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[bookmark: _Toc49538691]Introduction


Relationship development at workplace plays a vital role in managing HR function quite effectively.Aim of this study is to identify the potential benefit of HR function and in terms of knowledge, behaviour and skills. Based on a performance audit, potential assistance of developing HR officer for an organisation will be discussed. For this study, Tesco has been considered.
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[bookmark: _Toc49538693]Determine appropriate knowledge, skills and behaviours (KSB) that are required by HR professionals across the department. 


Definition of HR
HR or human resource is one of the most important functions within an organisation. The responsibilities of an HR are related to the workers and their wellbeing. The activities of HR start from finding, screening, recruiting employees to offer training, development and monitoring of the wellbeing of the employees. Within an organisation such as Tesco, HR professionals are responsible managing workforce ensuring their optimum work engagement and motivation.
[bookmark: _Toc49538695]KSBs for an HR professional


The following discussion determines the required KSBs for an HR professional.
Knowledge
· For managing human resource, the HR officer must have knowledge regarding managing equality and diversity among the employees (ref. appendix).
· Additionally, the knowledge of legal aspects such HASAWA is also recommended so that the employees’ health, safety and wellbeing can be maintained (hse.gov.uk, 2020).
· Moreover, for the post of an HR officer the knowledge regarding formation of staff handbook, devising and implementation of the employee policy within Tesco is also required.
· Additionally, the HR officer must have knowledge balancing experience and skills of the employee are also required for the designated post in case of Tesco.
Skills


· For managing the responsibility, an HR officer must have the interpretingskill, as this skill allows apprehending the grievance of the employees and issues behind their grievance (ref. appendix).
· Moreover, technical skillalso required for policy drafting and other strategic development, scheduling for training and development purpose (ref. appendix).
· Teamwork and communication skill is also required for an HR officer as the personnel needs to work collaboratively with multiple departments within Tesco at a time.
· Analytical skillallows better assessment of the individual during interview session for the job role of an HR officer (Fernandez and Gallardo-Gallardo, 2020).
· Organisation skill is important to schedule meeting, training and recruitment oriented planning for Tesco.
[bookmark: _Toc49538696]Behaviours 


· Versatilebehaviour is always required for any HR officer of an organisation such as Tesco. The main reason behind this behaviour is that an HR officer is required work collaboratively with multiple departments (ref. appendix).
· Transparent behaviour plays an important position for any HR officer because the appraisal, payroll, maintaining records of employees requirestrustworthy people to handle (Priyadarshini, 2020).
· Creativity helps in understanding the situation quickly and providing appropriate solution. In case of organisations such Tesco, creativity helps in planning, and dealing with grievances effortlessly.
· Logicalbehaviour is always recommended for an HR officer because the solutions or paths the individual takes needs to be logical and compliance with the vision of the company as well (ref. appendix).


[bookmark: _Toc49538697]Conduct a personal skills audit for yourself (with the use of appendix B) and identify training and development needs considering the knowledge, skills and behaviours you identified in task (1) 
[bookmark: _Toc49538698]Role and importance of training and development


Offering training and development opportunity for the employees always plays crucial role for the employee development to the required level.  Training and development helps the company to mould their employees as per their need and requirement. Hence, the importance of timely development and training sessions is associated with performance improvement (Sharmaet al., 2020). Therefore, the overall productivity of the organisations improves as well. Another ole of employee training is to increase their engagement and tracking of employee skills. Thus, the importance of such agenda for organisations such as Tesco lies under addressing of the weaknesses and resolving the flaws from the employees to ensure better productivity.
Identification of needs of training and development


For answering this section, I have accomplished a personal skill audit, which has been attached at the appendix section.Considering the analysis of KSBs for the job role of HR Officer (ref. appendix), I have identified some of the areas, where I think I need to have some improvement in terms of training and development.
Knowledge
In case of knowledge, I think I need to work more on legal aspects of employee related regulations. I have identified that I have decent knowledge over contract drafting. However, I think this is not sufficient if I want to emerge as one of the pivotal part of the HR function of the organisation. 
Skills
As per the finding in the above section, I have identified that I need to improve my communication skill as according to the audit, I have a number of ticks labelled as “adequate”.
Behaviours
I have not found any further need of improved behaviour as according the audit and identified behavioursabove; I have all the required elements.


