQUIRED BY 

THE HR

PROFESSIONAL



Communication Skills



Knowledge of Different Cultures



Active Listening Skills



Academic Writing Skills



Negotiation Skills



Accounting and Financial Knowledge



Keen Observation Skills



Technique Skills Like MS Office

•Communication Skills – For actively communicating with the employees and workers for training and development process at costa coffee.

•Knowledge of Different Cultures – To promote the equality and diversity among the workers at costa coffee.

•Active Listening Skills - For effective listening of the problems and issues faced by the employees and workers inside the business organisation

•Academic Writing Skills - For tasks like preparing staff handbooks and official information circulars for the employees at different coffee houses.

•Negotiation Skills – For dealing with the staffs regarding the issues like compensation and working condition at the cafes.

•Accounting and Financial Knowledge – For administrating the payrolls of the existing employees and salaries for the new employees.

•Keen Observation Skills – For monitoring the performances of the employees regarding their interaction with the customers.

•Technique Skills Like MS Office – For maintaining the employee records and other official works (Lawler and Boudreau, 2020).
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Communication Skills – For actively communicating with the employees and workers for training and development process at costa coffee. 


Knowledge of Different Cultures – To promote the equality and diversity among the workers at costa coffee.


Active Listening Skills - For effective listening of the problems and issues faced by the employees and workers inside the business organisation


Academic Writing Skills - For tasks like preparing staff handbooks and official information circulars for the employees at different coffee houses.  


Negotiation Skills – For dealing with the staffs  regarding the issues like compensation and working condition at the cafes. 


Accounting and Financial Knowledge – For administrating the payrolls of the existing employees and salaries for the new employees. 


Keen Observation Skills – For monitoring the performances of the employees regarding their interaction with the customers.


Technique Skills Like MS Office – For maintaining the employee records and other official works (Lawler and Boudreau, 2020).
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BEHAVIOURAL

REQUIREMENTS

FOR HR

PROFESSIONALS



Transparency and Trust Build-up



Orientated Towards the Purpose



Technological Awareness



Adaptability



Focus on Solutions

•Transparency and Trust Build-up – To create a relationship of trust with the employees and other members in the Costa Coffee.

•Orientated Towards the Purpose – For concentrating on the focused targets and not get persuaded by the emotions of the employees.

•Technological Awareness – For being aware regarding the latest tools and technologies being used in the caffe industry.

•Adaptability – For adjusting in the changing situations at the workplace as well as the business industry.

•Focus on Solutions - For extracting the best outcomes for Costa Coffee during any negotiation or mediation process (Profiroiu and Hurdubei, 

2018).

In any organization, the social process is to have a strong communication skills, team behavior , power, leadership and conflict that need understood by 

the organization to achieve their goal.(Armstrong,M.,2020)
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Transparency and Trust Build-up – To create an relationship of trust with the employees and other members in the costa coffee.


Orientated Towards the Purpose – For concentrating on the focused targets and not get persuaded by the emotions of the employees.  


Technological Awareness – For being aware regarding the latest tools and technologies being used in the caffe industry.  


Adaptability – For adjusting in the changing situations at the workplace as well as the business industry. 


Focus on Solutions -  For extracting the best outcomes for Costa Coffee during any negotiation or mediation process (Profiroiu and Hurdubei, 2018).
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PERSONAL 

SKILL 

AUDIT

Assessment Criteria Audit Result

Skills for Maintaining 

Confidentiality

Have complete awareness

regarding sensitive

information.

Critical Listening Skills

I understand the emotion of

the employees. Have empathy.

Skills for Mediation

Keen observation and active

listening skills along with focus

on solutions.

Skills of Persuading Others

Not so good at persuading

others. Lacks skills for

persuading others.

Motivation Skills

Have a positive attitude with

excellent leadership skills and

communication skills.

Here is the result of personal skills audit for the designation of HR officer at Costa Coffee. 

There are many strong points but the major weak point in the lack of persuasion skills. This 

can be a major drawback specially in the process of mediation and negotiations. This is one 

of the most important skills which an HR officer needs to have.
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PERSONAL SKILL AUDIT


			Assessment Criteria 			Audit Result 


			Skills for Maintaining Confidentiality 			Have complete awareness regarding sensitive information. 


			Critical Listening Skills			I understand the emotion of the employees. Have empathy.


			Skills for Mediation			Keen observation and active listening skills along with focus on solutions.


