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[bookmark: _Toc93002595]Introduction 
Training and Development refers to the process of enhancing the skill, abilities and knowledge of the employees of the organisation and encouraging their personal and professional development. This improves their efficiency and productivity in performing the activities of the organisation. 
The report will include training and development skills implemented by an HR professional at Sainsbury’s. It will explain the knowledge, skills and behaviour that should be possessed by the HR officer in an organisation. It will also discuss the personal skills audit, which will assess the required skills for getting jobs. It will also provide the benefits to the organisation and the individual after proving training and development for an HR officer (Ahammad, 2017).  
Sainsbury's supermarket chain started  from a neighborhood store in 1869. John James Sainsbury and his wife Mary Ann had the brave idea in 1869 to open their first store on London's Drury Lane. By 1882 three more stores had to open due to growing demand (Phillips, 2021). In 2021 Sainsbury’s have over 600 supermarkets and 800 convenience stores (How many stores do you have? Are any of them environmentally friendly? | Sainsbury's, 2021).
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There are various skills, knowledge and behaviour that should be possessed by the HR professionals. These traits help the professional to enhance the quality of the performance and improve their efficiency. They facilitate smooth working of the operations and activities of the HR department. The traits can be explained as: 
Knowledge
The HR professionals should have the knowledge about the theories, concept and models related to the human resource management practices. They should know about the techniques and tactics for proper recruitment, selection, training, development, performance management and compensation. They should be knowledgeable of the laws and regulations (Shahzadi, et al., 2021). They should also have the basic understanding regarding the psychology so that they can understand the behaviour of the employees. 
Skills
 The managers of the human resource department are required to have strong communication skills to effectively communicate with the other departments, the employees and staff members of the organisation. They should also possess active decision-making, listening skills and abilities to motivate and influence the employees of the organisation towards achieving the goals. They should have the skills and abilities to maintain the records, performance and achievements of the organisation (HR, 2022)
Behaviour
 The HR professionals should have the positive and enthusiastic behaviour at the workplace. This encourages good relations with the employees and enhances the satisfaction, motivation and confidence of the employees (Amin and Rubel, 2020). They should also have the capability to control their anger and frustration and should possess behaviour to deal with the conflicts and disputes among the employees.
These knowledge, skills and behavioural traits are helpful for the HR managers to perform the functions under the human resource management in the following ways:
Equality and diversity: The human resource manager takes care of equality at the workplace. They make sure the employees are treated equally at the workplace. The manager of Sainsbury’s also promotes diversity at the workplace so that they can adopt changes without any complexity (Ahammad, 2017). The HR professional should have the skills to enhance the cooperation among the employees of the organisation and possess a behaviour that involves treating each and every employee of the organisation equally. 
Performance management: The human resource manager of Sainsbury’s needs to focus on the performance management of employees. They have to make sure employees are enhancing their professional and personal knowledge and skills for achieving the business objectives. For this, the HR manager should have complete knowledge about the theories and concept related to the performance management of the employees (Armstrong, 2014) They should have the leadership skills to guide, support and direct them effectively. They should have a positive attitude and should have the capabilities to effectively manage the performance of the employees. 
Fair salary: The HR managers have to provide a fair salary to the employees for retaining them for a long period of time (Park and Kim, 2021). The managers of Sainsbury’s can gain the trust and loyalty of employees for increasing their business engagement. The managers of Sainsbury’s should have complete knowledge about the law in relation to the compensation of the employees. They are required to pay fair and equal compensation to the employees on the basis of their performance. 
Training and development: The manager must train employees so that they can perform to their full potential. Well trained and motivated employees contribute to the development of business (Noe and Kodwani, 2018). The employees also feel comfortable and responsible through training and development. Providing training and development required the ability to identify the need for training in the particular, for this, the HR should have the ability to assess the performance of each department (Skills and opportunities, 2021).
Employment laws: Managers of Sainsbury’s have to take care of the employment laws for maintaining discipline and accuracy. They have to make sure that the organisation is legally working for increasing their market reputation. So as to comply with the employment, it is very important that the HR managers should be aware and knowledgeable of the laws in relation to employment. They should know about the laws related to equality, wages, discrimination, etc. 
Rewards and recognition: Managers of Sainsbury’s provide rewards to the employees so that they feel appreciated and encouraged (Kadiresan et al., 2015). They make sure employees are satisfied and motivated through rewards and appreciation. Employees also become hard-working and achieve the targets on time. The behaviour and attitude of the employees should be in accordance with the policies of the organisation for rewarding and recognising the efforts of the employees (Staff Rewards & Recognition - Sainsbury's Business Direct, 2021). 
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Personal skills audit can be defined as the framework for identifying and evaluating the personal skills, abilities and capabilities and recognising the strengths and weaknesses so as to work over them and overcome them. The personal skills audit will be helpful for identifying the needs and requirement for the training and development.  
	Name:

