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Introduction
The current report focuses on the detailing the aspects, tools and strategies involved in the process of developing individuals and organisations and the teams associated with them at St Giles London.  It also discusses the importance of Human Resources management within organisations and the direct correlation that exists between sound HR systems, employee training and development and managing successfully business operations. In addition to this, the report enlists the skills, experience, and personality traits required by HR professionals and the training and development needs to be accomplished by a trainee HR Officer in order to become successful within the organisation. Equally, team development within the Saint Giles and the appropriate tools for acquiring and measuring individual and organisation growth has been discussed as part of the report. An analysis of personal skills has been prepared also, to identify apt skills and knowledge of successful HR professional within the organisation and the tools within their reach to attend to further team development needs. For the report, a comprehensive analysis of the strategic HR objectives and strategies for St Giles Hotel London as well as the SMART goals framework has been detailed in a PDP plan for the organisation. This assessment has formed part on an ample strategy in identifying and enhancing employee skills in a new project to benefit the business across the entire hotel chain. Before concluding the report, the knowledge to implementing the appropriate performance appraisal tools and techniques for improving employee development and engagement has been discussed in the context of St Giles.
Overview of chosen organisation for the study
At St Giles Hotel London, the HR professionals are responsible for various tasks’ input, as well as developing strategic and organizational changes to sustain the company by restructuring tasks to improve the organisational operations. Post Covid and Brexit, the company is currently facing numerous operational and resources challenges due to shortage of staff across the hospitality industry in general and labour-intensive departments in particular, such as back of house, room cleaning and waiting staff. Therefore, HR managers have to employ their best analytical and strategic skills to restructure the team according to the skills, experiences, and performance of the current employees in a bid to develop and utilise the current team skills set to its maximum capability levels. This way the hotel team can perform work in a faster, efficient, and more effective way as well as develop new skills and diversified knowledge across the departments. It also helps with increasing the productivity and boosting the morale of the employees while they may also potentially be learning how to multitask and learn a new skill. Given the current challenges setting, St Giles’ London HR department aims to bring a transformation in the organisational structure to promote and improve the functioning of the organisation.
Knowledge, Skills and Behaviours Required By HR Professionals
For the purpose of driving high performance within their respective organisations, the HR managers aim at hiring and retaining the best candidates for their organisation, the so called “star performers”. During selection processes, the HR managers take steps in ensuring that individuals with complementary skills are assigned together in a team (Albrecht, et.al, 2015). In particular, the HR managers have to be capable of analysing and understanding strategic information efficiently and be decisive thinkers, able to provide fast, effective solutions. They should be skilled and able influencer at all levels of organisation capable to work collaboratively with peers, colleagues, clients and departments within the organisation but also externally. They should be aware that they are a role model to their teams and subordinates. Therefore, they should always lead by example and provide their unbiased opinion in every situation and act with integrity under any circumstances. They must have an ethical and professional conduct as well as a questioning and inspecting demeanour along with the willingness to gain knowledge and the ability to nurture their teams.
The selection criteria as well as skills and knowledge required in the candidate by HR at St Giles London are detailed below:-
Selection skills and employment criteria (Figure1, Author)
	Essential Criteria
	Desirable Criteria
	Education

	Certificate of Management
	Post-graduate degree in Management 
	Experience

	Minimum of 6 months experience for training and development HR personnel
	 At least one year experience within a HR or management role
	Able communicator online and offline, media and telephone

	
	
	