			Skills of Persuading Others			Not so good at persuading others. Lacks skills for persuading others. 


			Motivation Skills			Have a positive attitude with excellent leadership skills and communication skills.











Heare is the result of personal skills audit for the designation of HR officer at Costa Coffee. There are many strong points but the major weak point in the lack of persuasion skills. Thie can be a major drawback specially in the process of mediation and negotiations. This is one of the most important skills which an HR officer needs to have.
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PERSONAL

TRAINING AND

DEVELOPMENT

NEEDS



Effective Communication Skills



Emotional Intelligence



Active listening Skill



Use of logic and Reasoning in Arguments



Improvement in interpersonal skills

The persuasion skills can be developed by:

•Effectively communicating with others. Communication for persuasion and other communication have a different tone.

•Display of emotional intelligence. This includes expressing self-emotions for persuading others.

•Active listening the arguments of the other party. This helps to understand the psychological state of person whom we are trying to persuade.

•Persuasion works effectively when we counter the arguments with logic and proper reasons.

•Interpersonal skill helps to interact and maintain meaningful relationship with the other party. This is important for persuasion (Dadashi et al., 2018
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The persuasion skills can be developed by:


Effectively communicating with others. Communication for persuasion and other communication have a different tone.


Dipaly of emotional intelligence. This includes expressing self-emotions for persuading others.


Active listening the arguments of the other party. This helps to understand the psychological state of person whom we are trying to persuade.  


Persuasion works effectively when we counter the arguments with logic and proper reasons. 


Interpersonal skill helps to interact and maintain meaningful relationship with the other party. This is important for persuasion (Dadashi et al., 2018).
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ADVANTAGES

OF ME AS A 

HR OFFICER



Maintaining Confidentiality



Critical and Empathetic Listener



Keen Observation



Focus on Solutions



Positive Attitude

The major advantages for Costa Coffee will be:

•Maintenance of confidentiality regarding the sensitive issues like salaries and others.

•Effective employee relation as the skills for critical and empathetic listening will help build trust between the business organization and the employees.

•Keen observation skill will help in effective performance assessment.

•The skills for finding the solutions will be very effective for difficult situations.

•The positive attitude will help in developing positive and Ideal working environment for the employees at the cafes (Costa Coffee, 2021).
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The major advantages for costa coffee will be:


Maintenance of confidentiality regarding the sensitive issues like salaries and others. 


Effective employee relation as the skills for critical and empathetic listening will help build trust between the business organistaion and the employees. 


Keen observation skill will help in effective performance assessment. 


The skills for finding the solutions will be very effective for difficult situations.


The positive attitude will help  in developing positive and Idel working environment for the employees at the cafes (Costa Coffee, 2021).
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DISADVANTAGE 

OF ME AS A HR 

OFFICER



The lack of Persuasion Skills



Difficulty in Negotiation Process



Lack of Effective Commanding

Skills

The major disadvantages includes:

•The lack of persuasion skills will lead to ineffective implementation of rules and policies at costa 

coffee. This will also create other problems like indiscipline inside the caffes.

•The negotiation process requires persuasion skills to get favorable result which is a major 

drawback.

•Persuasion again is a key to establish a personality of a leader which is one of the key role of a 

leader. The lack of persuasion skills ruins the image of leader and the HR officers do not have any 

power over the employees and the workers to command them. This will be bad for the 

command structure at Costa Coffee (Costa Coffee, 2021).
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The major disadvantages includes:


The lack of persuasion skills will lead to ineffective implementation of rules and policies at costa coffee. This will also create other problems like indiscipline inside the caffes. 


The negotiation process requires persuasion skills to get favorable result which is a major drawback. 


Persuasion again is a key to establish an personality of a leader which is one of the key role of a leader. The lack of persuasion skills ruins the image of leader and the HR officers do not have any power over the employees and the workers to command them. This will be bad for the command structure at Costa Coffee (Costa Coffee, 2021).
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CONCLUSION

In conclusion, the presentation was to

identify the appropriate knowledge, skills

and behaviour required for HR

Professionals to fulfil their roles and

responsibility.

The presentation contain a personal skill audit and identified persuasion skills as a drawback which I need to 

develop for becoming an effective HR officer for Costa Coffee. The presentation also critically analyzed the 

benefits for Costa Coffee when appointing me as their HR officer.
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CONCLUSION


In conclusion, the presentation was to identify the appropriate knowledge, skills and behaviour required for HR Professionals to fulfil their roles and responsibility.








