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· Hello! I am Mihaela-Violeta Cociuba, one of the trainee HR officers for Virgin.com.

· My current understanding of the trainee role in the HR department as well as future improvement needs will be identified through the current presentation.


· Summary:
· Description of Virgin.com
· Identification of the KNOWLEDGE, SKILLS and BEHAVIOURS required for the role.
· Identification of future training and development requirements.
· Future benefits for the company investing in my training and development as an HR officer.
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Please see above my table of contents.
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· Virgin.com is the organisation chosen for this study.

· The Virgin Group includes more than 40 companies across five business sectors and five continents.


· Virgin Group started by Sir Richard Branson is one of the well-known companies for its effective employee engagement practices.

· Virgin Group is a UK based multinational venture
capital conglomerate that has successfully invested in the business operations in travel and tourism, health and wellness, music production, telecom and space technology and financial services (Virgin.com, 2021).
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· Knowledge, know-how and using best practice is a must for HR officer in order to act in a swift manner in any situation. For an HR officer is important to know to apply his knowledge to the job and aim is to ensure that the organisation employs the right balance of staff in terms of skills and experience, and that training and development opportunities are available.
· An HR officer needs to develop and comply with the organization regarding working conditions, creating opportunities, application of the organization policies and procedures.
· ‘The HR system is first and foremost a vehicle to implement the firm’s strategy.’ (Becker and Huselid (1998)
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· Skills such as confidentiality, adaptability and problem solving tend to be attributes that you develop as you gain experience in your career.

· Confidentiality arises from a requirement to behave professionally and manage situations as is laid out in your company’s policy. 


· Whilst adaptability and problem solving will become second nature as you face challenges in your day to day work.
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· HR plays a key role in developing, reinforcing and changing the culture of an organisation. Pay, performance management, training and development, recruitment and onboarding and reinforcing the values of the business are all essential elements of business culture covered by HR.

· HR professionals advise managers and supervisors how to assign employees to different roles in the organization, thereby helping the organization adapt successfully to its environment. In a flexible organization, employees are shifted around to different business functions based on business priorities and employee preferences.
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· Time-management is the process of planning and getting done the daily tasks. I consider that my time-management is good although is always space to improve.

· In the last 3 years I have been working with people from different backgrounds, I noticed that my leadership skills are good, Team-working means to work together, communicate effectively, anticipate and meet each other's demands, and inspire confidence, resulting in completing the tasks. 


· Regards learning, I can say that I love learning and I do believe that gaining more knowledge and be well informed I can easy achieve my goals. Gaining knowledge in my job will help me to complete my daily tasks and performing.

· Based on my work experience with people I have noticed that team-working is my main goal.


·  Also, communication is the base of a person. My communication skills are quite good, although I still need to improve especially my communication in English, as English is not my main language. But I`m working hard to improve.
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· Training and development refer to educational activities within a company created to enhance the knowledge and skills of employees while providing information and instruction on how to better perform specific tasks.

· Training is a short-term reactive process meant for operatives and process while development is designed continuous pro-active process meant for executives. In training employees' aim is to develop additional skills and in development, it is to develop a total personality.


· Training and development certainly help the companies in increasing their productivity. At Virgin, the training was considered as the essential part of HR strategy, it has expanded the business in almost 30 countries worldwide. All the employees get the proper training specifically on customer services which directly impact the brand culture.
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· Supporting the employee in his/her career development benefits:


· Building a culture of trust inside of the company
· Improved Retention
· Increased Performance
· Increased Productivity
· “Through permanent contracts, on-the-job training and additional qualification opportunities, we are giving hundreds of people the opportunity to develop the skills they need to thrive throughout their career.” (Lutz Schuler, Chief Executive Officer at Virgin Media)
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In conclusion if a company is investing in their employees, they will stay for long period of time and the business will grow as they will have well prepared staff.
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.
The results will also highlight the areas which will be associated with the business model of the Virgin for example the areas like business knowledge, understanding of company strategies etc
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[bookmark: _GoBack]This was the end of my presentation. Thank you very much for listening! 
Above is my reference list.
Thank you!







Appendix: Personal skills audit
[image: ]


[image: ]
image6.png
Potential benefit to organization

Improved budgefing and cost management

Better communication with employees and managers QY Prifysgol Cymru
SN ¥ 0rincod Dew Sant
A deeper understanding of Human Resources s \J Ynlvesr‘:itynofwdes
* 1 inty Saint David
Innovative strategies in Hr department \'_/
Potential

. benefits

Benctistor
e

iy




image7.png
Personal Skills Audit

» Time-management
» Leadership
» Learning
» Knowledge
» Team-working
» Communication




image8.png
Training and development

Eyrerweoy
Motivated and |
Committed
New Employees \\ Employees
N / — -
[ Unskiled | Training [ Skilled