	Skills
	Knowledge
	Behaviours

	Presentation skills
	Project Management 
	Ethical

	Verbal communication
	Time Management 
	Polite

	Creative
	Negotiating skills
	Confident

	Resourcefulness 
	MS office skills 
	Team leader

	Negotiating skills 
	Customer service oriented
	Solutions oriented


The successful HR candidate should be able to recruit people and manage employee development programs as well as equipped at boosting employee’s motivation and their overall performance.
Professional Development Plan for a Given Job Role
A personal development plan (PDP) provides with a template of work- structure that helps the employees in identifying the key areas of their strengths and weaknesses. This helps them improve their existing capabilities and skill set. The individual PDP generates a set of objectives and goals, helping the employees improving their performance. It also identifies areas of strengths for the individual that the company can use in their best advantage. The PDP is therefore effectively a great tool for businesses as well as it potentially saves a large amount of time from being wasted on trying to control employee’s performance and development. Implementing an effective PDP can have many benefits for the businesses. PDP implementation at business levels provides with clarity of objective for the organisation and makes employee contribution noticeable to the overall organisation goals. It also helps provides with awareness and understanding when such goals would be missed and make the employees realise their crucial contribution to achieving or missing out on the objectives set by the organisation. Therefore, HR managers take steps into identifying training and development needs for their teams and organise development opportunities for their departments such as seminars and trainings for their employees. To best do that, HR managers need to identify the appropriate skills, knowledge and behaviours needs to be developed within the team in the organisation. The assessment vehicle would be by conducting a personal audit skill and identify any gaps between employee potential and their actual current performance. (Albrecht, et.al, 2015). Once assessment is complete, the evaluated shortfall of learning can be closed through further learning and development trainings, methods and practice. 
An individual professional development plan template (PDP) is provided below for better understanding.
Individual PDP (Figure2, Author)
Part 1
	Name:
	Corina Bistriceanu

	
	

	Learning Area:
	Staffing and Management

	
	

	Goal:
	To build effectiveness an HR trainee officer

	
	

	Resources:
	Training and Development

	
	

	Objective:
	To provide training opportunities aimed at developing the skills of the employees

	
	

	Methods/Activities:
	Develop coaching skills by various training and seminars sessions.

	
	

	Deadline:
	By end of Q4/2022

	
	

	Date of completion:
	25/08/2022


Part 2 (For the purposes of understanding the meaning monitoring, documenting, and analysing the methods and accomplishments)
	Keeping a track of my learning-goals
	List specific goals, set a schedule, review progress

	
	

	Providing a report of my activities during group meetings
	List key information on my set learning objectives, detail its benefits for the organisation

	
	

	Demonstrating success
	Ensure that learning is tangible and visible

	
	

	Keeping the learning contract updated
	Set transparent objectives for learnings

	
	

	Furthering my career goals
	Set attention on future career development goals

	
	


Part 3 (For the purposes of detailing points of evaluation and personal progress assessment)
	My selection of individual learning contract specifics
	Detail suitable targets and objective and method of assessment 

	
	

	How well I am dealing with the deadlines, session-by-session
	Learn to prioritise tasks, understand requirements, ask for feedback 

	
	

	My continual improvement in my goal areas
	Plan, implement, analyse and assess progress

	
	

	My self-feedback (am I seeing myself realistically).
	Run a detailed self-assessment of current  strengths and weaknesses knowledge and skill set

	
	

	My attitude (am I a role model for others)
	Critically evaluate my behaviours 

	
	


Part 4
	Signatures:
	



Professional Development Plan for the Organisation
The PDP for the organisation is the tool used to appropriately set out the learning goals and training and development needs of employees in relation to the set Performance Objectives of the Organisation. The purpose of PDP plan is for the employees to realise how their set skills and knowledge compares to other team members in their departments and also in relation to the contribution to realising the development strategies and goals of the organisation. To achieve its learning goals, the company places special emphasis on continuous learning practices to encourage employees to develop further their transferable skills set and increase their potential for the future. As a result, the organisation benefits of increased employee motivation and improved team coordination, positively reflecting on retention rates within the business. At organisation levels, the company will achieve increased customer satisfaction triggering a ripple effect on companies’ financial and reputation performance and a substantial increase on its competitive edge. At St Giles London, organisational learning, training and development are processes in which the main emphasis is placed on creation and transition of knowledge within the organisation as a whole. Through continuous learning practices and gaining experience the company develops their standards and generates over time the required knowledge to implement the desired tools and methods for active implementation of Professional Development Plan objectives at strategic levels of the organisation. To help alleviate the current staff shortages and improve retention rates and attract able performers as well as achieve an improved outlook of the core team structure at St Giles London, a Professional Development plan has been discussed and is due for implementation, as detailed below:
Proposed PDP for St Giles London-(Figure 3, Author)
	Development Objectives
	Priority
	Activities to be undertaken
	Resources
	Target Start Date
	Target End Date
	Evaluation

	Reduced
Staff Turnover 
	High
	Identify issues related to turnover within hotspots departments, increase HR resources to help improve retention.
	Find and attract skilled employees aspiring to similar shared common values to the organisation.
	Sept -22
	Dec-22
	Assessment of employee levels within 
hotspots departments 

	Increased Employee
Engagement
	Medium-High
	Increase HR input and staffing when implementing new initiatives to increase engagement.
	Initiate employee recognition programs. Make team members feel seen, heard, valued, and respected, 
Implementation of incentive schemes 
	Sept -22
	Dec-22
	Conduct climate analysis reviews regularly, act on employee feedback and external reviews

