




My name is Alina and I will talk about the Training and Development that needs for an HR officer. The module’s name is Developing Relationship and Workplace achievement for the workplace. The chosen company is M&S and in the next slides, I will go more into detail about it.




Brief introduction of M&S, when the organization has been established, employees, general information, mention about the colleague service team, support line.



Organisational Chart for M&S, their employees, teams, and their roles.  Do not give many details, just general information. There are many positions in the organisation but mention only the most important.






Personal SWOT analysis for me as an HR Officer.  How I can transform my strengths into opportunities and how my weaknesses become my threats.  Mention about how you will improve, what are you going to do, which training are you going to take, and how you will develop yourself as an HR officer.







Personal Skills Audit, what I am good at, what requires improvements, how I will improve, how I can do to develop my skills, and how can I add new skills. Do not go into much details about you are good at, only mention what are you weak at and how are you planning to improve, mention the online courses, training, YouTube videos.







What knowledge is required from an HR Officer, why does he need this knowledge, and how the knowledge will be applied to the organisation. Why is this knowledge essential and how it will be applied? It is important to mention the company you are working for, and how you will apply the knowledge.







Behaviour and knowledge required for an HR officer, how he needs to behave, how to understand others, how to help others, and to use basic knowledge about math in their role. Why is it important to understand people, what to do if they need help, and how to encourage them? 
Mention about listening and understanding your employees, how will you do that and how an employee can trust you.







Essential skills that an HR officer in M&S needs, to make the organisation grow, and bring benefits to the organisation, and how important is to have these skills for managing people.  Listening is very important, and also negotiation, why is it important? Specify that if you have good listening skills for understanding a conversation, being capable to go into details and pinpointing the most important things and to ask questions where needed. 







Importance of training for myself as an employee, why do I need the training, and what are the benefits for myself. Motivation to get training, qualification, higher salary is you get more training.







What are the benefits for the organisation, what the employee can bring to the organisation, why should the organisation offer this training, and how the employees’ performance will change after training? Mention COVID, training needed at that time, the importance of training.







A short conclusion about all the aspects mentioned above, what is the role of HR officer, training, people in the organisation, various roles and benefits. 
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Organisational chart for M&S







Organisational Chart for M&S, their employees, teams, and their roles.  Do not give many details, just general information. There are many positions in the organisation but mention only the most important.
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Strengths

What do you do well?

What unique resources can you draw on? What do others see as your 

strengths?

Weaknesses

What could you improve?

Where do you have fewer resources than others?

What are others likely to see as weaknesses?

Communication skills (emails, messages, body language, verbally).

Computer literacy (Microsoft word, Excel, Power Point).

Organisational skills (keep track of work, plan, prioritise).

Competence (I always work to upgrade the level of competence in my area 

of work).

Flexibility (ready to adapt to new working conditions, adjust approach to 

tasks in different situations).

I have trouble saying no (when asked for help, I find it difficult to refuse).

I sometimes have trouble to ask for help.

I struggle to keep a healthy work/life balance.

Fear about public speaking.

Too detail-orientated.

Opportunities

What opportunities are open to you? What trends could you take

advantage of?

How can you turn your strengths into opportunities?

Threats

What threats could harm you? What is your competition

doing?

What threats do your weaknesses expose to you?

Developing computer literacy by watching YouTube videos.

Adding new words in my vocabulary, using them in emails, verbally, etc.

Using various tools and Apps for organisational skills, time saver App.

Taking new training, and listening to various podcasts and TED Talks for 

improving my communication skills and boosting my confidence.

BREXIT

Competition in the market.

Technology always changing.


Microsoft_PowerPoint_Slide3.sldx
		Strengths
What do you do well?
What unique resources can you draw on? What do others see as your strengths?		Weaknesses
What could you improve?
Where do you have fewer resources than others?
What are others likely to see as weaknesses?

		Communication skills (emails, messages, body language, verbally).
Computer literacy (Microsoft word, Excel, Power Point).
Organisational skills (keep track of work, plan, prioritise).
Competence (I always work to upgrade the level of competence in my area of work).
Flexibility (ready to adapt to new working conditions, adjust approach to tasks in different situations).		I have trouble saying no (when asked for help, I find it difficult to refuse).
I sometimes have trouble to ask for help.
I struggle to keep a healthy work/life balance.
Fear about public speaking.
Too detail-orientated.

		Opportunities
What opportunities are open to you? What trends could you take advantage of?
How can you turn your strengths into opportunities?		Threats
What threats could harm you? What is your competition doing?
What threats do your weaknesses expose to you?

		Developing computer literacy by watching YouTube videos.
Adding new words in my vocabulary, using them in emails, verbally, etc.
Using various tools and Apps for organisational skills, time saver App.
Taking new training, and listening to various podcasts and TED Talks for improving my communication skills and boosting my confidence.		BREXIT
Competition in the market.
Technology always changing.

