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Hello, My name is Gheorghe Trifoi and I am working as an HR officer for Tesco. In this presentation I will talk about the skills and knowledge I need as an HR officer and how to behave when doing my job. A swot analysis helped me to identify my strengths and weaknesses. I will talk about the benefits that me and the company can have if I develop myself and I get training.
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Tesco is one of the biggest retailers in UK. It sells food, clothing, and different services like banking.
Has more than 340 thousand employees and over 26 percent market share. 
In the retail industry the focus is on employees because taking care of them at work, they will care for customers too. And Tesco has invested this year in their skills with new training and technology, increased their pay and offered more flexibility
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Knowledge, Skills and Behaviour of an HR Officer
· the HR department manages the hiring, training, development, and performance of employees  and in Tesco , an HR officer needs to use his knowledge of how HR functions and know how to implement the practices of HR  when is recruiting people, making sure is choosing the people with the right skills, offers people a good experience by improving their performance focusing on their skills and motivation through delivery of  training and induction.
· They give advice and offer services on employment law issues and policies, Policies like performance management, working conditions, equal opportunity, disciplinary actions, or controlling absences must be well-understood, developed, and implemented properly.
· He Must know how Tesco operates and promote equality and diversity following the culture of the company. 
· He should Be aware of the data protection as it handles sensitive information of employees
· Should follow the procedures on health and safety and train future employees on induction day.
· Needs Administrative knowledge because you must organize and update employee records
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· Skills needed
· An HR officer needs to have IT skills, use MS office and know how to work with HR software HRIS (Human resources information systems) OR HRMS (human resources management systems) that allow you to maintaining effective HR tasks like payments, recruiting, training, , employee satisfaction, and attendance (Yasar, 2022)
· HR professionals need to be able to solve problems as they come up and use their creativity to select information and make decisions according to situations.
· Needs to be organized because there is a lot of paperwork to do, information and data that deals with, needs to know where things are and what to do next Needs interview skills because it will deal with the process of applications, selection and interviews and must use appropriate decision when shortlisting candidates for interviews
· Should be able to communicate appropriately, verbal and nonverbal and with people from different departments and backgrounds
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Behaviour needs
When doing his role, an HR officer needs to behave exemplary and do things well, must look to improve his performance, be able to communicate clear and show respect to team members and other people Must be professional and follow rules because he is like a role model for others. Have a positive attitude, maintain confidentiality as it handles personal information and be fair when selecting candidates for interviews without judging or discriminate people because of their culture, gender or race or lack of skills.
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· I have good knowledge on using the internet and know my way around. I can work with others with no problems, teamwork is what gets the job done in the workplace. Others are saying that I am very social and easy to speak with. As I listen to their problems and give good advice. I also deal with problems as they come and solve them considering factors and people involved and their opinions. I can manage more people at once thanks to my teamwork skills, which also help me to resolve any conflicts that may come in a team.. I have a fear of public speaking and having the opportunity to attend trainings and do inductions to new people is an opportunity to improve.
· Being new to the field of HR I have less experience that others and this is a weakness for me that others can see it too.  I need to learn to use my knowledge of HR to put it in practice, like when I write contracts of employment or during an interview, when I find it difficult because of experience and I feel I need some training or a mentor to help me. Because I need help to work on some HR software too.





