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Introduction 
Personal skills, knowledge and behaviour development is not only important for the employees but for the organisations and employers as well. Personal development gives more scope and opportunities to the employees and provides employers with better production. In this assignment, as a graduate trainee Human Resource (HR) officer of the UK’s large retail brand Matalan an understanding of the role of HR and development importance gas been evaluated. 
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The main role of Human resource officer in the organisation Matalan is to be responsible for the hiring and recruitment process in the organisation. The role also includes developing and looking after the efficient employees of the organisation to help the organisation maintain its productivity and performance (Noe et al. 2017, p. 88). However, in order to fulfil these roles appropriately in the organisation, there are some appropriate skills, knowledge and behaviour that are required by professionals in HR department. Matalan is one of the leading brands with quality products that manage a large number of employees and customers (matalan.co.uk, 2020). The key KSB required as an HR professional working in Matalan are as follows: 
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Recruiting capable staffs which also involves preparation of job alerts and advertisements, interviewing, shortlisting and selection of candidates, developing job roles and descriptions and others 
Understanding the training needs and requirements of the employees and provision of training facilities as per the need of the employees (Nankervis et al. 2019, p. 62)
Provision of feedback to the employees according to his/her performance, maintenance of employee records and administering of payroll 
Maintenance of effective work environment in the organisation by ensuring diversity and equality 
Liaising with other departments and working closely with other staffs 
Management and communication skills to maintain and manage employee relations in the organisation 
Negotiating with the employers and the employees regarding terms and conditions, remunerations and issues 
Advising and coaching skills to manage and help the employees in the organisation 
Technological knowledge and understanding to manage and administer organisational and employers needs and requirements 
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Personal skill audit 
Information technology 
 
Very good 
Good 
Adequate 
Little or no 
MS word 
 
 
 
 
Excel spreadsheets 
 
 
 
 
Database 
 
 
 
 
Specialists HR software 
 
 
 
 
Internet e-mail 
 
 
 
 
Powerpoint 
 
 
 
 
 
Communication skills 
 
Very good 
Good 
Adequate 
Little or no 
Drafting employment contract 
 
 
 
 
Disciplinary notes 
 
 
 
 
Reports 
 
 
 
 
Support material 
 
 
 
 
Disputes resolving
 
 
 
 
HR issues advise
 
 
 
 
Disputes resolving 
 
 
 
 
 
Problem solving skills
 
Very good 
Good 
Adequate 
Little or no 
Handling of complex data, verbal reasoning skills 
 
 
 
 
Problem solving ideas
 
 
 
 
Explore solution to reolve problems 
 
 
 
 
 
