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The position of the HR department is very crucial to an organization in the determination of not only its resource acquisition, retention, and development but also for ensuring its input in organizational development process along with identification of human resource factors gaps to fill up with strategic values toward sustainability (Chen, Uen and Chen, 2016). This includes: Head of HR Department, manager of training, manager payroll and benefits, manager of HR operations, Manager Recruitment and selection. The HR department keeps the employees grounded, improving the satisfaction of employees and employment engagement. This department looks after employee’s benefits and incentives. 


Slide 3





Slide 4



In this context, interviewing and drafting contracts are identified as weak areas that require knowledge regarding job roles, designs, and understanding of different job scopes along with potential risk factors associated with different job positions (Cohen, 2017). Similarly, interviewing requires active communication skills, understanding of human behavior, and intellectual skills to understand available resources, expectations, and potential to match with vacant positions (Trullen, Stirpe, Bonache and Valverde, 2016). These skill sets have been found to improve a level of work efficiency. This can be improved through beginning training of interviewing skills and contract drafting (Srivastava and Dhar, 2016).
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Reports writing skills, training skills, and problem-solving skills have been found to be on a adequate level. However these skills need to be on an intermediate level. This can be done through training to improve knowledge regarding customized report writing for the firm and participate in delivering a training session on HR practices and development of intellectual skills to come up with innovative ideas on HR based issues confronted on day to day basis. This will input as a starter to improve deliverables and increase the learning process through practices (Nankervis, Baird, Coffey, and Shields, 2019). In contrast, observed well in note keeping, material development to assist, and complaint management. These areas are required with training on human psychology and pressure management to increase work capacity (Latorre, Guest, Ramos, and Gracia, 2016).
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Assisting the department through my role, in delivery of HR based training on work ethics, HR policies, and work behavior especially to bring up with quality human resources in the interest of the organization. Training with analysis of HR based case studies and its implication on organizational practices found with valuable input through my awareness and knowledge in bringing up quality HR practices along with management of conflict and production of the right solution to improve work practices. A command on contractual drafting helps to assist the department in the timely production of employee contracts with analytical review to ensure legal supremacy and organizational interest. This also inputs in work distribution and efficiency to the HR department. A better understanding of interviewing skills along with knowing how to job role input with better assessment from potential candidates and selection of right resources in the interest of the organization. 
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Identifying the potential benefits in improving the skill sets that were an area of weakness, noted in the Personal skill sets. These skills sets are very crucial in the further development of a HR Officer Role. This can be improved through constant training of those skill sets. After training, report writing skills will help to develop reports based on available HR based data and issues confronted with consideration on HR based practices within the organization to develop material for consideration in the formulation of effective strategic input of the management in the interest of the organization.
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Training on communication and presentation skills found to be very useful in putting role in the implementation of better organizational level communication practice. This also contributes to my role in the development of a feedback mechanism that is very essential for an organization to build up with human resource confidence. Similarly, training on team management teamwork is very important to me to understand its importance and deliver this also among employees to ensure its successful implementation at the organization to ensure its positive outcomes on overall organizational performance. In light of the above-mentioned area with the input of highlighted training to me found it very necessary to ensure my role toward the organization in an effective manner along with my strength in terms of work concentration, report writing, and teamwork behavior. These areas have been found very important to ensure my hardworking input in the interest of the HR department with the optimum return of provided training modules.
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Training based on case study assessment HR case with solution formulation has found very essential to me to improve my skills in handling complex cases and come up with a good selection of information in the decision-making process (Cohen, 2017). By understanding the issues presented in the case studies the central issues can be addressed, problems can be solved by seeking different routes to help with the decision process. Also, implementing a plan that aids case study assessment. Furthermore, this helps in increasing understanding of HR based issues with the development of behavior to come up with the right decision to input construction in organizational development processes (Srivastava and Dhar, 2016). 
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Appendix B: Personal Skills Audit
	Name
	Nkechi Jefia

	Job Role
	Graduated Internee HR Officer



	
	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
	
	
	
	



	Supervisory Management

	How much experience have you had in your role?
	Less than a month
	0. Months
	Greater than 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
	Nkechi Jefia

	Date
	23/08/2020



The Personal Audit skills demonstrated the lack of skills that I have as a HR officer. This audit is important in recording my skills as a HR officer. This has allowed me to identify the skills and knowledge that the organisation wants against what I have as an individual, and whether I have the skills to achieve in the role and the potential to develop. 
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Figure 1: 

HR Department Organogram 

There are multiple roles in HR department based on the size of the organization 

and there are also some customized roles from sector to sector but overall key 

work areas are as follow:
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Figure 1: HR Department Organogram 

