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This report aims to assess the potential benefits of developing individuals in organisations critically. This paper will evaluate the strategies and vehicles available to the organisations to develop and train individuals in the workplace. Moreover, in this paper, appropriate methods and techniques will be used to generate a plan that will help individuals perform in their career life. 
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[bookmark: _Toc49436262]Two brothers, Bruno, and Sergio Costa launched Costa Coffee in London in 1971 as a wholesale company supplying roasted beans to Italian catering companies and professional coffee shops (Dana, 2010).  Procured in 1995 by Whitbread, it was sold in 2019 to The Coca-Cola Company in a £3.9bn transaction, which has expanded to 3,401 shops in 31 countries and 18,412 personnel.
Costa Coffee is the second-largest coffee chain in the world after Starbucks with revenue over £1,16 billion a year. 
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HR's hierarchical structure in all parts of the world is relatively consistent. However, in larger companies like Costa Coffee, the HR department is divided into many levels, such as the HR back and front office, and HR Center of Excellence. Moreover, the expectations for candidates are high and require professionalism and, personal and interpersonal skills. 
1. Professional knowledge - The HR officer should support human resources programs and infrastructure creation and implementation. Furthermore, providing procedural advice and policy. Working actively with training and development by preparing job descriptions, posting advertisements, and organising the hiring process. Knowledge of HMRS functions, benefits, pay and low. 
2. Skills – Good organisational and time management skills. The ability to take right decisions and communicate effectively even in critical situations. Knowledge in Business Administration and relevant social studies. 
3. Behavioural - HR practitioners, are forced to deal with sensitive issues; pay and benefits, corporate policy breaches or job-influencing personal struggles. They are supposed to do that with integrity as well as a fair but firm tone. Maintaining transparency, confidentiality and listening to people can lead to trustworthiness between HR officer and employees.
[bookmark: _Toc49436263]Slide 5 – Responsibilities 
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[bookmark: _Toc49436264]According to Nolan (2012), HR officers depending on the size of the organisation will have a range of responsibilities. For example, an HR officer will be consulting management on issues such as wage arrangements, disciplinary and grievance processes, retirement plans, jobs, and equal opportunity policies. Moreover, providing support and counselling staff on any problems, they have at work or personal. 
HR officers should have a broader vision and draw a plan for personnel needs as well as development and training (Nolan, 2012).
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Slide 6,7
· Employee Information Management 
According to Fleischer (2005), HR officers are having the same requirement and specifications when working in smaller or larger companies.
HR can include a comprehensive list of employee details that may include personal data,background in employment and compensation, accounting and tax records, health plans, time-off requirements, disciplinary history, job performance or any other specific fields related to the business. This holds all the employees' information relevant to the main record, for easy tracking and reporting
· Recruitment and Hiring 
A detailed HRM program can assist with all human resource duties during the lifecycle of workers, starting with the recruitment and selection process. Social resource management software with integrated HR software application will fully simplify the recruiting process for HR departments. Corporations can quickly and securely post work openings on various websites and social media networks.
· Appreciation Management 
[bookmark: _Toc49436265]Human resource software with advanced HR talent recognition capabilities are designed to look at employees well beyond the interview period. When working performance assessments offer insight into employee engagement, customer loyalty and more. These frameworks can provide automated feedback, or HR professionals can base the analytics on their recommendations.
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Herzemberg’s Two-Factors Theory 
Herzberg (1959) developed a two-dimensional model of the factors which influenced individuals' thoughts toward work. He has concluded hose factors such as corporate culture, management, organisational relations, labour conditions and incomes are hygienic considerations, not motivators. According to the theory, the lack of hygiene factors may build job dissatisfaction, but their presence is not motivating.
By contrast, he identified from the data that the motivators were variables that enhanced a person's experience; he found five factors that were mostly strong predictors of job satisfaction: performance, recognition, work itself, accountability and growth. These motivators (satisfiers) were associated with positive effects on the research done over the long term. In comparison, the (unsatisfied) hygiene variables have consistently produced only short-term changes in job attitudes and performance that quickly fell back to their preceding levels.
People Capability Maturity Model
PCMM recommends enhancing the capacity of the workforce of an organisation. Taking into consideration all steps of the model will help recognise ability gaps, eliminate workflow gaps, and motivate team members to succeed. PCMM It consists of five maturity stages that lay the groundwork for the continuous improvement of individual skills, the creation of successful teams, the incentive for better success and the forming of the employees that the company requires to achieve its future business strategies. Every stage of maturity is a well-defined developmental plateau that institutionalises new capacity to grow workforce for the organisation. By adopting the maturity process, a company can avoid implementing workplace activities that are unprepared for successful implementation by its employees. 
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Suitable methods to analyse personal skills and audit of the authors when coming to work as an HR officer is SWOT analysis and Leadership Styles. The author has critically examined his professional and personal skills to establish the suitability for this offer.
· Strengths – excellent communication skills and the ability to work with people. Good organisational skills, time management, decision-making and problem-solving.
· Weaknesses – ability to work with innovative software and taking situations too personal.
· Opportunities – learning from experience and studying relevant literature about HR Management. 
· Threats – procrastination and not enough time. 
[bookmark: _Toc49436266]Slide 11 – Potential Benefits for Organization
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[bookmark: _Toc49436267]Potential benefits to the organisation that the author could bring according to the skills he has are continuous improvements by offering new ideas. Communication can be increased by listening to the employees and letting them know how important their opinion is.  According to ongoing training and development plans, each employee would feel valued, and as recognition, the company will offer better products and services that will increase the profit. 
Slide 12, 13 – Developing individuals in the workplace 
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Slide 12,13 
[bookmark: _Toc49436268]The formulation of a development plan is the first step towards employee growth. It is important to sit down with the employee and address individual interests and career objectives. This topic will help to identify the strategies for growth that individuals should be taking.
There is a need to set specific quantitative metrics to help a person understand where they are at or what they should achieve in practise. And when these levels of performance are met, the bar can be increased so that the workers feel a daily sense of accomplishment.
Creates opportunities that encourage an employee to take on additional duties beyond their job. This training will boost their organisational knowledge and skills and help them to work more effectively with others because they have a deeper understanding of what other employees are doing for the business.
Advice does not mean criticism, dismissal, or deriding. It should rather be optimistic and offer practical recommendations for future expansion and success. Feedback must also be received regularly and linked to data or instances such as employee performance or succession planning.
Help staff access external contacts which can help them develop. Introduce them to other stakeholders who may act as mentors or trainers, sign them up for technical industry organisations, send them to seminars and training courses and develop and attend job fairs.
Slide 14 – References and Conclusions 
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Conclusions 
[bookmark: _Toc49436269]In this report, the author developed an understanding of HR officer role in Costa Coffee. Appropriate skills and knowledge for HR professionals in the workplace were defined and analysed. Moreover, the candidate provided a full understanding of his attitude to work as an HR officer and critically measure his ability to deal with HR responsibilities.
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