	Improved Quality of Hire
	Medium-High 
	Improve selection process.
	Select, train, and hire best job candidates; design attractive packages to attract skilled workforce
	Sept- 22
	Dec-22
	Assessment of the overall performance of the organisation  and specific departments 

	Better Employee Relations 
	Medium-High
	Respond to and resolve HR claims quickly and efficiently.
	Cope with absences and deal with conflicts.
	Sept- 22
	Dec- 22
	Assessment of climate analysis results within the organisation 

	Cross training
For the Departments  
	High
	Involve office-based team and front of House team members
	Diversify current skill set of front of house and office base teams 
	Sept-22
	Dec-22
	Improve response for coping with staff shortages within  labour-intensive departments 



(Source, Moodle)
Personal Skills Audit to Identify Appropriate Knowledge for a Given Job Role
Professional skills are a combination of hard and soft skills and form part of the attributes and abilities that enable individuals to achieve success within a job role. Often referred to as a combination of human, technical, and conceptual skills, they are definitive in determine levels of success that employees can enjoy as a result in performing their duties to the optimum required standard and communicating competently within the hierarchy of an organisation. The professional skills required by employees may vary with the type of industry specifics. In the situation of Saint Giles and similarly to other hospitality settings, the company’s employees have to deal with people of different nationalities and countries therefore the communication skills play a key part in dealing with the customers while promoting company’s brand standards reflected by the mission statement and goals of the organisation. Equally, the HR representatives in the organisation are required to manage national as well international portfolio of clients and employees across the larger setting of the organisation, therefore they need to be competent and be able to manage successfully employee training and development programs across the board. As a result, developing the right employee development strategies within the organisation is a crucial requirement to the company.
A Personal Individual Skills Audit has been exemplified below for better understanding.
Individual Personal Skills Audit 
(Figure4, Author)
	Name: Corina Bistriceanu

	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 Word
	
	√
	
	

	Use Excel spreadsheets
	
	
	√
	

	Use a Database
	
	√
	
	

	Use specialist HR software
	
	
	√
	

	Use the internet
	
	√
	
	

	Use e-mail
	
	√
	
	

	Use PowerPoint
	
	
	√
	

	

	
	Very Good
	Good
	Adequate
	Little or no experience

	Communication skills 

	Drafting contract of employment
	
	
	
	√

	Taking notes of disciplinary hearings
	
	√
	
	

	Write reports
	
	√
	
	

	Produce material to support presentations
	
	
	√
	

	Delivering a training session
	
	√
	
	

	Resolving disputes/complaints
	√
	
	
	

	Interviewing
	
	√
	
	

	Advising on HR issues
	
	
	√
	

	

	
	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 
	
	
	√
	

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

	Consider the ideas of others to help solve problems
	
	√
	
	



	Supervisory Management

	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 to 5
	Above 5
√



	I declare that the information given in this form is true
	
C. Bistriceanu

	25/08/22



Signed
Date 


(Source, Moodle)
Continuous Learning and Professional Development to Drive Sustainable Business Performance
The continuous learning process benefits both the organisations and employees ensuring success and business continuity in the modern market place. St Giles promotes employee learning by investing financially in developing the skills and current knowledge of their employees and developing the workforce for future roles in the organisation. The company provides programs and makes available to employees further education schemes, scholarships and courses in order to promote the professional development of their teams. Such initiatives prove to be rewarding both for the Company and also for employees as it has been noted that such practices help with boosting staff loyalty and motivation and improve significantly employee retention rates. Taking into account the current outlook across the hospitality business, in my current role as a trainee HR officer I am required to assist the HR Manager with the recruitment, training and development strategy for the organisation and the effective and timely implementation of the proposed  Professional Development Plan outlined above. To achieve successful implementation, the HR department will be basing their strategy on applying the Learning Cycle Theories incorporated into the Organisational HR and Sustainable Business Performance strategy approach.
Apply Learning Cycle Theories to Analyse the Importance of Implementing Continuous Professional Development
In 1974, Kolb developed a learning cycle theory that highlights that learning should be integrated with each organisational process. The theory highlights that each stage of learning correlates to the next stage within the actual learning process and it is perpetually inter-linked and mutually supportive to the following stage of the learning cycle. For the purpose of effective learning, the theory also supports the fact that the learners should run the course of all the four stages of the proposed Kolb’s model in order to fully achieve the desired outcomes within the actual learning process. Kolb brings further arguments to support his theory model to highlight that individual learning is a process often influenced by social and educational factors, background and personal experiences and also that each employee is characterised by a unique learning style influenced and determined  by the factors mentioned above.
Kolb’s Learning Cycle (Figure5, Author)[image: ]
In the context of St Giles London, HR Managers must first critically evaluate and determine the impact of each stage of learning in order to develop the desired extra learning opportunities for the employees. As the organisation traverses through a challenging period; the company has to learn how to adapt and develop the current team skill sets to successfully performing inter and intra-departmental tasks in a very fast-paces and stressful environment.  
Conclusion
The HR managers and professionals within the organisation will have to ensure to support each stage of the learning for the team by actively developing and diversifying the knowledge through training and active implementation of PDP for the teams and the organisation. By drafting the desired SMART goals work frame and employing sustainable and sustained resources and efforts the company will outline the successful strategy in implementing innovative business continuity models to improve employee motivation and retention within the business in a crisis situation and provide for a successful outlook throughout the current challenges. The learnings in the process will be used to promote a competent training and development HR framework to be used in the existing business stetting with the potential to be successfully absorbed and incorporated by the company at large.
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KNOWLEDGE, SKILLS AND BEHAVIOURS (KSB) 