Supervisory management 
Experience in role 
<1month
 
  
1-3 months 
>3months 
 
       
People managed 
None 
1-5 
Above 5
 
 
Table 1: Personal audit 
(Source: Developed by researcher)
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Identification of training needs 
From the personal audit, it is clear that problem solving skills is the major area that needs to develop as a HR management officer in the organisation. Other skills like communication skills and information technology management have been seen quite well in the organisation as the experience in the organisation is more than 3 months and more 5 people have been managed as an HR officer in the Matalan. Problem-solving training is required as the self-management training which can effectively help in discovering effective ways to respond to different problems in the organisation (Von Hippel and Von Krogh, 2016, p. 208). There is also a scope and need of improving knowledge on information technology like the database as in Matalan it helps in the management and understanding of customers in the organisation. Some of the improvement strategies that can help in these areas are as follows: 
This problem-solving skill can be improved by managing more issues and problems with more experience in the organisation 
Examination of the main elements of different problems, examining different possible solutions and developing lesson plans can help in improving problem-solving skill (Abosede and Adesanya, 2017, p. 109)
 Information technological knowledge regarding database can be improved by keeping oneself update with new database upkeeps 
Get training from professionals and experiences to learn different areas of database and its management 
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From the experience of work at Matalan as a Human resource officer in the organisation, it can be stated that employees are one of the important and precious “assets” in the organisation. Therefore employee development is an important strategy for the organisation. Employee development is not easy. It requires financing, time and effort of the organisation (Ballew, 2019, p. 88). It is focussed by the Matalan and other organisations because it provides a large number of benefits to the organisation. Therefore even own development provides some potential advantages and benefit to the organisation and these potential benefits are: 
Develop and improvement of employees is considered as an effective opportunity for the employees, therefore, the scope of own development can help in longer retention in the organisation 
As an HR better skills of recruitment and training in the organisation can help to hire and attract better and more capable employees in the organisation and thus the overall productivity can improve as a result of it (Omar, 2020, p. 76)
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HR plays an important role to build liaison between other departments in the organisation and thus in the improvement of cross-departmental teamwork to meet customer needs, HR development is necessary 
Challenges and unexpected situations in the organisation are inevitable. However, for the effective management of the organisation management of these situations are important which can be effectively done with the knowledge and skills of HR managers and office
It cannot be also denied that learning culture improves employee loyalty and attracts new employees and thus is important for the organisation 
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Conclusion 
Experience of working in Matalan tells that a dynamic, highly motivated and well-trained workforce is crucial for any organisation. Therefore, the best way to raise the standards of employees in the organisation is by investing more focus and strategy of ongoing employee development. Employees with effective skills, behaviour and knowledge not only profitability and financial benefits in the organisation, but it also improves employee retention, performance and morale. Long term competitiveness can be built by installing and improving new skills and knowledge of employees. 
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[bookmark: _Toc49444482]Introduction 
In this assignment, as a graduate trainee Human Resource (HR) officer of the UK’s large retail brand, Matalan an understanding of the role of HR and development importance gas been evaluated. Personal skills, knowledge and behaviour development is not only important for the employees but for the organisations and employers as well. Personal development gives more scope and opportunities to the employees and provides employers with better production. 
[bookmark: _Toc49444483]1) Determine KSB required by HR professionals
The main role of Human resource officer in the organisation Matalan is to be responsible for the hiring and recruitment process in the organisation. The role also includes developing and looking after the efficient employees of the organisation to help the organisation maintain its productivity and performance (Noe et al. 2017, p. 88). However, in order to fulfil these roles appropriately in the organisation, there are some appropriate skills, knowledge and behaviour that are required by professionals in HR department. Matalan is one of the leading brands with quality products that manage a large number of employees and customers (matalan.co.uk, 2020). The key KSB required as an HR professional working in Matalan are as follows: 
· Recruiting capable staffs which also involves preparation of job alerts and advertisements, interviewing, shortlisting and selection of candidates, developing job roles and descriptions and others 
· Understanding the training needs and requirements of the employees and provision of training facilities as per the need of the employees (Nankervis et al. 2019, p. 62)
· Provision of feedback to the employees according to his/her performance, maintenance of employee records and administering of payroll 
· Maintenance of effective work environment in the organisation by ensuring diversity and equality 
· Liaising with other departments and working closely with other staffs 
· Management and communication skills to maintain and manage employee relations in the organisation 
· Negotiating with the employers and the employees regarding terms and conditions, remunerations and issues 
· Advising and coaching skills to manage and help the employees in the organisation 
· Technological knowledge and understanding to manage and administer organisational and employers needs and requirements 
[bookmark: _Toc49444484]2) Personal skill audit and identification of development and training needs 
Personal skill audit 
	Information technology 

	
	Very good 
	Good 
	Adequate 
	Little or no 

	MS word 
	· 
	
	
	

	Excel spreadsheets 
	
	· 
	
	

	Database 
	
	
	· 
	

	Specialists HR software 
	
	· 
	
	

	Internet e-mail 
	· 
	
	
	

	Powerpoint 
	· 
	
	
	



	Communication skills 

	
	Very good 
	Good 
	Adequate 
	Little or no 

	Drafting employment contract 
	· 
	
	
	

	Disciplinary notes 
	
	· 
	
	

	Reports 
	· 
	
	
	

	Support material 
	
	· 
	
	

	Disputes resolving
	
	· 
	
	

	HR issues advise
	· 
	
	
	

	Disputes resolving 
	
	
	· 
	



	Problem solving skills

	
	Very good 
	Good 
	Adequate 
	Little or no 

	Handling of complex data, verbal reasoning skills 
	
	· 
	
	

	Problem solving ideas
	
	
	· 
	

	Explore solution to reolve problems 
	
	
	