Slide 7




After finding my strengths and opportunities there are some weaknesses and threats that I discovered I need to improve to do good in HR. I figured I need some training to improve my performance on public speaking and leading regular meetings is an opportunity to do this.
I also need some training to learn how to use the HR software like HRIS OR HRM properly as I use them most.
And to improve my performance on HR practices, a mentor can guide me. Also attending when others are holding interviews to observe will benefit my experience and could learn some tips to improve my performance.
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· If I get training when I need it helps me as an  HR officer to improve my skills and experience and be more efficient for the company. For example, it can help people to go through unexpected changes and act as role model to help people see the reason for change.
· Employee attitudes and behaviour, commitment and skills can be impacted by HR policy and practices, if they are implemented properly and this can impact on organisational performance.
· Social responsibility is promoted by HR professionals in the company through policies like equality, diversity and inclusion, flexible working, harassment and bullying.
· HR promotes people’s wellbeing by making sure the company offers a safe working environment, with good working conditions and less stress
· Tesco can maintain their reputation by training their employees and help the company achieve competitive advantage by hiring and keeping talented people that are productive and perform well and attract new people (CFI Team, 2022).
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· Is my responsibility to develop myself professional and personal. But if the company and leadership provide with support, direction, and opportunities to succeed, I can accomplish more 
· Training is one of the many actions a company can take to encourage learning. With training and development, I can be able to perform well and apply HR expertise and skills to my work
· My talents and potential could be improved through experience, training, coaching or mentoring, this way I can progress in certain work areas and help the company to achieve their objectives and improve performance. Also I will be more satisfied with doing the job and feel more motivated
(CFI Team, 2022)
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Thank you for Listening.
I have references on the next slide and my skills audit attached in the appendix at the end.
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Knowledge, Skills and Behaviour of an HR Officer

Knowledge needed

Develop and apply HR expertise and skills (HR functions, practices and strategies and how these are delivered)

Labour laws and policies 

Equality act 2010

General Data protection regulation (GDPR) 2018 

Health and Safety procedures

Administrative knowledge



(Armstrong, 2020)







Knowledge, Skills and Behaviour of an HR Officer

the HR department manages the hairing, training, development, and performance of employees  and in Tesco , an HR officer needs to use his knowledge of how HR functions and know how to implement the practices of HR  when is recruiting people, making sure is choosing the people with the right skills, offers people a good experience by improving their performance focusing on their skills and motivation through delivery of  training and induction.

They give advice and offer services on  employment law issues and policies, Policies like performance management, working conditions, equal opportunity, disciplinary actions, or controlling absences must be well-understood, developed, and implemented appropriately.

Must know how Tesco operates and promote equality and diversity following the culture of the company. 

Be aware of the data protection as it handles sensitive information of employees

Should follow the procedures on health and safety and train future employees on induction day.

Needs Administrative knowledge because you must organize and update employee records
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Knowledge, Skills and Behaviour of an HR Officer

Skills needed

• Technical skills to use certain HR software

• Problem solving and decision making

• Organized and managing time

• Interview and selection skills

• Communication skills

(Armstrong 2020)
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Knowledge, Skills and Behaviour of an HR Officer

Skills needed

Technical skills to use certain HR software

Problem solving and decision making

Organized and managing time

Interview and selection skills

Communication skills







(Armstrong 2020)







Skills needed

An HR officer needs to have IT skills, use MS office and know how to work with HR software HRIS (Human resources information systems) OR HRMS (human resources management systems) that help you manage the internal HR functions like employee data management to payroll, recruitment, benefits, training, talent management, employee engagement, and employee attendance (Yasar, 2022)

HR professionals need to be able to solve problems as they come up and use their creativity to select information and make decisions according to situations.

Needs to be organized because there is a lot of paperwork to do, information and data that deals with, meetings,, needs to know where things are and what to do next Needs interview skills because it will deal with the process of applications, selection and interviews and must use appropriate decision when shortlisting candidates for interviews

Should be able to communicate appropriately, verbal and nonverbal and with people from different departments and backgrounds
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Knowledge, Skills and Behaviour of an HR Officer

Behaviour needed

• Communicate clearly and professionally 

• Respect others 

• Following rules

• Positive attitudes 

• Being fair/non judgemental/non-discriminatory 

• confidentiality  

(Armstrong, 2020)
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Knowledge, Skills and Behaviour of an HR Officer

Behaviour needed

Communicate clearly and professionally 

Respect others 

Following rules

Positive attitudes 

Being fair/non judgemental/non-discriminatory 

confidentiality  

(Armstrong, 2020)







Behavior needs

When doing his role, an HR officer needs to behave exemplary and do things well, must look to improve his performance, be able to communicate clear and show respect to team members and other peopleMust be professional and follow rules because he is like a role model for others. Have a positive attitude, maintain confidentiality as it handles personal information and be fair when selecting candidates for interviews without judging or discriminate people because of their culture, gender or race or lack of skills.
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SWOT analysis using Skills audit 

(attached as appendix)

StrengthsWhat 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?