[bookmark: _Toc49538699]Critically assess the potential benefits to the organisation of developing you as an HR officer through effective training and development


The above analysis has provided the demonstration why training and developing an employee is important.Based on that assessment, offering training and development scope for the HR officer also is an important activity. As commented by Tikhonov(2020), training and development helps in improving efficiency of an individual as an employee. Therefore, in my case, offering me training on the identified flaws such as communication and legal knowledge will be helpful in enhancing my knowledge and understanding over legal matters. Therefore, I can be able to come up with better and robust employee policy that would serve the purpose of the both employee and employers.Therefore, the overall employee engagement and their wellbeing would be managed effectively.
On the contrary, as debated by Arthur (2018), employee training is nothing but wastage of money and time, as the quality of training depends on the qualification and skills of a trainer comprehensively.Hence, in case of Tesco they might consider training HR officer like me is a waste of resources. However, offering training allows better moulding criteria. Therefore, organisations can teach their employee in unique way to let the HR officer know about their vision and expectation from the employees. Thus, training and development of an HR officer is important for organisations such as Tesco.

[bookmark: _Toc49538700]Conclusion


This study has highlighted key functions of a HR within an organization. With the help of a personal audit the skills and need for training and development has been identified discussing skills behaviour required by an HR officer at the prior section. Thereby, the benefits of an organization for developing an HR officer have been also highlighted.


Education for Sustainable Development (ESD)
Yes, this module contributes to the concept of ESD as the module analyse the effectiveness of HRM functions within an organisation. In addition, the HR department also requiresto have knowledge of Legalaspects, which further includes the environment laws and policies.Hence, development of knowledge towards learning about HR function and its activities helps in learning of sustainable development concepts as well. This further allows to have better insight of the environment and its impact onthe society.
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Appendix 1


	Personal Skills Audit
	Name
	

	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

	Information Technology

	Use Microsoft Office Word
	· 
	
	
	

	Use Excel spreadsheet.
	
	· 
	
	

	Use a Database
	
	· 
	
	

	Use specialist HR software
	· 
	
	
	

	Use the internet
	· 
	
	
	

	Use e-mail
	
	· 
	
	

	Use PowerPoint
	· 
	
	
	



	
	Very Good
	Good
	Adequate
	Little or No

	Communication Skills

	Drafting contracts of employment
	
	· 
	
	

	Taking notes of disciplinary
	
	· 
	
	

	Write reports
	· 
	
	
	

	Produce material to support
	
	
	· 
	

	Delivering a training session
	· 
	
	
	

	Resolving disputes/complaint
	
	
	· 
	

	Interviewing
	
	· 
	
	

	Advising on HR issues
	· 
	
	
	



	
	Very Good
	Good
	Adequate
	Little or No

	Problem solving skills

	Make good use of verbal reasoning
skills, able to handle complex data and make selective use of information
	
	· 
	
	

	Explore more than one solution in order to solve a problem
	
	· 
	
	

	Consider the ideas of others to help solve problems
	· 
	
	
	



	How much experience have you had in your role?
	· < 1 month
	· 1-3 months
	· > 3 months

	How many people have you managed at any one time?
	· None
	· 1-5
	· Above 5



	I declare that the information given in this form is true

	Signed
	

	Date
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Relationship development at workplace plays a vital role in managing HR function quite effectively. Aim of this study is to identify the potential benefit of HR function and in terms of knowledge, behaviour and skills. Based on a performance audit, potential assistance of developing HR officer for an organisation will be discussed. For this study, Tesco has been considered.
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HR or human resource is one of the most important functions within an organisation.

The responsibilities of an HR are related to the workers and their wellbeing.











































HR or human resource is one of the most important functions within an organisation. The responsibilities of an HR are related to the workers and their wellbeing. The activities of HR start from finding, screening, recruiting employees to offer training, development and monitoring of the wellbeing of the employees. Within an organisation such as Tesco, HR professionals are responsible managing workforce ensuring their optimum work engagement and motivation.
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The following discussion determines the required KSBs for an HR professional.

Knowledge

For managing human resource, the HR officer must have knowledge regarding managing equality and diversity among the employees (ref. appendix).

Additionally, the knowledge of legal aspects such HASAWA is also recommended so that the employees’ health, safety and wellbeing can be maintained (hse.gov.uk, 2020).

