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Introduction

Analysis of knowledge, skills and behavior
necessary for HR

Company chosen: Tesco PLC

Personal skills audit

Benefits of development and training for
HR officers
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APPROPRIATE KNOWLEDGE, SKILLS AND BEHAVIOURS REQUIRED BY HR
PROFESSIONALS (contd.)

Maint f
%gg ggg er:g/)oflzg,;zoords
A
4%

AN

Forming @ @ .Salary' reviews and
relationships with % % inclusive
external institutions atmosphere

Enlistment of
workplace policies




APPROPRIATE KNOWLEDGE, SKILLS AND BEHAVIOURS REQUIRED BY HR
PROFESSIONALS (contd.)
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Personal skills audit for identification of
training and developmental needs

| very good

Good

Adequate

| Little or no

Information Technology

Use Microsoft
Office Word

Use Excel spreadsheed

Use a Databasze

Uze specialist
HR software

Use the intemet

Use e-mail

Use PowerPoint

| Very good | Good | Adequate | Little or no

Communication Skills
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Personal skills audit for identification of
training and developmental needs (contd.)

| Very good | Good | Adequate | Little or no

Problem solving skills
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Potential benefits to the
organisation in terms of
developing HR officers

* Improvement of communication skills

* Improvement of knowledge regarding specialist
HR software




Potential benefits to the
organisation in terms of
developing HR officers
(contd.)

* Improvementin the strategic management
approach

* Important forthe development of human capital

* Betterselection of wagesandotherbusiness
requirements




Potential benefits to the
organisation in terms of
developing HR officers

(contd.)

* Improvement of hiring process
e Betterchoice of recruitment of employees

* Improvement ofthe working of the overall HR
panelat TescoPLC
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Conclusion

HR officers also need skills training and
development

HR departments are integral to all
businesses

Understanding of strengths and skill gaps
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Slide 1: Title slide

Slide 2: Introduction

This presentation is a comprehensive take on the KSB, i.e., the knowledge, skills and behaviours
as necessary to be practised and nourished by human resource professionals. This presentation
has been framed from the perspective of Tesco PLC, which is a well-known large-sized retail
organization functioning in the UK. Along with the documentation of the necessary KSB
attributes, I shall also be conducting a personal skills audit to analyze my training development
needs. I shall be wrapping up this presentation by critically assessing the potential benefits that
Tesco PLC shall enjoy if they choose to help me develop as an HR officer through the

deployment of appropriate training and development programmes.

Slide 3: Appropriate knowledge, skills and behaviours required by HR professionals

In terms of the knowledge, skills and behaviours as required by HR professionals, it is important
that the officers have the necessary capabilities in order to add value to a major organization such
as Tesco PLC. For instance, the HR professional is expected to work in close collaboration with
the other operational and functional departments while analyzing and understanding how to
implement the various organizational policies (Monks et al., 2013; Bagga and Srivastava, 2014).
Furthermore, they must also have knowledge regarding how to prepare staff handbooks, and also

on employment law since their primary responsibility is to recruit and appoint the workforce.

Slide 4: Appropriate knowledge, skills and behaviours required by HR professionals
(contd.)

Furthermore, HR professionals are also required to have skills related to the enlistment of
workplace policies and the maintenance of employee records. They are also in charge of forming
profitable relationships with people and institutions that can be of help to Tesco PLC. They are
also expected to be skilled at conducting regular reviews of the employees’ salaries, while also

ensuring that the workplace culture at the company is inclusive in nature.



Slide 5: Appropriate knowledge, skills and behaviours required by HR professionals
(contd.)

Finally, HR is expected to behave as the liaison between the organization and the employees.
Any grievances that the workers might have the need to be processed by the HR department
officers and the necessary action is then accordingly taken. Furthermore, Tesco PLC also
requires its HR professionals to plan and deliver the appropriate training procedures, while also

being responsible for the rewards, promotions and allocation of the employee benefits packages.

Slide 6: Personal skills audit for identification of training and developmental needs

With respect to the KSB attributes recognized in the previous slides, I shall now be conducting a
personal skills audit in order to identify the training and development needs in order to meet the
requirements I had listed. As seen here, I am very good at using the various Microsoft Office
software packages, such as Word, Excel, and PowerPoint. I have adequate knowledge in terms of

using specialist HR software while I am very good at utilizing email and internet technologies.

Slide 7: Personal skills audit for identification of training and developmental needs (contd.)
I also have good knowledge of how to draft employment contracts, write reports, and the
collection of support material. As seen from the table here, I am indeed good at the various
communication skills that are expected of HR officers, and I am also skilled at providing advice
on various HR issues. Additionally, I can also make very good use of verbal reasoning skills, and
I am open to exploring more than one solution to a problem by considering the ideas of my

colleagues.

Slide 8: Potential benefits to the organization in terms of developing HR officers

With respect to Tesco PLC, I believe that the organization shall benefit immensely if they choose
to hire me as an HR officer and seek to help me develop myself through appropriate training and
development programmes. As I have pointed out before, I am very good in terms of
communication, and thus, allowing me to receive the adequate training shall help me gain the
necessary knowledge of specialist HR software, which shall then be useful for my other

responsibilities.



Slide 9: Potential benefits to the organization in terms of developing HR officers (contd.)

Furthermore, having access to a development plan shall also be fundamental in helping me
develop my strategic management approach, which essentially impacts the human capital at the
chosen organization. This shall help me understand and sharpen my approach to finalizing wage,
salaries and other aspects of the workforce, which also form an integral part of the Tesco PLC's

business concerns.

Slide 10: Potential benefits to the organization in terms of developing HR officers (contd.)

Additionally, Tesco PLC shall benefit from training me as an HR officer by helping me further
improve my hiring processes. This will be advantageous to the organization in the long run since
I shall be able to make the right choices when recruiting the necessary employees. Thus, together
with my verbal reasoning skills, having the best knowledge in terms of recruitment and hiring

decisions would be the best possible combination for the HR panel at Tesco PLC.

Slide 11: Conclusion

Helping HR officers develop and sharpen their personal skills, behaviours and knowledge is,
therefore, a task that all organizations, including Tesco PLC, should encourage since the HR
department forms the backbone of such businesses (Guan et al., 2016). I have also been able to
understand and identify my skill gaps and strengths, which I believe shall be useful when I

further proceed with my professional career.
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