	· 


 
	Supervisory management 

	Experience in role 
	<1month

  
	1-3 months 
	>3months 

·        

	People managed 
	None 
	1-5 
	Above 5

· 


Table 1: Personal audit 
(Source: Developed by researcher)
Identification of training needs 
From the personal audit, it is clear that problem solving skills is the major area that needs to develop as a HR management officer in the organisation. Other skills like communication skills and information technology management have been seen quite well in the organisation as the experience in the organisation is more than 3 months and more 5 people have been managed as an HR officer in the Matalan. Problem-solving training is required as the self-management training which can effectively help in discovering effective ways to respond to different problems in the organisation (Von Hippel and Von Krogh, 2016, p. 208). There is also a scope and need of improving knowledge on information technology like the database as in Matalan it helps in the management and understanding of customers in the organisation. Some of the improvement strategies that can help in these areas are as follows: 
· This problem-solving skill can be improved by managing more issues and problems with more experience in the organisation 
· Examination of the main elements of different problems, examining different possible solutions and developing lesson plans can help in improving problem-solving skill (Abosede and Adesanya, 2017, p. 109)
·  Information technological knowledge regarding database can be improved by keeping oneself update with new database upkeeps 
· Get training from professionals and experiences to learn different areas of database and its management 
[bookmark: _Toc49444485]3) Potential benefits to organisation of own development 
From the experience of work at Matalan as a Human resource officer in the organisation, it can be stated that employees are one of the important and precious “assets” in the organisation. Therefore employee development is an important strategy for the organisation. Employee development is not easy. It requires financing, time and effort of the organisation (Ballew, 2019, p. 88). It is focussed by the Matalan and other organisations because it provides a large number of benefits to the organisation. Therefore even own development provides some potential advantages and benefit to the organisation and these potential benefits are: 
· Develop and improvement of employees is considered as an effective opportunity for the employees, therefore, the scope of own development can help in longer retention in the organisation 
· As an HR better skills of recruitment and training in the organisation can help to hire and attract better and more capable employees in the organisation and thus the overall productivity can improve as a result of it (Omar, 2020, p. 76)
· HR plays an important role to build liaison between other departments in the organisation and thus in the improvement of cross-departmental teamwork to meet customer needs, HR development is necessary 
· Challenges and unexpected situations in the organisation are inevitable. However, for the effective management of the organisation management of these situations are important which can be effectively done with the knowledge and skills of HR managers and office
· It cannot be also denied that learning culture improves employee loyalty and attracts new employees and thus is important for the organisation 
[bookmark: _Toc49444486]Conclusion 
Experience of working in Matalan tells that a dynamic, highly motivated and well-trained workforce is crucial for any organisation. Therefore the best way to raise the standards of employees in the organisation is by investing more focus and strategy of ongoing employee development. Employees with effective skills, behaviour and knowledge not only profitability and financial benefits in the organisation, but it also improves employee retention, performance and morale. Long term competitiveness can be built by installing and improving new skills and knowledge of employees. 
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The main role of a Human resource officer in an organisation, is in the hiring and recruitment process. 

It also includes developing and looking after the efficiency of employees of the organisation to help the organisation maintain its productivity and performance (Noe et al. 2017, p. 88). 

However, in order to fulfil these roles appropriately in the organisation, there are some appropriate skills, knowledge and behaviour that are required by professionals in HR department.





The main role of Human resource officer in the organisation Matalan is to be responsible for the hiring and recruitment process in the organisation. The role also includes developing and looking after the efficient employees of the organisation to help the organisation maintain its productivity and performance (Noe et al. 2017, p. 88). However, in order to fulfil these roles appropriately in the organisation, there are some appropriate skills, knowledge and behaviour that are required by professionals in HR department. Matalan is one of the leading brands with quality products that manage a large number of employees and customers (matalan.co.uk, 2020). The key KSB required as an HR professional working in Matalan are as follows: 
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Recruiting capable staffs which also involves preparation of job 

alerts and advertisements, interviewing, shortlisting and selection 

of candidates, developing job roles and descriptions and others

❏

Understanding the training needs and requirements of the 

employees and provision of training facilities as per the need of the 

employees (Nankervis et al . 2019, p. 62)

❏

Provision of feedback to the employees according to his/her 

performance, maintenance of employee records and administering 

of payroll
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Recruiting capable staffs which also involves preparation of job alerts and advertisements, interviewing, shortlisting and selection of candidates, developing job roles and descriptions and others 

Understanding the training needs and requirements of the employees and provision of training facilities as per the need of the employees (Nankervis et al. 2019, p. 62)

Provision of feedback to the employees according to his/her performance, maintenance of employee records and administering of payroll 

Maintenance of effective work environment in the organisation by ensuring diversity and equality 

Liaising with other departments and working closely with other staffs 

Management and communication skills to maintain and manage employee relations in the organisation 