The presentation contain an personal skill audit and identified persuasion skills as an drawback which I need to develop for becoming an effective HR officer for Costa Coffee. The presentation also critically analysed the benefits for Costa Coffee when appointing me as their HR officer.


9








cLuson

1 Sy oe prmer v 2
R s &R
Semra w wE me w o
sponsiity














image13.emf
REFERENCE



Armstrong, M., (2020), A handbook of Human resource management practice, 5thedn. Organizational 

behavior , pp.349-350



Costa Coffee.(2021). About us. Online available at: https://www.costa.co.uk/. Last accessed on November 

2021



Dabashi, F., Mohammadi , Elyasi, G. and Rezaee Zadeh, M.(2018). Recognizing areas of the development 

of persuasion .Capability in the veteran entrepreneurs. Journal of Entrepreneurship Development, 10(4), 

pp.675-694



Lawler, E. and Boudrean, J.W.(2020).Achieving excellence in human resources management. Stanford 

University Press.



Profiroiu, A. G. and Hurdubei, R. (2018). Universality of behavioral competency models. Economics, 

Management and Financial Markets,13(3), pp. 113-119.



Vokoun, M., Caha, Z., Strakova, J., Stellner, F., and Vachal, J.,(2018). The strategic importance of human 

resources management and the roles of human capital investment and education. Scientific papers of the 

University of Pardubice. Series D, Faculty of Economics and Administration. 42/2018


Microsoft_PowerPoint_Slide10.sldx


REFERENCE

Armstrong, M., (2020), A handbook of Human resource management practice, 5th edn. Organizational behavior , pp.349-350

Costa Coffee.(2021). About us. Online available at: https://www.costa.co.uk/. Last accessed on November 2021

Dabashi, F., Mohammadi , Elyasi, G. and Rezaee Zadeh, M.(2018). Recognizing areas of the development of persuasion .Capability in the veteran entrepreneurs. Journal of Entrepreneurship Development, 10(4), pp.675-694

Lawler, E. and Boudrean, J.W.(2020).Achieving excellence in human resources management. Stanford University Press.

Profiroiu, A. G. and Hurdubei, R. (2018). Universality of behavioral competency models. Economics, Management and Financial Markets,13(3), pp. 113-119.

Vokoun, M., Caha, Z., Strakova, J., Stellner, F., and Vachal, J.,(2018). The strategic importance of human resources management and the roles of human capital investment and education. Scientific papers of the University of Pardubice. Series D, Faculty of Economics and Administration. 42/2018














image14.emf
A1-DRW-PERSONAL  AUDIT.docx


A1-DRW-PERSONAL AUDIT.docx
		

Appendix B 

 

Personal Skills Audit 

 

		 

Name MIRELA MIHAELA URZICA



		 

Job role: Human Resource Officer 





 

Please tick as appropriate to indicate how you would rate your skills in relation to the following work / functional are as. 

		 

		Very good 

		Good 

		Adequate 

		Little or no experience



		Information Technology 

		

		

		



		Use Microsoft Office 

Word 

		 V

		 

		 

		 



		Use Excel spreadsheet 

		 

		 

		 V

		 



		Use a Database 

		 

		 V

		 

		 



		Use specialist HR software 

		 

		 

		 

		 V



		Use the internet 

		 V

		 

		 

		 



		Use e-mail 

		 V

		 

		 

		 



		Use PowerPoint 

		 V

		 

		 

		 



		 

		Very good 

		Good 

		Adequate 

		Little or no experience



		Communication Skills 

		

		

		



		Drafting contracts of employment 

		 

		 V

		 

		 



		Taking notes of disciplinary 

		 V

		 

		 

		 



		hearings Write reports 	 

		 V

		 

		 

		 



		Produce material to support presentations 

		 V

		 

		 

		 



		Delivering a training session 

		 

		 V

		 

		 



		Resolving disputes/complaints 

		 

		 V

		 

		 



		Interviewing 

		 

		 V

		 

		 



		Advising on HR issues 

		 

		 

		 V

		 





 

		 

		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 

		 V

		 

		 

		 











  

 


		Explore more than one solution in order to solve a problem 

		 

		 V

		 

		 



		Consider the ideas of others to help solve problems 

		 

		 V

		 

		 





 

 

 

		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? 

				 V





 None 

 

		1-5 

		Above 5 





 

 

		I declare that the information given in this form is true 



		Signed 

		 MIRELA



		Date 

		 30.11.2021
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