—» and t
« Deveopmentprogams || L_ERPOISE
{ Potential “ Competent

| Managers Managers

Input Process Output

2NQY Prifysgol Cymru
SN ¥ 0rincod Dew Sant

> University of Wales
Trinty Saint David





image9.png
Benefits of Training and Development

“Tell me and | forget, teach me and | may remember, involve me and | learn.”
— Benjamin Franklin

Advantages and msuuniii of Trai

KWLEDGE

ning and Development Bofvieur

"
EXPRENCE. ey *" ’1

e
L W=

Study of

o "

TOANNG-

"

Prifysgol Cymru
¥ Orindod Dew Sant

> University of Wales
Trinty Saint David




image10.png
Appendix

Personal audit skills

Based on the analysis for Human Resource Officer | noticed that | have Hr skills
such as communication, leadership, organization and adaptability however I still
need training in order to be productive in Hr department.

Once | will finish my academic year and getting my Degree my skills will increase.

o Prifysgol Cymru
N ¥ Orindod Dewi Sant

" University of Wales
Trinity Saint David




image11.png
Conclusion

Train and develop

employees in the

organizations will help in the
organization grow and

Prifysgol Cymru
retain the employees. R

N\ Y Orindod Dewi Sant

> University of Wales
Trinty Saint David




image12.png
References

ON 15.04.2022)

(ACCESSED ON 15.0:

3 (ACCESSED ON 15

42022)

.04.2022)

(ACCESSED

15.04.2022)

(ACCESSED ON Q

Pritysgol Cymru

University of Wales.




image13.png
Appendix B

Personal Skills Audit

rame

Minaela-Violeta Cociuba

Job role: Human Resource Offcer

Please tick as appropriate to indicate how you would rate your skils i relation o the following work / functional areas.

Very good

[Good

Tdequate

Titte or no experisnce]

[~formation Technotogy

js& Microsoft Offce.
jord

s Excel spreadshest

X
X

jse a Database

Jse specalist
iR software

jse the intermet

Jse PowerPoint

Wery good

Toood

dequate

e or no experience]

ommunication SKills

[prafing contracts of
femployment

[Taking notes of
iscipiinary

it reports

Produce material o
upport presentations.

Peiivering a training

Resonving
isputes/complaints

interviewing

SENERES

vising on AR issues

Wery good

Teood

TAdequate

il or no experience|

[Problem soiving skils

e good use of
erbal reasoning skilk,
ble to handle

omplex data and
fmake selective use of
nformation

[Explore more than
e solution i order

solve a problem





image14.png
[Consider thetdeas X
others to help
fsolve problems

upervisory Management

ow much LF 7 month
xperience have you
rad n your role?

-3 months

3 months

Fowmany peopie [ Jone
frave you managed at
fany one tme?

[Fdeciare that the information given in this form is true.

pnea Ylaslis Cocibr

Ipate

151042022





image1.png
Training and Development needs
for a HR officer

Module: Developing Relationships and Workplace
Achievements

Prifysgol Cymru

NN Y Orindod Dewi Sant
) University of Wales|

Trinity Saint David





image2.png
Table of contents

Introduction

Hr skills knowledge and behaviour
Personal skills audit of HR Professional

Potential benefit to organization

Training and development X Prifyagol Cyme
Benefits of Training and Development b ilariea g
Conclusion

References




image3.png
Infroduction

Prifysgol Cymru
¥ Orindod Dew Sant

University of Wales
Tty Saint David

v

Virgin is employing approximately 50,000 people across the é
globe. The Virgin's culture promotes the employee empowerment c

so that the work could be performed innovatively followed by the

best quality service. 6 & ¢
The culture was also promoting the care for customer and value

for their money that is why resources were expected to put their @

¢ feet in customer’s shoes in order to fulfil their expectations. [~} °

Human resource department (HRD) at Virgin is responsible to &

select the right people with right behaviour so that job could be

done productively and brand value must be achieved.

HR it focuses on the recruitment, management, and general

direction of the people who work in an organization.

v

v

v




image4.png
Hr skills knowledge and behaviour

Hr skills knowledge
Communication skills
Administrative skills
HRM knowledge and expertise
HR strategy creation & execution
Managing priorities
Proactivity
Advising
Recruitment and selection

Analytical and data-driven

Behaviour
Transparency and trustworthiness
Purpose oriented
Technology savvy
Versatility and adaptability

Solutions oriented )
2NQY Prifysgol Cymru
SN ¥ 0rincod Dew Sant
> University of Wales
Trinty Saint David




image5.png
Personal skills audit of HR Professional

vy vYyvYyYVvYYVYVYYY

Organisation

Time management
Communication
Confidentiality

Adaptability I
rifysgol Cymru

Teamwork ' ¥ Drindod Dewi Sant
University of Wales
Trinty Saint David

Problem Solving

Leadership