 









Personal SWOT analysis for me as an HR Officer.  How I can transform my strengths into opportunities and how my weaknesses become my threats.  Mention about how you will improve, what are you going to do, which training are you going to take, and how you will develop yourself as an HR officer.
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Personal Skills Audit, what I am good at, what requires improvements, how I will improve, how I can do to develop my skills, and how can I add new skills. Do not go into much details about you are good at, only mention what are you weak at and how are you planning to improve, mention the online courses, training, YouTube videos.
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Knowledge  

for an HRM 

officer  

•

Personnel and Human Resources- this knowledge 

is essential for an HRM officer in M&S to be able to 

interview people and make the right decision for 

the best candidate

•

English Language- this is essential to understand 

all the details, the business management, to have a 

conversation, and to get into details where needed.

•

Law and Government – Knowledge of laws, 

procedures, and government regulations is 

something that is required and necessary for a 

professional that aims for the best result for the 

organisation.

•

Knowledge of HR software- to be able to use HR 

software and to be interested in learning and 

improving his/her skills in this field.

•

Communications and Media- to know media and 

to be able to communicate and inform, using 

different ways of communication. 

•

Computers and Electronics- to be able to use 

various software and hardware, use different apps, 

and to be able to use various programs.
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Knowledge  for an HRM officer  





Personnel and Human Resources- this knowledge is essential for an HRM officer in M&S to be able to interview people and make the right decision for the best candidate

English Language- this is essential to understand all the details, the business management, to have a conversation, and to get into details where needed.

Law and Government – Knowledge of laws, procedures, and government regulations is something that is required and necessary for a professional that aims for the best result for the organisation.

Knowledge of HR software- to be able to use HR software and to be interested in learning and improving his/her skills in this field.

Communications and Media- to know media and to be able to communicate and inform, using different ways of communication. 

Computers and Electronics- to be able to use various software and hardware, use different apps, and to be able to use various programs.





What knowledge is required from an HR Officer, why does he need this knowledge, and how the knowledge will be applied to the organisation. Why is this knowledge essential and how it will be applied? It is important to mention the company you are working for, and how you will apply the knowledge.
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Knowledge 

and 

Behaviour 

for an HR 

officer 

•

Grieving- must understand and be emphatic with the 

employees, to understand the pain and to offer support 

for the ones in need.

• Sociology and Anthropology- knowledge of the 

cultural background, social needs, history, and 

ethnicity is very important.

• Psychology- it is essential to understand people’s 

behaviour, to identify if they have any behavioural 

disorders, and to take further steps if needed.

• Customer and Personal Service- to understand the 

customer needs, know quality standards, and 

evaluate customer satisfaction.

• Mathematics- needs to have knowledge in algebra, 

geometry, and arithmetic and to apply them.
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Knowledge and Behaviour for an HR officer 



Grieving- must understand and be emphatic with the employees, to understand the pain and to offer support for the ones in need.

Sociology and Anthropology- knowledge of the cultural background, social needs, history, and ethnicity is very important.

Psychology- it is essential to understand people’s behaviour, to identify if they have any behavioural disorders, and to take further steps if needed.

 Customer and Personal Service- to understand the customer needs, know quality standards, and evaluate customer satisfaction.

Mathematics- needs to have knowledge in algebra, geometry, and arithmetic and to apply them.











Behaviour and knowledge required for an HR officer, how he needs to behave, how to understand others, how to help others, and to use basic knowledge about math in their role. Why is it important to understand people, what to do if they need help, and how to encourage them? 

Mention about listening and understanding your employees, how will you do that and how an employee can trust you.
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Skills for an 

HR Officer

Speaking- talking to others in a clear way and bringing

information in an effective way.

Decision Making- to be capable to identify various 

solutions and choosing the best one.

Negotiation- being able to bring the employees together 

and adjust the situation in the best possible way.

Writing- to be able to communicate in writing to the 

audience using the correct grammar and spelling.

Time management- to prioritise things, manage 

employees’ time and be an example for others.

Service Oriented- to find various ways to help others.

Instructing- to give clear instruction and teach others how 

to do things.

Mathematics- to be able to solve problems.

Active listening- to listen to a conversation without 

interrupting, take time to understand, and to ask questions 

where needed.
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Skills for an HR Officer





Speaking- talking to others in a clear way and bringing

 information in an effective way.

 Decision Making- to be capable to identify various solutions and choosing the best one.

Negotiation- being able to bring the employees together and adjust the situation in the best possible way.

Writing- to be able to communicate in writing to the audience using the correct grammar and spelling.

Time management- to prioritise things, manage employees’ time and be an example for others.

Service Oriented- to find various ways to help others.

Instructing- to give clear instruction and teach others how to do things.

Mathematics- to be able to solve problems.

Active listening- to listen to a conversation without interrupting, take time to understand, and to ask questions where needed.

















Essential skills that an HR officer in M&S needs, to make the organisation grow, and bring benefits to the organisation, and how important is to have these skills for managing people.  Listening is very important, and also negotiation, why is it important? Specify that if you have good listening skills for understanding a conversation, being capable to go into details and pinpointing the most important things and to ask questions where needed. 
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Benefits of 

Training for  

employee

•

Career progression and professional 

development- gaining more knowledge and 

acquiring new qualifications will have a great 

impact on your personality and self-confidence.