Knowledge-definition


• Knowledge is an essential acquired technical 
detail enabling someone to carry out work 
tasks and duties competently and proficiently


• Knowledge is generally gained through 
learning, self-teaching and education


• Having knowledge has value and can be 
quantified and carry incentives


Skills-definition


• Skills refer to someone’s specific practical 
knowledge gained through on-job training and 
repetition 


• Skills can also refer to native abilities or talent
• Although knowledge is very important, being 


skilled is a personal asset that does not 
necessarily require a certified qualification


Behaviours-definition


• Behaviour refers to someone’s native or acquired 
mind-set enabling the person to carry out tasks and 
duties diligently and professionally 


• Behaviours also refer to the way someone conducts 
themselves and the example they emulate in others


• Behaviour refers as well to traits and attitudes and 
the way these are displayed by the individual 







KSB FOR AN HR OFFICER 


Knowledge 


• Computer proficient 
• Health&Safety ,  Security
• Accounting and numeracy,  mathematics
• Education and training
• Knowledge of High Performance Work 


Systems
• Management of financial and human 


resources 
• Knowledge of principles and procedures 


for  selection, training, compensations 
and benefits


• Administration and management


Skills


• English proficient
• Speaking and listening
• Reading and writing
• Communication
• Coordination and negotiation abilities
• Presentation skills
• Telephonic skills
• Time management 
• Problem solving
• Adaptability
• Teamwork
• Leadership
• People Skills
• Conflict resolution


Behaviours 


• Politeness and approachability
• Trustworthiness and transparency
• Confidentiality and professionalism 
• Responsibility and reliability 
• Leading by personal example
• Fair and unbiased conduct
• Awareness  and compassionate manner 
• Honesty and ethical conduct
• Resiliency, able to cope under pressure 
• Technology savvy
• Pro-active and solutions oriented
• Supportive and appreciative
• Critical listening and analysis







TOP PEOPLE IN THE ORGANISATION


• CEO-policy planner and development-responsible for the organisation 


• General Manager-responsible of daily operations and business running aspects of the company


• Human Resources Manager-leading recruitment, training and development, payroll, human resources functions and climate 


within the organisation


• Financial Controller-responsible of ledger, financial forecasting and budgeting strategy for the company  


• Operations Manager-in charge of Reception, Housekeeping and Guest Services operations and functions 


• Executive Board of Directors(EB)-setting strategies and structure for the departments and the organisation 







ST GILES HOTEL LONDON-OVERVIEW


• Central London based 3 stars hotel located within the Theatre District (Bloomsbury)


• Part of International Hotel chain catering for UK and International client base


• Part of “Hotels with Hearts” initiative programme  for the vulnerable, hosting and bringing contribution to social and community projects within the local area


• Defined by a Hierarchal organisational structure


• Offering a range of services and accommodation across 732 guest bedrooms, ample dining  and a generous conference area


• Currently undergoing re-branding and improvement of room base







AIMS OF THE ORGANISATION 


• Provide customers with outstanding memorable positive experiences and increased guest satisfaction


• Providing a range of quality services, accommodation and facilities to attract a diverse client base 


• Investor in people to maximise staff retention, opportunities for growth and business performance


• Supporting social projects for the vulnerable, advocates for inclusion, equal opportunities and diversity 


• Performance driven, focused on achieving and exceeding set budgets, increase revenue, expand target markets 


• Continuously refining  marketing strategies to increase presence of corporate clientele and business


