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The Sainsbury’s main objective is to successfully meet the customer needs to provide excellent financial return. The company is following principles to differentiate its products by delivering service quality and value (J Sainsbury plc, 2019). Considering that the people working in the organisation are its bigger asset, the company’s aim is to provide equal opportunities for the employees to develop their skills. Well trained, developed and motivated workers achieve the company’s goals and accomplish the tasks dependent on their skills successfully. Sainsbury’s HRM assists the company to achieve its objectives in many different ways. The main function of the department is to select experienced applicants, to plan their proper direction, strategically to improve and increase their capability to be more productive and efficient so that to perform to the standard of the Sainsbury’s objectives (Heathfield, 2021). 
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The listed HR Officer role and responsibilities show the requirements that should be followed to assist successfully in achieving the company’s objectives. As the HR officer actively participates in the process of employees’ development through advising, suggesting and evaluating them according to company’s policy, they should have some specific knowledge, skills and attitude to be eligible for this job in an organisation like Sainsbury’s (Sainsbury’s, n.d.). The following three slides show HR Officer’s current knowledge, skills and attitude. 
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Considering the HR officer job requirements and the outcomes of the personal Audit completed form (placed on the Appendix 1) as well as current knowledge, skills and behaviour  can be noted that there are some areas that need to be developed.
HR Officer has wider role and duties regarding their responsibility of coordinating and managing diverse activities such as increasing of employees productivity, their health and safety, negotiating of company’s policy, supporting diversity and equality and much more. 
Administrative approach - HR officer should be aware of the processes of recruitment, selection, interviewing, planning and training employees. 
Clerical approach refers to file documentation’ information and records.
Psychology  approach – HR officer should be able to understand and manage human behaviour by strategic methods. 
Customer service approach – including some techniques of problem solving in relation to customer dissatisfaction and requirements.
Law and legal approach – knowledge of business and employee helps HR officer to handle more adequate of solving issues related to different organisational activities (AZCENTRAL, 2019).
Knowledge, skills and behaviours are fundamental components of effective organisational business management through its Human Resources. However, in some cases the influence of these valuable elements is limited by lack or absence of development plans (Karim, Huda & Khan, 2012). 
The following slides will show what need to be develop of current HR officer knowledge and abilities and available external and internal development options.
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The HR Officer in Sainsbury’s is involved in various activities including equality & diversity, recruitment & retention, pay & reward, working practices, conditions of employment as well as external and internal negotiation (work related agencies, employees, management) and more. Covering the total HR work require appropriate training and improvement of HR officer current knowledge and capacity. There are some professional progress options available shown at the next slide. 
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The above qualifications will increase the HR Officer technical knowledge as well as their ability to be more flexible and confident in interpretation of the law, delivering proper solid evidences and providing relevant advices and guidance to the organisation. Moreover, the additional qualifications will help the HR Officer to comprehend the significance of important considerations in creating and modifying employees’ contracts as well as understanding of importance of workplace wellbeing and its influence in the organisational success (CIPD, 2021). However, Sainsbury’s needs to determine whether to train the HR Officer and it is satisfactory for the company. Holland’s (1997) model of Occupational Personality Types categorised people and work environment in six vocational types – realistic, social, investigative, enterprising, artistic and conventional. This framework can help the organisation to find out what type is the employee, whether they enjoy working with others , what are their preferences, what they are focusing on and much more and if is adequate to train and develop them (Phan, Jonatan & Rounds, 2018). The detailed development plan can be seen in the Appendix 2.
However, the CIPD qualification cannot make a person good HR professional, this can be a good start of their motivation to become an excellent one. Mayo (1920), stated that distinct approach to organisational employees will improve workforce – organisational management relationship. This means if Sainsbury’s encourage and support the HR Officer’ career development the company is going to benefit itself with employee’s motivation and loyalty as well as work quality and productiveness which contribute to stable workplace, competitive advantages and profitability (Petrini, 2019). 
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From the other side, if Sainsbury’s decides not to develop or partly develop the HR officer career what is going to be their motivation to train, develop, motivate and retain organisational employees and how this will impact the company? The answer can be seen on the next slide.
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APENDIX 1: Personal Audit Form
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APPENDIX 2  HR Officer  12 months Development plan
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                                                                                                                                                                  HR Officer current  knowledge  • Bachelor degree BA Leadership and  Management • Customer and Personal Service  – processes for providing services  (customer needs assessment,  quality services standard, evaluation  of customer satisfaction) • Public safety and Security  – security  operations for the protection of  people, data, property
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                                                                                                                                                               HR  Officer current Skills  • Administration  skills • Critical thinking • Customer service skills • Time management skills • Multitasking • Ability to work well with others • Ability to work under pressure • Active learning • Active listening • Persuasion and negotiation  skills     source : junglehr.com
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                                  HR Officer  current  behaviour and  style               • Integrity  – honest and ethical • Self - control  – keeps emotions in check, controls anger,  avoids aggressiveness • Cooperation  – cooperative attitude, good natured • Adaptability  – open to change, flexible  • Independence  – guiding oneself with little supervision • Responsibility  – fulfils the set tasks and obligations in time • Sensitivity  – respects the feelings and needs of others
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HR OFFICER TRAINING AND DEVELOPMENT NEEDS
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O Law and legislation
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                                                                                                                                                               HR OFFICER TRAINING AND DEVELOPMENT NEEDS  In relation to personal Audit form need training in the field of:  Information technology   Use specialist HR software  Use Excel Spreadsheet  Communication skills   Taking notes of disciplinary  Delivering a training session  Advising on HR issues  Problem solving skills   Good use of verbal reasoning skills In relation to knowledge, skills and attitude need training in the  field of:  Law and legislation  Psychology and management     Source: the hrsuite.com
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                                                                                                                                                               TRAINING AND DEVELOPMENT PLANING  CIPD COURCES  Employment Law • Discrimination and the Law • Employment Status and Contracts  Learning and Development • Digital  Working ( CIPD, 2021 ) SAINSBURY’S INTERNAL  COURCES  Disciplinary & Appeals  Powerful  Performance Conversations  Right to  Work  (Sainsbury Archive, n.d.)     Source: linical.co.jp
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BENEFITS TO ORGANISATION OF WELL
TRAINED AND DEVELOPED HR OFFICER

