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[bookmark: _Hlk70940868]This presentation is about the development and the training needs of a graduate training HR Officer that pretends to work for Pret a Manger, in the company’s head office. This presentation will be presented to the HR Director of the company for their consideration. 
The presentation will describe all the key expectations for the HR officer’s role, within the company, and what the requirements are for being considerate for the position. 
The knowledge, skills, and competencies that the HR officer need. The HR officer needs to have good technology information, good communication skills, problem solving skills, overall, the HR officer need to have the knowledge, skills and competencies that are needed for the specific role. The HR officer, need to ensure the organisation, that he recruits the right candidate for every specific role within the company, so that the person that is chosen can contribute to the organisations aims. The HR officer must conduct disciplinary actions and update policies. The presentation will also include The HR officer’s career plan and the training that he needs to grow within the company. And to terminate the presentation, an appraisal and performance evaluation, will be presented.
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Pret a Manger is looking for a candidate for the HR Officer position, that can work close to various departments, within the company, assist the HR manager in understanding and implementing and update company policies and procedures. Recruiting future candidates for the company, this includes developing job descriptions, prepare jobs advertisements, check applications, interviewing and choosing the right employees. The HR officer needs to process payrolls. Conduct any disciplinary actions against employees. Maintain all the employees records in order. Be able to conduct benefits analysis. Promote equality and diversity within the company. Help department managers to analyse employees training needs. And have HRIS (Human Resources Information Systems) knowledge. 
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The person that the company is looking for must have great communication abilities, have intellectual capacity, have good implementation skills, be objective, be impartial, have good leadership skills, has to be a multi-tasker, be empathetic, be very organised and enjoy challenges.
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The HR officer has currently knowledge in project management, in customer service and scheduling skills. 
The HR officer has skills in information attitude, good communication skills, problem solving skills, and management performance skills.
As for competencies the HR officer has collaborative and team working abilities and adjust very quickly to new environments.
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The HR officer’s has career plans and knows that it requires training to become a HR Manager in future. The seven most important functions of a HR Manager are hiring, policy development, pay and benefits, retention, recruitment, workplace laws, so the HR officer will need to do training in all those areas.
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Additionally, the HR officer needs to do training in job safety, in organisational abilities, do further training in decision-making, training and growth abilities in the organisation, budgeting, in empathy and in leadership.
 (Mae, 2021)
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There are 5 Steps when developing a Powerful Training Program
Determine the teaching requirements, Identifying and reviewing expectations is the first step toward establishing a training program.
Create organisational training goals.
Make a preparation action plan.
Implement the following educational initiatives.
Education evaluation and revision. 

First published 1918 in the Journal of Applied Psychology, also called the ADDIE Model, is the model used when developing a training program. (Bell et al., 2017)
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The training is divided in 3 stage:
Assessment Stage: The organisations needs are assessed, each task needed is assessed, the development of the training objectives, development of the criteria for the training evaluation.
Training Stage: Design and selecting the procedures, training.
Evaluation Stage: Measuring the training results and comparing result to the criteria.

To become a HR Manager, the HR officer, must have a CIPD (Chartered Institute of Personnel and Development Course). 
 (5 Steps to Creating and Implementing Effective Training Programs, 2021)
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There are some important areas that need to be developed to become a HR Manager, these areas has to be developed through training, and these areas in Pret a Manger include the following: conflict management, underperformance management, industrial psychology, discipline, capability, teamwork, absence, patience, people management, organisation law, discrimination law (UK discrimination law), organisation management, communication skills, business management, attention to detail, selecting methods, administration skills, recruitment and selection of new employees, information technology, have a methodical approach, have good interpersonal skills, managing various types of performance in the organisation. 
Pret a Manger gives all their employees the adequate training for each specific role in the organisation, at the organization’s Pret Academy in London. Online training is done through Cornerstone OnDemand.
After the implementation of the training program, the HR Manager, will have to do, an end of the training, online quiz to test the acquired knowledge and skills. And will be monitored during the first three months, constantly. 
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Self-Evaluation performance plan
	Attribute 
	Above Average 
	Average
	Below Average

	Collaboration and coordination
	x
	
	

	Abilities to work in a team
	x
	
	

	Shows Leadership
	x
	
	

	Problem-solving abilities
	x
	
	

	Decision-making abilities
	
	x
	

	Working under pressure
	x
	
	

	Communication abilities
	x
	
	

	Adaptability
	
	x
	

	Dependable
	x
	
	

	Initiative taker
	x
	
	

	Produces high quality work
	x
	
	



Every 3 months the organisation ask their HR Officers to self-evaluate their performance, and the areas that are under above average, they will need to do some training, in this case the HR officer, needs to do some training in decision-making abilities and in adaptability. 
(Appraisal Methods, 2021)
[image: ]

This report was about a HR officer development career, and the training needs of a graduate training HR officer, for Pret a Manger, that can work close to various departments, within the company, assist the HR manager in understanding and implementing and updated company policies and procedures. Recruiting future candidates for the company, this includes developing job descriptions, prepare jobs advertisements, check applications, interviewing and choosing the right employees. Pret a Manger was looking for a candidate that have great communication abilities, have intellectual capacity, have good implementation skills, be objective, be impartial, have good leadership skills, has to be a multi-tasker, be empathetic, be very organised and enjoy challenges, The HR officer has currently knowledge in project management, in customer service and scheduling skills. He has skills in information attitude, good communication skills, problem solving skills, and management performance skills. As for competencies the HR officer has collaborative and team working abilities and adjust very quickly to new environments. It described the HR officer’s future career plan, has he wants to become HR Manager and aal the training needs, a detailed training program, how the program was implemented, a review and a self-evaluation performance of the HR officer. As in many other organisations, Pret a Manger, provides internal training and development for their employees. 
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