• Good use of internet

• Teamworking 

• Problem solving

• Good listener

• Public speaking 

• Communication in certain circumstances

• Experience 

• Some MS Office apps like Excel

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? 

• My team working skills help me deal with conflict

• Using my internet skills as an opportunity to learn 

new apps and software

• Not being able to use HR software  correctly

• Competition is doing things quicker because of 

their experience

• My lack of experience is a weakness for others
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SWOT analysis using Skills audit (attached as appendix)

		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?

		Good use of internet
Teamworking 
Problem solving
Good listener
		Public speaking 
Communication in certain circumstances
Experience 
Some MS Office apps like Excel


		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? 

		My team working skills help me deal with conflict
Using my internet skills as an opportunity to learn new apps and software		Not being able to use HR software  correctly
Competition is doing things quicker because of their experience
My lack of experience is a weakness for others








I have good knowledge on using the internet and know my way around. I can work with others with no problems, team work is what gets the job done in the workplace. Others are saying that I am very social and easy to speak with. As I listen to their problems and give good advice. I also deal with problems as they come and solve them considering factors and people involved and their opinions. My team working skills help me to manage multiple people at a time and eliminate any conflicts within a team. I have a fear of public speaking and having the opportunity to attend trainings and do inductions to new people is an opportunity to improve.

Being new to the field of HR I have less experience that others and this is a weakness for me that others can see it too.  I need to learn to use my knowledge of HR to put it in practice, like when I write contracts of employment or during an interview, when I find it difficult because of experience and I feel I need some training or a mentor to help me. Because I need help to work on some HR softwares too.
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Identification of training needs

• Training on how to hold meetings and practice public speaking

• HR software training

• Coaching or Mentored by an experienced HR professional/HR manager

• Interviewing and selection practice
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Identification of training needs

Training on how to hold meetings and practice public speaking

HR software training

Coaching or Mentored by an experienced HR professional/HR manager

Interviewing and selection practice















After finding my strengths and opportunities there are some weaknesses and  threats that I discovered I need to improve to do good in HR . I figured I need some training to improve my performance on public speaking and leading regular meetings is an opportunity to do this.

I also need some training to learn how to use the HR softwares like HRIS OR HRM properly as I use them most.

And to improve my performance on HR practices , a mentor can guide me. Also attending when others are holding interviews to observe will benefit my experience and could learn some tips to improve my performance.
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Benefits to Tesco of developing me as an HR officer through 

effective training and development

• HR professional can help employees to deal with change

• Organizational performance is improved with the use of HRM (human resource 

management) practices – weaknesses are discovered and can take action through 

training and development 

• Promote social responsibility

• Promote the wellbeing of employees 

• Can maintain a good reputation and achieve competitive advantage

(Armstrong, 2020)
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Benefits to Tesco of developing me as an HR officer through effective training and development

HR professional can help employees to deal with change

Organizational performance is improved with the use of HRM (human resource management) practices – weaknesses are discovered and can take action through training and development 

Promote social responsibility

Promote the wellbeing of employees 

Can maintain a good reputation and achieve competitive advantage





(Armstrong, 2020)





If I get training when I need it helps me as an  HR officer to improve my skills and experience and be more efficient for the company. For example it can help people to go through unexpected changes and act as role model to help people see the reason for change.

Employee attitudes and behaviour, commitment and skills can be impacted by HR policy and practices, if they are implemented properly and this can impact on organisational performance.

Social responsibility is promoted by HR professionals in the company through policies like equality, diversity and inclusion, flexible working, harassment and bullying.

HR promotes peoples wellbeing by making sure the company offers a safe working environment, with good working conditions and less stress

Tesco can maintain their reputation by training their employees and help the company achieve competitive advantage by hiring and keeping talented people that are productive and perform well and attract new people (CFI Team, 2022).
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Benefits to the individual of developing me as an HR 

officer through effective training and development

• Training is part of my CPD and it helps me improve as individual, increase the 

level of my productivity and confidence

• I will accomplish more in my job if the company offers me support, directs me 

and offers opportunities to succeed

• Training will help me gain the knowledge and abilities required to do my work 

well.