There are multiple roles in HR department based on the size of the organization and there are also some customized roles from sector to sector but overall key work areas are as follow: 

















The position of the HR department is very crucial to an organization in the determination of not only its resource acquisition, retention, and development but also for ensuring its input in organizational development process along with identification of human resource factors gaps to fill up with strategic values toward sustainability (Chen, Uen and Chen, 2016). This includes: Head of HR Department, manager of training, manager payroll and benefits, manager of HR operations, Manager recruitment and selection. The HR department keeps the employees grounded, improving the satisfaction of employees and employment engagement. This department looks after employees benefits and incentives. 
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In light of above-mentioned job responsibilities key skills sets and knowledge required for the above areas are as follow:

		Training & Development Unit		Payroll and Benefits Unit		HR Operations Unit		Recruitment and Selection Unit

		Command MS Office		Knowledge of finance		Command MS Office		Knowledge of job roles and responsibilities

		Reading and Analytical skills		Experience of payroll systems		Knowledge of HR practices		Job role designing skills

		Creative skills		Market analysis skills		Conflict management skills		Interviewing skills

		Internet-based skills		Negotiating skills		People management skills		Negotiating skills

		Content development skills		Command on MS Office		Record and file management skills		People management skills

		Understanding of human behavior		People management skills		Investigating skills 		Communication skills

		Investigating skills		Analytical skills		Communication skills		Command on Internet and MS Office

		Presentation and communication skills		 Communication sills				Analytical skills

		People management skills		 -				Understanding human behavior
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There are three different skill sets, being an HR Officer that I have identified very 

crucially after personal skill audits – Interviewing, Drafting and verbal reasoning skills 

(which are personally very weak areas of mine). However, other skills sets as a HR 

officer are very important. 

The Skill sets include: 

1. Interviewing  as a HR officer 

–

What is needed? 

Communication skills, active 

listening skills , a good grasp of non-verbal and verbal communication and a good level 

of emotional intelligence.                             

2. Drafting Contracts  of employment as a HR officer  

This usually includes:  

Job Information 

Compensation 

Time off, sick days and policies regarding vacations

Employee Classification 

Requirements after Termination 
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2. Personal Skills Audit

There are three different skill sets, being an HR Officer that I have identified very crucially after personal skill audits – Interviewing, Drafting and verbal reasoning skills (which are personally very weak areas of mine). However, other skills sets as a HR officer are very important. 



The Skill sets include: 

Interviewing  as a HR officer – What is needed? Communication skills, active listening skills , a good grasp of non-verbal and verbal communication and a good level of emotional intelligence.                             

Drafting Contracts  of employment as a HR officer  

This usually includes:  Job Information 

                                          Compensation 

                                          Time off, sick days and policies regarding vacations

                                          Employee Classification 

                                          Requirements after Termination 























In this context, interviewing and drafting contracts are identified as weak areas that require knowledge regarding job roles, designs, and understanding of different job scopes along with potential risk factors associated with different job positions (Cohen, 2017). Similarly, interviewing requires active communication skills, understanding of human behavior, and intellectual skills to understand available resources, expectations, and potential to match with vacant positions (Trullen, Stirpe, Bonache and Valverde, 2016). These skill sets have been found to improve a level of work efficiency. This can be improved through beginning training of interviewing skills and contract drafting (Srivastava and Dhar, 2016).
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More skill sets identified as a HR officer includes:  

1. Report writing skills 

2. Training skills 

3. Problem solving skills 

4. Taking notes of disciplinary

5. Resolving disputes/ complaint

6. Delivering a training session

7. Produce material to support
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More skill sets identified as a HR officer includes:  



Report writing skills 

Training skills 

Problem solving skills 

Taking notes of disciplinary

Resolving disputes/ complaint

Delivering a training session

Produce material to support





















Report writing skills, training skills, and problem-solving skills have been found to be on a adequate level. However these skills need to be on a intermediate level. This can be done through training to improve knowledge regarding customized report writing for the firm and participate in delivering a training session on HR practices and development of intellectual skills to come up with innovative ideas on HR based issues confronted on day to day basis. This will input as a starter to improve deliverables and increase the learning process through practices (Nankervis, Baird, Coffey, and Shields, 2019). In contrast, observed well in note keeping, material development to assist, and complaint management. These areas are required with training on human psychology and pressure management to increase work capacity(Latorre, Guest, Ramos, and Gracia, 2016).
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The benefits of training skill sets:

-Assist in the department as a HR officer 

-Work on the HR Policies 

-Improve the HR practices 

-Improving the knowledge surround Human resources 

For example:

Drafting Contracts for employment 
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1. Potential Benefits