Negotiating with the employers and the employees regarding terms and conditions, remunerations and issues 

Advising and coaching skills to manage and help the employees in the organisation 

Technological knowledge and understanding to manage and administer organisational and employers needs and requirements 
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Personal skill audit and identification of development and training needs 
Personal skill audit 


		Information technology 								

		 		Very good 		Good 		Adequate 		Little or no 

		MS word 		 		 		 		 

		Excel spreadsheets 		 		 		 		 

		Database 		 		 		 		 

		Specialists HR software 		 		 		 		 

		Internet e-mail 		 		 		 		 

		Powerpoint 		 		 		 		 



 





Personal skill audit 

Information technology 

 

Very good 

Good 

Adequate 

Little or no 

MS word 

 

 

 

 

Excel spreadsheets 

 

 

 

 

Database 

 

 

 

 

Specialists HR software 

 

 

 

 

Internet e-mail 

 

 

 

 

Powerpoint 

 

 

 

 

 

Communication skills 

 

Very good 

Good 

Adequate 

Little or no 

Drafting employment contract 

 

 

 

 

Disciplinary notes 

 

 

 

 

Reports 

 

 

 

 

Support material 

 

 

 

 

Disputes resolving

 

 

 

 

HR issues advise

 

 

 

 

Disputes resolving 

 

 

 

 

 

Problem solving skills

 

Very good 

Good 

Adequate 

Little or no 

Handling of complex data, verbal reasoning skills 

 

 

 

 

Problem solving ideas

 

 

 

 

Explore solution to reolve problems 

 

 

 

 

 

Supervisory management 

Experience in role 

<1month

 

  

1-3 months 

>3months 

 

       

People managed 

None 

1-5 

Above 5

 

 

Table 1: Personal audit 

(Source: Developed by researcher)
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From the personal audit, it is clear that problem solving skills is the major area that needs to develop as a HR management officer in the organisation. Other skills like communication skills and information technology management have been seen quite well in the organisation as the experience in the organisation is more than 3 months and more 5 people have been managed as an HR officer in the Matalan. Problem-solving training is required as the self-management training which can effectively help in discovering effective ways to respond to different problems in the organisation (Von Hippel and Von Krogh, 2016, p. 208). There is also a scope and need of improving knowledge on information technology like the database as in Matalan it helps in the management and understanding of customers in the organisation. Some of the improvement strategies that can help in these areas are as follows: 

This problem-solving skill can be improved by managing more issues and problems with more experience in the organisation 

Examination of the main elements of different problems, examining different possible solutions and developing lesson plans can help in improving problem-solving skill (Abosede and Adesanya, 2017, p. 109)

 Information technological knowledge regarding database can be improved by keeping oneself update with new database upkeeps 

Get training from professionals and experiences to learn different areas of database and its management 
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Develop and improvement of employees is considered as an effective opportunity for the employees, therefore, the scope of own development can help in longer retention in the organisation 

As an HR better skills of recruitment and training in the organisation can help to hire and attract better and more capable employees in the organisation and thus the overall productivity can improve as a result of it (Omar, 2020, p. 76)





From the experience of work at Matalan as a Human resource officer in the organisation, it can be stated that employees are one of the important and precious “assets” in the organisation. Therefore employee development is an important strategy for the organisation. Employee development is not easy. It requires financing, time and effort of the organisation (Ballew, 2019, p. 88). It is focussed by the Matalan and other organisations because it provides a large number of benefits to the organisation. Therefore even own development provides some potential advantages and benefit to the organisation and these potential benefits are: 
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HR plays an important role to build liaison between other departments in the organisation and thus in the improvement of cross-departmental teamwork to meet customer needs, HR development is necessary 
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Conclusion 

Experience of working in Matalan tells that a dynamic, highly motivated and well-trained workforce is crucial for any organisation. Therefore, the best way to raise the standards of employees in the organisation is by investing more focus and strategy of ongoing employee development. Employees with effective skills, behaviour and knowledge not only profitability and financial benefits in the organisation, but it also improves employee retention, performance and morale. Long term competitiveness can be built by installing and improving new skills and knowledge of employees. 
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Introduction 

Personal skills, knowledge and behaviour development is not only important for the employees but for the organisations and employers as well. Personal development gives more scope and opportunities to the employees and provides employers with better production. In this assignment, as a graduate trainee Human Resource (HR) officer of the UK’s large retail brand Matalan an understanding of the role of HR and development importance gas been evaluated. 
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