Increase organisational capacity to retain employees
Planning and hiring appropriate for the job workforce
Improyeé organisational capability to be flexible and resilient
Enhance company’s effectiveness

crease organisational competitive advantages

/

Source: Salus University

Handles disputes and queries
Motivated employees

Improve organisational staff relations, productivity and
performance (AZCENTRAL, 2019)
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                                                                                                  BENEFITS TO ORGANISATION OF WELL  TRAINED AND DEVELOPED HR OFFICER  Increase organisational capacity to retain employees  Planning and hiring appropriate for the job workforce  Improve organisational capability to be flexible and resilient  Enhance company’s effectiveness  Increase organisational competitive advantages  Handles disputes and queries  Motivated employees  Improve organisational staff relations, productivity and  performance (AZCENTRAL, 2019)    Source: Salus University
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Disadvantages for the organisation if miss or fail to train an HR

Officer

Improper training and development programs

Poor quality control

High employees' turnover and knowledge disappearing
Insufficient information

Unpredictability

Lack of loyal workers

Lack of diversity and good relations

Poor productivity and performance (AZCENTRAL, 2019)
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Source: hrinsider.vietnamworks.com
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                                                                                                  Disadvantages for the organisation if miss or fail to train an HR  Officer   Improper training and development programs  Poor quality control  High employees' turnover and knowledge disappearing  Insufficient information  Unpredictability   Lack of loyal workers  Lack of diversity and good relations  Poor productivity and  performance (AZCENTRAL, 2019)    Source: hrinsider.vietnamworks.com
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Conclusion

Organizational Human resource department is a strategic, racially
balanced and consistent approach to the development and well being
to the company’s employees.

The HR Officer is a significant role in HRM that contributes to
organizational prosperity and competitive advantages.

This presentation aim was to show the responsibilities and to identify
the training needs of an HR officer working for Sainsbury’s.
Furtherpiore, the paper showed the importance of well trained and
deeloped HR officer as an advantage to the company as well as
disadvantages of poor HR officer performance.

Appropriate knowledge and additional training was offered as an
tionto be considered and implemented.

Recommendation: The HR officer functions are essential to the
company. Selecting right people for the job, train, dewvelop and
motivate them to be loyal to the company is the key benefit that leads
to achievement of organizational objectives. Sainsbury’s can be
advised to train very well and motivate their HR department
employees first because company’ prosperity is highly dependent of
their work.

Source: iStock
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                                                                                                  Conclusion Organizational Human resource department is a strategic, racially  balanced and consistent approach to the development and well being  to the company’s employees.  The HR Officer is a significant role in HRM that contributes to  organizational prosperity and competitive advantages. This presentation aim was to show the responsibilities and to identify  the training needs of an HR officer working for Sainsbury’s.  Furthermore, the paper showed the importance of well trained and  developed HR officer as an advantage to the company as well as  disadvantages of poor HR officer performance.  Appropriate knowledge and additional training was offered as an  option to be considered and implemented. Recommendation: The HR officer’ functions are essential to the  company. Selecting right people for the job, train, develop and  motivate them to be loyal to the company is the key benefit that leads  to achievement of organizational objectives. Sainsbury’s can be  advised to train very well and motivate their HR department  employees first because company’ s prosperity i s highly dependent of  their work.    Source: iStock
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Personal Skills Audit