	Job Role: Human Resource Officer



	
	Very good 
	Good 
	Adequate 
	Little or no experience

	Information technology

	Use Microsoft office word
	I have excellent experience of using Microsoft office word through the practical experience of project making skills. 
	
	
	

	Use Excel spreadsheet
	
	
	I have adequate knowledge of excel because of lack of exposure. This will be helpful in maintaining records.
	

	Use a Database
	
	I have good knowledge use of databases because of project development skills. This will be helpful in my career of an HR officer.
	
	

	Use specialist HR software
	
	
	
	I have little knowledge of HR software because of a lack of understanding, but will take appropriate coaching to improve this knowledge.

	Use the internet
	I have excellent knowledge of using the internet for getting information about any kind of business issues. These skills will be helpful in finding solutions to problematic situations.
	
	
	

	Use e-mail
	I can use e-mails for communicating with stakeholders so that they get information on time.
	
	
	

	Use PowerPoint
	
	I can use PowerPoint for making an attractive presentation for the clients. 
	
	



	
	Very good 
	Good 
	Adequate 
	Little or no experience

	Communication skills

	Drafting contracts of employment
	
	
	I have adequate knowledge of   drafting contracts of employment because of a lack of experience, but will take training from my seniors in order to improve these skills.
	

	Taking notes of disciplinary
	I can take excellent notes of disciplinary because of my knowledge of rules and regulations.  This will be beneficial for the organisation and for improving the performance of the employees.

	
	
	

	Write reports
	I can report for every task and assignment because of my experience in project development.  This skill will be very useful and helpful as it will be supportive in maintaining the reports.
	
	
	

	Produce material to support presentations
	
	I have a good understanding of how to produce material for presentation through project skills. This will be helpful in making presentations for different purposes in the organisation.
	
	

	Delivering a training session
	I can deliver proper training skills to the employees because of HRM knowledge of roles and responsibilities. This will enhance the satisfaction and motivation level of the employees.
	
	
	

	Resolving disputes/complaints
	
	I can easily resolve disputes by hearing both sides of the argument. My communications skills are very strong due to more years of experience, this will solve the conflicts easily. 
	
	

	Interviewing
	I can interview the new candidates through the HR personality. Good communication along with positive attitude will result in good outcomes of the interviews. 
	
	
	

	Advising on HR issues
	
	
	I can advise on HR issues depending upon the position they have and their experience. 
	



	
	Very good 
	Good 
	Adequate 
	Little or no experience

	Problem-solving skills

	Make good use of verbal reasoning skills, be able to handle complex data and make selective use of information. 
	I have effective control over the different types of language. I can easily solve the issues verbally, and I use information that is true and reliable.  My experience has enhanced my problem-solving skills which will support the activities .
	
	
	

	Explore more than one solution in order to solve a problem
	
	I can give more than one solution through the use of the internet and other sources for resolving the issues and this will also be because of my experience.
	