•

It keeps the skills up to date- everything is in 

continuous change, and training will provide the 

newest technology and methods so in this way 

skills are up-to-date or they become even better.

•

It ensures that qualifications and professional 

standards are maintained- being a good 

professional means that you always grow and 

have a place for more information and keep your 

knowledge at a high standard.

•

Contributes to achieving higher salaries- money 

is a good motivation for each individual to 

progress and to want to learn more and apply 

the knowledge at the workplace.

•

Help to build self-confidence- makes you more 

confident about how to manage various 

situations and makes you more prepared for 

different problems.
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Benefits of Training for  employee







Career progression and professional development- gaining more knowledge and acquiring new qualifications will have a great impact on your personality and self-confidence.

It keeps the skills up to date- everything is in continuous change, and training will provide the newest technology and methods so in this way skills are up-to-date or they become even better.

It ensures that qualifications and professional standards are maintained- being a good professional means that you always grow and have a place for more information and keep your knowledge at a high standard.

Contributes to achieving higher salaries- money is a good motivation for each individual to progress and to want to learn more and apply the knowledge at the workplace.

 Help to build self-confidence- makes you more confident about how to manage various situations and makes you more prepared for different problems.













Importance of training for myself as an employee, why do I need the training, and what are the benefits for myself. Motivation to get training, qualification, higher salary is you get more training.
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Benefits of training for the organisation

It helps to share practice and support- people start to share their knowledge, and experience and bring new things into the 

company.

Build confidence and credibility- M&S has a good reputation, but this does not mean that everything is perfect.  Bringing new things 

from the outside from various training only boosts their credibility and the consumer knows that the organisation finds new ways to 

improve. 

It helps reenergize the staff with new ideas and new skills- when the people in the organisation are happy, the positive energy goes 

to the customers and this makes them return to buy products from the same supplier.

It improves organisational efficiency- a new experience, new technology, and new ways of applying these make the staff more 

efficient, the work they are doing is less time-consuming and things are in continuous progress.

Greater work engagements- people improve their performance and learn new things. They are motivated to move forward and aim 

for higher positions in the organisation.
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Benefits of training for the organisation









What are the benefits for the organisation, what the employee can bring to the organisation, why should the organisation offer this training, and how the employees’ performance will change after training? Mention COVID, training needed at that time, the importance of training.
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It helps to share practice and support- people start to share their knowledge, and experience and bring new things into the company.





Build confidence and credibility- M&S has a good reputation, but this does not mean that everything is perfect.  Bringing new things from the outside from various training only boosts their credibility and the consumer knows that the organisation finds new ways to improve. 





It helps reenergize the staff with new ideas and new skills- when the people in the organisation are happy, the positive energy goes to the customers and this makes them return to buy products from the same supplier.





It improves organisational efficiency- a new experience, new technology, and new ways of applying these make the staff more efficient, the work they are doing is less time-consuming and things are in continuous progress.





Greater work engagements-  people improve their performance and learn new things. They are motivated to move forward and aim for higher positions in the organisation.
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Conclusion

•

Employees need Training.

•

Organisation needs to offer this training.

•

A good HRM Officer brings the right people 

into the organisation.

•

There is always a place for professional 

growth.

•

Using technology makes an HRM job easier.

•

We always need to listen to other people’s 

needs.

•

Organisations are ready to offer their 

support in different ways, they need to see 

that you want it.
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Conclusion



Employees need Training.

Organisation needs to offer this training.

A good HRM Officer brings the right people into the organisation.

There is always a place for professional growth.

Using technology makes an HRM job easier.

We always need to listen to other people’s needs.

Organisations are ready to offer their support in different ways, they need to see that you want it.











A short conclusion about all the aspects mentioned above, what is the role of HR officer, training, people in the organisation, various roles and benefits. 
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My name is Alina and I will talk about the Training and Development that needs for an HR officer. The module name is Developing Relationship and Workplace achievement for the workplace. The chosen company is M&S and in the next slides, I will go more into detail about it.
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Marks and Spencer 

•

Established 1884

•

Number of Employees 2022: over 65,000

•

1,487 stores globally

•

Selling: Clothes, homeware, food

•

M&S owns 50% of Ocado

•

M&S is popular for their great food and clothing 

quality 

•

Experience and quality over years, always 

improving

•

Colleague service team

•

Staff gets support and motivation

•

(Marks & Spencer, 2022).

•

(Marks and Spencer, n.d)
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Marks and Spencer 





Established 1884

Number of Employees 2022: over 65,000

1,487 stores globally

Selling: Clothes, homeware, food

M&S owns 50% of Ocado

M&S is popular for their great food and clothing quality 

Experience and quality over years, always improving

Colleague service team

Staff gets support and motivation

(Marks & Spencer, 2022).

(Marks and Spencer, n.d)









Brief introduction of M&S, when the organization has been established, employees, general information, mention about the colleague service team, support line.
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