| Name: Yordanka Georgieva

Job role: Human Resource Officer

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

Very Good Good Adequate Little or no
experience

Information Technology

Use Microsoft Office XXX
Word

Use Excel XXX
Spreadsheet

Use a Database XXX

Use specialist HR XXX
software

Use the Internet XXX

Use e-mail XXX

Use PowerPoint XXX

Very Good Good Adequate Little or no
experience

Communication Skills

Drafting contacts of XXX
employment

Taking notes of XXX
disciplinary

Write reports XXX

Produce material to XXX
support presentations

Delivering a training XXX
session

Resolving XXX
disputes/complaints

interviewing XXX

Advising on HR XXX
issues
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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

XXX

Explore more than
one solution in order
to solve a problem

XXX

Consider the ideas of
other to help solve
problems

Supervisory Management

How much experience have

you had in your role?

<1 month

1-3 months

> 3 months

XXX

How many people have you
managed at any one time?

None

Above 5

XXX

| declare that the information given in this form

‘/:_4

Signed

Y. Georgieva

BE/BA/5834

»
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- INTRODUCTION

®» The main purpose of this presentation is to show

responsibilities of HR officer at Sainsbury’s and to
identify their training needs discovered through
personal Audit completed form.

Furthermore, will consider appropriate HR officer’
knowledge, skills and behaviour and analyse the
benefits for the organisation of well trained human
resources employee as well as disadvantages of
not so well trained HR officer.

Sainsbury’s is one of the largest and competitive
superstore chain that consider its employees as
the biggest asset of the organisation. HRM is the
most essential functioning department related to
employees’ skills development in an organisational
context. The HR officer has a pivotal role in the
organisational well being, competitive advantages,
fast growing and profitability providing properly
selected and well trained staff for the right job.
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                                                                                              INTRODUCTION   The main purpose of this presentation is to show  responsibilities of HR officer at Sainsbury’s and to  identify their training needs discovered through  personal  Audit completed form.  Furthermore , will consider appropriate HR officer’  knowledge, skills and behaviour and  analyse the  benefits for the organisation of well trained human  resources employee as well as disadvantages of  not so well trained HR officer.  Sainsbury’s is one of the largest and competitive  superstore chain that consider its employees as  the biggest asset of the organisation. HRM is the  most essential functioning department related to  employees’ skills development in an organisational  context. The HR officer has a pivotal role in the  organisational well being, competitive advantages,  fast growing and profitability providing properly  selected and well trained staff for the right job.
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HR Officer role description

= Participating in recruitment process, developing job descriptions, person specifications and
job adwerts, revises application forms, reducing the candidates list, inteniewing and selecting
applicants.

» Elaborating HR policies about working conditions, equal chances, disciplinary procedures,
performance management and absent management.

» Collaborative working and consulting various departments’ managers about polices and
practices implementation and staff experience’ improvement.

» Analysing training needs , lanning and delivering training and new employees inductions.
» \Writing employee handbooks.

» Negotiating with employees and their representatives such as trade union officials on
payment issues, contracts and redundancy packages.

= Promoting equality and diversity as part of organisational culture.

= Maintaining contacts with people involved in policy areas such as staff perfformance and
health and safety.

» Deweloping HR planning strategies, involved immediate and long staff requirements.
» |nterpreting and advising on employment low.
» Dealing with grievances and implement disciplinary procedures.

» Advising on pay, promotions and benefits and manage redundancy programmes
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                                                                                             HR Officer role description  Participating in recruitment process, developing job descriptions, person specifications and  job adverts, revises application forms, reducing the candidates list, interviewing and selecting  applicants.  Elaborating HR policies about working conditions, equal chances, disciplinary procedures,  performance management and absent management.  Collaborative working and consulting various departments’ managers about polices and  practices implementation and staff experience’ improvement.  Analysing training needs , lanning and delivering training and new employees inductions.  Writing employee handbooks.  Negotiating with employees and their representatives such as trade union officials on  payment issues, contracts and redundancy packages.  Promoting equality and diversity as part of organisational culture.  Maintaining contacts with people involved in policy areas such as staff performance and  health and safety.  Developing HR planning strategies, involved immediate and long staff requirements.  Interpreting and advising on employment low.  Dealing with grievances and implement disciplinary procedures.  Advising on pay, promotions and benefits and manage redundancy programmes
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knowledge

» Bachelor dett;ree BA Leadership and
Managemen

* Customer and Personal Service —
rocesses for providing services
customer needs assessment,

quality services standard, evaluation
of customer satisfaction)

. Public_safe}y and Security — security
operations for the protection of
people, data, property