• Maximize profitability by improving current room base standard to increase ADR (Average Daily Rate)


• Focused on competitive advantage gain on the representative segment market and business expansion







UNIQUE SELLING POINT 


The LOCATION 


The Hotel is 


strategically located 


within walking 


distance to Oxford 


Street, Leicester 


Square and 


Tottenham Court 


Road Station







MY RESPONSIBILITIES AS A TRAINEE HR OFFICER


• Provide assistance to HR manager with recruitment and onboarding processes


• Complete offer letters, contracts and induction for new employees,  conduct appraisals for junior team members  


• Offer assistance in managing payroll and Health&Safety systems implementation,  policies development and good practice 


• Maintain starter and leavers checklists and current employees records, provide regular updates on Government policy  and changes


• Assist with conflict resolution HR management such as grievances and disciplinary processes, manage sickness and absence


• Assist with employee recognition programmes, identify training and development needs and programmes suitable for our business model


• Actively maintain Intranet pages,  collate and share relevant info on company's projects,  progress and achievements 


• Provide assistance with managing Company’s designated payroll systems, offer appropriate employee support and assistance 


• Take notes and provide assistance during Executive board of directors meetings, send internal email communications and updates


• Provide suitable absence cover for HR Manager, conduct staff surveys to asses the climate in the organization, provide feedback 







PERSONAL SWOT ANALYSIS


STRENGHTS WEAKNESSES OPPORTUNITIES THREATS 


Hard working Public Speaking Improve presentation skills Meagre coaching skills  


Adaptable&resourceful Tend to defer tasks Improve time management skills Disorganised


Customer focused oriented/Approachable Poor listener Improve communication skills Require time for decision-making


Familiar with the organisation Lack of HR practice Learn new skills Competition


Self-motivated Technology Improve technology skills Evolving technology







SWOT ANALYSIS FOR THE ORGANISATON 


STRENGHTS WEAKNESSES OPPORTUNITES THREATS 


Strong core team Outsource of certain departmental 
roles


Look at sourcing in house Financial restraints


Good compensation package Shortage of skilled workers for labor-
intensive departments 


Team re-structuring Recession/Inflation/
Taxation


Sound HRIS Budget restraints Investment Evolving technology


Customer service oriented Junior staff lacking experience Training&Development Gaps in service/Competition


Good financial performance Ageing room base in places Refurbishment Declining economic climate







TRAINING AND DEVELOPMENT FOR MY ROLE


• Employment law, benefits and compensations


• Conflict resolution 


• Payroll systems and HR management tools


• HR Management practices and policies training


• Introduction to existing staff incentive schemes and qualifying criteria


• Introduction to available employee support schemes


• Staff Training&Development resources


• Health&Safety, Security policy and awareness


• Law and Government 


• Planning and recruitment 


• Onboarding services


• Standard Operation Procedures 


• Training materials and resources


• Critical listening, critical analysis


• Consultation, Critical Evaluation


• Equal opportunities policy


• Redundancy and pay 


• Employee counselling 


• Introduction to management board and meetings







BENEFITS FOR THE ORGANISATION


• Familiar with the organisation and climate in the organisation, able to contribute for progress 


• Desire to bring my contribution to the business to promote further stability and success


• Loyalty and commitment-reflected in the length of service and current achievements


• Team-oriented, ability and passion for promoting and maintaining a safe and ethical climate within the organisation


• A drive for success and business continuity improvement, promotor for discipline and achievement 


• Good motivator-taking satisfaction in helping team members attain growth and career progression


• Diligently adhering to company’s procedures and health and safety policies, actively promoting good practice 


• Actively committed to improving my skills and promote the business by delivering continuous excellent customer service and team assistance 


• Looking to bring personal contribution to providing training opportunities aimed at developing the skills of the employees







CONCLUSION 


• Working as a HR officer carries great responsibility, both for the organisation and it’s team members. The responsibility also extends further to customers and 


stake holders and mirror the culture within the organisation. 


• A healthy culture within the organisation promotes increased employee engagement,  satisfaction and motivation translated into gaining competitive advantage 


and higher customer satisfaction levels and profitability.


• Having the opportunity of working as a trainee HR officer will increase my future progressing outlook by the means of developing new skills and contributing 


directly to the organisation’s performance and bringing  a positive contribution to supporting Company’s aims and progress.


• Gaining confidence in handling a team of any size whilst working as trainee HR officer is my current goal doubled by the desire and passion to provide employees 


with opportunities for growth and development within the organisation.
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