• My talents and potential could be improved through experience, training, 

coaching or mentoring to progress within certain work areas (McGuire, 2014).

• Helps achieve business objectives and improve organizational performance.

• Gain job satisfaction, more motivated to achieve my career goal

(Armstrong, 2014)
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Benefits to the individual of developing me as an HR officer through effective training and development

Training is part of my CPD and it helps me improve as individual, increase the level of my productivity and confidence

I will accomplish more in my job if the company offers me support, directs me and offers opportunities to succeed

Training will help me gain the knowledge and abilities required to do my work well.

My talents and potential could be improved through experience, training, coaching or mentoring to progress within certain work areas (McGuire, 2014).

Helps achieve business objectives and improve organizational performance.

Gain job satisfaction, more motivated to achieve my career goal

(Armstrong, 2014)





Is my responsibility to develop myself professional and personal. But if the company and leadership provides with support, direction, and opportunities to succeed, I can accomplish more 

Training  is one of the many actions a company can take to encourage learning. With training and development I can be able to perform well and apply HR expertise and skills to my work

My talents and potential could be improved through experience, training, coaching or mentoring, this way I can progress in certain work areas and help the company to achieve their objectives and improve performance. Also I will be more satisfied with doing the job and feel more motivated

(CFI Team, 2022)
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Conclusion 

• Training and development is beneficial for the company and for the HR officer too.

By training their HR team, the company can increase their skills and performance

and then are able to hire people that are suited for the job, be productive and

increase the company's success.

• By training and developing their HR employees, Tesco can address any 

weaknesses or skills that employee lack

• If I am given the opportunity to grow I can improve myself and learn from 

experience and from others 
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Conclusion 

Training and development is beneficial for the company and for the HR officer too.  By training their HR team, the company can increase their skills and performance and then are able to hire people that are suited for the job, be productive and  increase the company's success.

By training and developing their HR employees, Tesco can address any weaknesses or skills that employee lack

If I am given the opportunity to grow I can improve myself and learn from experience and from others 
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Hello, My name is Gheorghe Trifoi and I am working as an HR officer for Tesco. In this presentation I will talk about the skills and knowledge I need as an HR officer and how to behave when doing my job. A swot analysis helped me to identify my strengths and weaknesses. I will talk about the benefits that me and the company can have if I develop myself and I get training.
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Selected company - Tesco

• Is a leading grocery retailer in the UK and internationally (Ireland, Hungary, 

Slovakia, Malaysia)

• Sells grocery items, clothing and services like mobile, data science and banking 

• Has around 5000 stores and over 340,000 employees and a UK market share 

of 26.9% (Bedford, 2022)

• Focus is on customer and is proud with offering customers quality and 

affordable food products that are healthy and sustainable

• Jack Cohen founded Tesco in the 1919 and today Ken Murphy is the group 

CEO and Jason Tarry is CEO for UK and Ireland  

(Tescoplc, 2022

)
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Selected company - Tesco

Is a leading grocery retailer in the UK and internationally (Ireland, Hungary, Slovakia, Malaysia)

Sells grocery items, clothing and services like mobile, data science and banking 

Has around 5000 stores and over 340,000 employees and a UK market share of 26.9% (Bedford, 2022)

Focus is on customer and is proud with offering customers quality and affordable food products that are healthy and sustainable

Jack Cohen founded Tesco in the 1919 and today Ken Murphy is the group CEO and Jason Tarry is CEO for UK and Ireland  



(Tescoplc, 2022)





Tesco is on of the biggest retailers in Uk . It sells food, clothing and different services like banking.

Has more than 340 thousand employees  and over 26 percent market share. 

In the retail industry the focus is on employees because taking care of them at work, they will care for customers too. And Tesco has invested this year in their skils with new training and technology, increased their pay and offered more flexibility
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Knowledge, Skills and Behaviour of an HR Officer

Knowledge needed

• Develop and apply HR expertise and skills (HR functions, practices and 

strategies and how these are delivered)

• Labour laws and policies 

• Equality act 2010

• General Data protection regulation (GDPR) 2018 

• Health and Safety procedures

• Administrative knowledge

(Armstrong, 2020

)