Moreover, for the post of an HR officer the knowledge regarding formation of staff handbook, devising and implementation of the employee policy within Tesco is also required.

Additionally, the HR officer must have knowledge balancing experience and skills of the employee are also required for the designated post in case of Tesco.
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Skills

For managing the responsibility, an HR officer must have the interpreting skill, as this skill allows apprehending the grievance of the employees and issues behind their grievance (ref. appendix).

Moreover, technical skill also required for policy drafting and other strategic development, scheduling for training and development purpose (ref. appendix).

Teamwork and communication skill is also required for an HR officer as the personnel needs to work collaboratively with multiple departments within Tesco at a time.

Analytical skill allows better assessment of the individual during interview session for the job role of an HR officer (Fernandez and Gallardo-Gallardo, 2020).

Organisation skill is important to schedule meeting, training and recruitment oriented planning for Tesco.
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Behaviours 

Versatile behaviour is always required for any HR officer of an organisation such as Tesco. The main reason behind this behaviour is that an HR officer is required work collaboratively with multiple departments (ref. appendix).

Transparent behaviour plays an important position for any HR officer because the appraisal, payroll, maintaining records of employees requires trustworthy people to handle (Priyadarshini, 2020).

Creativity helps in understanding the situation quickly and providing appropriate solution. In case of organisations such Tesco, creativity helps in planning, and dealing with grievances effortlessly.

Logical behaviour is always recommended for an HR officer because the solutions or paths the individual takes needs to be logical and compliance with the vision of the company as well (ref. appendix). 
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Offering training and development opportunity for the employees always plays crucial role for the employee development to the required level. 

Training and development helps the company to mould their employees as per their need and requirement.









































































































Role and importance of training and development

Offering training and development opportunity for the employees always plays crucial role for the employee development to the required level.  Training and development helps the company to mould their employees as per their need and requirement. Hence, the importance of timely development and training sessions is associated with performance improvement (Sharma et al., 2020). Therefore, the overall productivity of the organisations improves as well. Another ole of employee training is to increase their engagement and tracking of employee skills. Thus, the importance of such agenda for organisations such as Tesco lies under addressing of the weaknesses and resolving the flaws from the employees to ensure better productivity.
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Identification of needs of training and development

For answering this section, I have accomplished a personal skill audit, which has been attached at the appendix section. Considering the analysis of KSBs for the job role of HR Officer (ref. appendix), I have identified some of the areas, where I think I need to have some improvement in terms of training and development.

Knowledge

In case of knowledge, I think I need to work more on legal aspects of employee related regulations. I have identified that I have decent knowledge over contract drafting. However, I think this is not sufficient if I want to emerge as one of the pivotal part of the HR function of the organisation. 

Skills

As per the finding in the above section, I have identified that I need to improve my communication skill as according to the audit, I have a number of ticks labelled as “adequate”.

Behaviours

I have not found any further need of improved behaviour as according the audit and identified behaviours above; I have all the required elements.
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The above analysis has provided the demonstration why training and developing an employee is important. Based on that assessment, offering training and development scope for the HR officer also is an important activity. As commented by Tikhonov (2020), training and development helps in improving efficiency of an individual as an employee. Therefore, in my case, offering me training on the identified flaws such as communication and legal knowledge will be helpful in enhancing my knowledge and understanding over legal matters. Therefore, I can be able to come up with better and robust employee policy that would serve the purpose of the both employee and employers. Therefore, the overall employee engagement and their wellbeing would be managed effectively.

On the contrary, as debated by Arthur (2018), employee training is nothing but wastage of money and time, as the quality of training depends on the qualification and skills of a trainer comprehensively. Hence, in case of Tesco they might consider training HR officer like me is a waste of resources. However, offering training allows better moulding criteria. Therefore, organisations can teach their employee in unique way to let the HR officer know about their vision and expectation from the employees. Thus, training and development of an HR officer is important for organisations such as Tesco.
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This study has highlighted key functions of a HR within an organization. With the help of a personal audit the skills and need for training and development has been identified discussing skills behaviour required by an HR officer at the prior section. Thereby, the benefits of an organization for developing an HR officer have been also highlighted. 
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training and development has been
identified discussing skills behaviour

required by an HR officer at the prior
section.
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