The benefits of training skill sets:



Assist in the department as a HR officer 

Work on the HR Policies 

Improve the HR practices 

Improving the knowledge surround Human resources 



For example:

Drafting Contracts for employment 





















Assisting the department through my role, in delivery of HR based training on work ethics, HR policies, and work behavior especially to bring up with quality human resources in the interest of the organization. Training with analysis of HR based case studies and its implication on organizational practices found with valuable input through my awareness and knowledge in bringing up quality HR practices along with management of conflict and production of the right solution to improve work practices. A command on contractual drafting helps to assist the department in the timely production of employee contracts with analytical review to ensure legal supremacy and organizational interest. This also inputs in work distribution and efficiency to the HR department. A better understanding of interviewing skills along with knowing how to job role input with better assessment from potential candidates and selection of right resources in the interest of the organization. 
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While developing report writing skills the content should include as 

stated in the diagram below:  

Source: Charles Cotter (2015)
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1.2 Potential Benefits



While developing report writing skills the content should include as stated in the diagram below:  



Source: Charles Cotter (2015)

















Identifying the potential benefits in improving the skill sets that were a area of weakness , noted in the Personal skill sets. These skills sets are very crucial in the further development of a HR Officer Role. This can be improved through constant training of those skill sets. After training, report writing skills will help to develop reports based on available HR based data and issues confronted with consideration on HR based practices within the organization to develop material for consideration in the formulation of effective strategic input of the management in the interest of the organization.
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Skills that are also important for the role: 



Communication skills (very inadequate)



Presentation skills 



Team Management: Teamwork 
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1.3 Potential Benefits

Skills that are also important for the role: 

Communication skills (very inadequate)

Presentation skills 

Team Management: Teamwork 

















Training on communication and presentation skills found to be very useful in putting role in the implementation of better organizational level communication practice. This also contributes to my role in the development of a feedback mechanism that is very essential for an organization to build up with human resource confidence.

Similarly, training on team management teamwork is very important to me to understand its importance and deliver this also among employees to ensure its successful implementation at the organization to ensure its positive outcomes on overall organizational performance. In light of the above-mentioned area with the input of highlighted training to me found it very necessary to ensure my role toward the organization in an effective manner along with my strength in terms of work concentration, report writing, and teamwork behavior. These areas have been found very important to ensure my hardworking input in the interest of the HR department with the optimum return of provided training modules.
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Why are case study assessments in HR important? 



Helps define the Central issue 



Identify problems 



Develop a plan that can later be implemented 



Seek the best alternative for issues presented

This is why training is needed 
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1.4 Potential Benefits

Why are case study assessments in HR important? 



Helps define the Central issue 

Identify problems 

Develop a plan that can later be implemented 

Seek the best alternative for issues presented



This is why training is needed 

















Training based on case study assessment HR case with solution formulation has found very essential to me to improve my skills in handling complex cases and come up with a good selection of information in the decision-making process (Cohen, 2017). By understanding the issues presented in the case studies the central issues can be addressed, problems can be solved by seeking different routes to help with the decision process. Also, implementing a plan that aid the case study assessment. Furthermore, this helps in increasing understanding of HR based issues with the development of behavior to come up with the right decision to input construction in organizational development processes(Srivastava and Dhar, 2016). 
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Tesco PLC is a retail company in the United 

kingdom. The company own several brands such 

as finest, exclusive and Tesco basic. As well as, 

personal banking and personal 

loans. 

As a HR trainee officer based in Tesco, the human 

resources team functions as a people’s team and 

the employees of the organisation are at the heart 

of what we aim to achieve. The Human resources 

management at Tesco involves various activities, 

including recruitment, talent analysis, provision 

of good working environment and programmes. 

As a trainee HR officer, I am committed in 

retaining employees with good performance and 

ensuring that all are treated equally. 

I will be exploring the potential benefits and skills 

needed as a Trainee HR officer as part of the 

Human resources team in Tesco PLC.  
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Trainee HR OFFCIER IN TESCO PLC. 





Tesco PLC is a retail company in the United kingdom. The company own several brands such as finest, exclusive and Tesco basic. As well as, personal banking and personal 

loans. 



As a HR trainee officer based in Tesco, the human resources team functions as a people’s team and the employees of the organisation are at the heart of what we aim to achieve. The Human resources management at Tesco involves various activities, including recruitment, talent analysis, provision of good working environment and programmes. As a trainee HR officer, I am committed in retaining employees with good performance and ensuring that all are treated equally. 

I will be exploring the potential benefits and skills needed as a Trainee HR officer as part of the Human resources team in Tesco PLC.  
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