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Speaker notes
This slide is to show the purpose of this presentation looking at why it is important to create a career path for individuals in a company, this will help build confidence in the employees as they have a set goal to accomplish within the company meaning they will stay with the organisation a long time if a career path is established in the organisation.
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This is a brief description of a HR officer and what foundations and frameworks work together to form the overall human resource department.
For example, performance management that work when you have set out a program for an employee to complete and you are then going to watch how they perform after training or guidance.
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This looks at the rules and regulations of being a HR officer stating that they should have the knowledge, skills, and behaviours to bring successful candidates to the company. 
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The background history of the store I work for, I work in (Asda store limited) the department I currently work for is the click and collect department, there is, 1 manager with a supporting manager alongside, 4 section leaders and many employees. I have set a career path for myself in the company as the route to becoming a manager is clear which I have set as a goal within my workplace HR department.
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This is stating some of the qualities and skills you should have to be able to hold the position as a HR officer.
Knowledge, skills, and behaviours are some of the ways they will describe to you the type of person they are looking for.
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[image: ]from the personal skills audit of HR officer, I have recognised within myself that I have some strengths that can be developed to be able to achieve more for my organisation. I have also recognised some weakness that I have like delivering training session, but I believe this is a weakness of mine because I have not had much experience doing it, once I start training and get the education required, I do not believe this will still be a weakness of mine.
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This is some of the rules and regulations of becoming a HR manager in Asda, looking specify at the knowledge, skill and behaviours which is needed.
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This shows my career aspirations associated with my future job role and the responsibilities attached to it, I must know the equality act 2010, this is very important for HR as this covers a lot about the individual person, making sure all employees are comfortable and satisfied.
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[image: ]showing the different ways in which a training programs can take place and how each one can benefit the organisation, for example education this type of training helps develop employees, when you start a job you on training where you need to read the companies policies and procedures, so you are educating yourself to fulfil your job role. 
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This act is a must know for all HR officers as they must follow it to help promote a safe and equal environment amongst everyone in the organisation. Its important to know your rights as an employee or anybody associated with the company.
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Training and development if done well can bring can lead to staff retention meaning staff will stay in the company for longer because they feel well informed and satisfied to get the job done well, however if training and development not done well, or you are not trained of the necessary area you need training on then this could lead to confusion which will make the company lose out financially as well as good employees will not stay in the company for a long period of time. Business performance will not be good because employees are not trained properly for example, we have all been to a company where you can tell straight away that the employee does not know what they are doing, which leads to frustration on both party’s customer and employee, but this is no fault of the employee but the organisations fault as they should ensure all staff are adequately trained to meet the organisations performance goals.
If no training is received, then the overall performance is going to be poor and you will not have nothing to reflect on to see where an individual is going wrong because they were not ever trained in the first place to get an understanding of there training needs, so you will not be able to give no positive feedback or even set goals, employees could start to feel like machines instead of humans.
HR officers have to work closely with other departments lack of training could lead to miscommunication, they need to assess the job availability in each department by talking to managers if they are not trained on how to do this effectively they will not be able to be in a consultancy role and communicate with managers 
If you are trained to the company’s standard of training this breeds confidence so your performance should be outstanding because you know exactly what you are doing and how it is meant to be done.
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In conclusion I have found that training and development of an individual in a company is essential if you want hard working, effective communication, and reliable workers, you must train them, so they feel comfortable and in the ‘know how ‘once you invest time and training into someone they will feel more oblige to stay with the company for a long duration.
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HUMAN RESOURCE OFFICER
JOB DESCRIPTION

* KNOWLEDGE REQUIRED— EMPLOYMENT LAW

* PROGRESSIVELY ABLE TO GIVE EXPERT ADVICE IN THE ROLE
« KNOW THE JOB DESCRIPTION/ PERSON SPECIFICATIONS

* DEVELOP POLICIES

* SKILLS REQUIRED— CAN WORK DILIGENTLY WITH A NUMBER OF
DEPARTMENT.

* ABLE TO COMPILE STAFF HAND BOOK

* BEHAVIOURS REQUIRED —COMMUNICATE WITH SENOIR MANAGERS
* ENCOURAGE EQUALITY AND DIVERSITY

PLEASE SEE APPENDIX A
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‘ASDA STORES LIMITED’

HISTORY

Discovered in 1960s in Yorkshire, Asda is one of the United Kingdoms leading
retailers. Dedicated workers serve customers from network of stores and
online services, including supercentres, superstores, supermarkets, living
stores, petrol filling stations and depots across Britain. An average of 18
million people shop with Asda every week and 98 per cent of UK homes are
served bywww.asda.com(Asda,2021)

MY STORE
THE STORE IS A SUPERSTORE AND ASDA FILLING STATION

IT HAS 9/10 DEPARTMENTS WITH OVER 1000 EMPLOYESS, MANAGERS AND
2 GENARAL STORE MANAGERS (Asda,2021)
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TO DO

MY PERSON DEVELOPMENT PLAN

knowledge
e USE SPECAILIST HR SOFTWARE

* USE EMAILS

* USE POWERPOINT

* DRAFTING CONTACTS

Skills

* PRODUCE MATERIAL TO SUPPORT PRESENTATIONS
* GOOD DECISION MAKING SKILLS

Behaviours

* RESOLVE PROMBLEMS OR COMPLAITS

PLEASE SEE ATTACHED APPENDIX B FOR FULL DETAILS
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STRENGTHS

* SENDING EMAILS

* USING MIRCOSOFT OFFICE WORD

* DECISION MAKING SKILLS

WEAKNESSES

* DELIVERING A TRAINING SESSION

* DRAFTING CONTRACTS OF EMPLOYMENT
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Career aspirations

HR officer to become HR manager
Develop confidence to speak publicly
Know the equality act 2010

Write reports
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TRAINING PROGRAMS

* Training is where | am told what to do and generally not encourage to
ask why?

* Education this will build up my knowledge so in all my cognitive skills
are developed

* Mentoring by having a mentor to talk and show on experience as well
as knowledge

* Coaching to be able to achieve ones best from the help of others
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EQUALITY ACT 2010
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* Disability
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* Marriage or civil partnership
* Pregnancy and maternity
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MY PDP WHAT | NEED TRAINING ON

My weaknesses such as delivering training sessions from my personal
audit | can see that | need to be trained on being able to verbally
communicate with individuals through mentoring or coaching

If they train me well this will bring more revenue to the company,
studies shows ‘well trained staff brings more satisfied employees, then
morale is increased, which will increase how hard the workers work’
confidence from training means you not worried of messing up.

If | don’t receive the right training this could effect the business
performance on a whole, leaving room for miscommunication.
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MY CONCLUSION

Training and development is important for a company because of

Productivity in an organisation
Staff retention in an organisation
Overall staff performance

Finding a career path for individuals
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