	

	Consider the ideas of others to help solve problems
	I take the ideas and suggestions of others to make sure that the issues are solved as early as possible. 
	
	
	



	Supervisory Management

	How much experience have you had in your role? 
	
	
	> 3 months 


	How many people have you managed at any one time? 
	
	
	Above 5 





I have provided all the information which I have gained personal experience and background. These skills and behaviours will help me to get a competitive advantage in my professional career. It also reflects the skills, knowledge and abilities where I lack and the areas and fields where the training and development is required (Bibi et al., 2018). 
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The training and development provided to the HR officer will provide various benefits to the organisation and the individuals of the organisation. This is the reason; the management of Sainsbury’s takes actions and invests capital for the development of the HR professionals . Some of the benefits are:
Development for the future: The training and development provided to the human resource manager will enhance their skills, abilities, knowledge and understanding and improve their personalities, this will make the manager ready for the future of the organisation and those employees will contribute their maximum quality efforts for the success of the organisation for a long period of time (Al Karim, 2019). Thus, the learning and development provided will make them the future leaders of Sainsbury’s. 
Employee empowerment: Training and development help in the empowerment of employees. They become competitive and efficient in their career. The employees also get the benefit of skill development and growth in a future career. This provides opportunities for the future career and development of the employees and hence enhances the motivation and confidence which further provides them the empowerment. The empowered employees will be supportive and will develop the ability of the managers to influence the behaviour of the employees, gain their trust and make effective and quick decisions.
Increased workplace engagement: Well trained and motivated employees become more engaged at the workplace. They become active and responsible towards their career. The employees also become highly professional and experienced with increased workplace engagement (Noe and Kodwani, 2018). After acquiring the training, the knowledge of the employee enhances and their work efficiency also improves. For example- the trained employees have the knowledge regarding inclusion and involvement of the employees and thus, the employee engagement increases. 
Employee retention: Through training and development, the manager of Sainsbury’s can retain its employees. They feel more encouraged and feel enthusiastic about working in the organisation. Sainsbury’s employees feel positive and less tired while they are working. They also become familiar with the technology and new practices. Employee absenteeism also decreases when they are well trained and motivated (Cohen, 2017). The training and development provided to the HR manager will help them to perform the functions of management effectively and will enhance the satisfaction of the employees which will lead to reduction in the turnover the employees. 
Employee Relations: The improvement in the skills and behaviour of the employees will improve the employee relations. Employee Relations are the relationship between the employee and the employer and among the employees. Good behaviour of the HR managers towards their employees involves positive, cheerful and supportive behaviour. This enhances the confidence, willingness and interest of the employees to work with the organisation. 
Improvement in productivity and efficiency: Training and development enhances the skills, knowledge and abilities of the employees. This improves their work efficiency and productivity. For example- if the time and stress management skills of the managers are improved, they would be able to manage the tasks effectively and complete the tasks on time and their efficiency increases (Okechukwu, 2017). When their skills to manage the performance of the employees are improved, it ultimately fosters the working capacity of the employees and the organisation. 
Increased goodwill: The training and development session provided to the employees depicts a good image of the organisation in the market and in the society. Thus, the learning and development session provided to the HR managers of Sainsbury’s will contribute in boosting the reputation and goodwill of the organisation. This will develop the position of the organisation in the market. 

[bookmark: _Toc93002599]Conclusion 
The report has concluded about the training and development need of HR officer at Sainsbury’s for maintaining the performance of employees. It includes and discusses the needs for providing training and development to the employees. The report explains the knowledge, skills and behaviour required by the HR professionals that will support in the smooth working of Department. It has covered the personal skill audit, which is useful for analysing the personality traits of HR officers so that effective measures can be taken to provide the required training and development. It has covered the benefits of these skills and behaviour in the growth and development of the organisation by enhancing the retention, empowerment, engagement of the employees and increasing the profitability and capability of the organisation. 
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