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Hello everyone, today I will be speaking about presentation on “Training and Development needs for an Human Resource Officer.” Before I start, I would like to introduce myself, I am Yawar Hossain, currently studying at Level 5 in the University.
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In this slide, will provide a brief introduction about the company, Mitchells and Butlers Plc. (M&B). The reason for choosing this business because I work as a General Manager for them since 2018. M&B started trading in 1898, currently owns 1660 pubs and restaurants, operates 15 well-known brands. The company employs 42,500 people throughout the country; in 2019, the company served over 120 million meals and 380 million drinks. Some of the biggest brand pub and restaurant includes, All Bar One, Miller & Carter, Harvester, Stonehouse, Toby Carvery, etc. (Mitchells & Butlers plc Annual Report and Accounts, 2020). Currently M&B plc is the second largest pub company in the UK (Statista, 2019).
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This slide shows about the timeline in M&B, started in 2016 as a General Manager, in the meantime I wanted to improve some of my skills, so I enrolled to the University. In 2021, I have applied for Trainee HR Officer role and I was internally recruited within the company for a different role.
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The definition of HR is “the resources that are intrinsic to human beings, which they can apply to the various tasks of life, both in workplaces and in activities such as relationship building, child raising, recreational leisure and community service.” (Boxall 2013, p.4). 
In late 19th century, the term HRM arrived from USA and were used in UK as well. (Pinto-Chilcott, 2015)
“Human resource management (HRM) is concerned with all aspects of how people are employed and managed in organisations.” (Armstrong and Taylor, 2020). The concept of HRM was founded by Michael Beer and leading experts created ‘Harvard framework’ and Charles Fombrun and leading experts created ‘Michigan framework’. (Armstrong and Taylor, 2020).
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Objectives are: 
· Support association to accomplish its targets
· Develop elite culture and prosperity for the specialistsEnsures the organisation provides talented, motivated and skilled employees
· Creates a positive working environment between the manager and employees
· Engage the use of ethical method to people management (Armstrong and Taylor, 2020).
There are many HRM exist, amongst all Harvard and Michigan are the most popular one. HRM system is a form of HR information systems it is used to help business to support HR activities and practices. 



















Slide 6:

[image: Table

Description automatically generated with medium confidence]

According slide 6, knowledge, skills and behaviour are certain trait required by HR professional. These unique skills and competencies make a successful career in HR (Alison, 2013). An individual should have HR knowledge and committed to regular learning, which includes employment law keeps on updating regularly due to the ongoing demand, for example, immigration, covid 19, etc. (CIPD, 2021). Communication and critical thinking skills are a must and followed by ethical approach and organisational skills. These skills are important as they are hard skills mixed with soft skills which could be applied to real life situations (The University of Scranton Online, 2018).
These soft skills are learnt either in educational institution or workplaces. They are important as it helps to carry out function and responsibility as a HR officer. There is a massive skills gap in the market and employers are consistently looking for someone with the relevant skills (Levy and Rodkins, n.d.). This means the HR officer requires organise and plan task, able to follow within timely manner, communicate with the business partner and peers and take the lead to lay down strategies and work together, commercially aware by following the correct data trend take the right decision and also able to find solution to the problem (Mason, 2020; Eccleston, 2014)	
There are eight behaviours have been identified. The behaviour shows different individual have different characteristics, some are good with numbers and some are born leaders who drive results (CIPD, n.d.).



Slide 7:

[image: Diagram

Description automatically generated]

In accordance with Appendix A, the key expectations of HR Officer role have been identified. Slide 6 shows the relevant KSB required to be able to do the job and slide 7 states the job role and what is expected from HR Officer to carry out the responsibility. In this competitive market, the recruiters are looking for competent person who will be able to perform their job and able to drive the business forward. These are few expectations, recruitment, training and development, prepare team handbook, able to write policies in adhere to laws and regulations, administer payroll, salary reviews, bonuses, promote equality and diversity, assist managers, negotiate with trade unions, deal with grievances and disciplinary procedures, etc. (AGCAS, 2020).
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In accordance with appendix B, I have carried out personal skills audit on myself. It enabled me to see what skills I have and what skills I have to work on. This helps an individual to work on the opportunity. It is important to carry out this audit every time an individual changes job or look for improving skills and it is very important that a person should be honest while answering the questionnaires (jobwise.co.uk, 2017 and jobcoconut.com, n.d.).

IT – I have overall good knowledge; I have few opportunities which I need to work on.

Communication Skills – I have previously showed excellent communication at management level, and those skills are transferrable to the new job.

Problem Solving – Working long years in the management helped me to gain this skill, as a manager able to resolve problems by finding possible solutions. I have marked myself on the upper tier.

Supervisory Management – I have over ten years of management experience and managed various restaurants and pubs. Maximum number of employees who I was directly managing were 70 and on average I have managed a team size of 30. 
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The two major models are Holland (1959) and Schein (1980). Holland model have six parts and Schien have three parts. According to Holland model, all careers can be classified into six broad areas, these areas are used to describe an individual their personality and interest. While choosing a career an individual would prefer jobs who have similar characteristics. Individuals search for circumstances permit to use their capacities and limits and express their attitudes and capacities, while taking on overwhelming issues and occupations (Armstrong and Taylor, 2020; Govt.nz, 2019).

Schein’s theory management theory focuses on culture within an organisation. He explains three level of culture which are necessary to understand for effective leadership; surface societies, like dress, which are effortlessly seen yet hard to translate, cognizant objectives, techniques and ways of thinking, and fundamental suppositions, oblivious convictions and qualities that structure the centre of culture and influence all that we do. (Armstrong and Taylor 2020; Dininni, 2011). 

Holland model could be used to develop an individual with people management, career development, etc. Scheins model strategy which targets explaining society and the way in which it impacts affiliations. It is an exceptional model of learning and assembling components. However, none of the principles covers the wellbeing of an employee, the current pandemic has led mental health in critical condition. The HR officer should be trained effectively to ensure the wellbeing of the employees are not compromised. These steps can be followed: 
1. Focus on emotional wellness in the work environment by creating and conveying a deliberate program of movement 
2. Proactively guarantee work plan and authoritative culture drive positive psychological wellness results 
3. Advance an open culture around psychological well-being 
4. Increment authoritative certainty and ability 
5. Give psychological well-being instruments and backing 
6. Increment straightforwardness and responsibility through inward and outer announcing (CIPD, n.d.)
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The training and development not only help the individual, but it also helps the company. It increases the efficiency, productivity, knowledge, skills, etc to perform the job better. It increases the individual motivation, boosts morale, increases job satisfaction, able to handle more responsibility and innovate new strategies; this reduces the employee turnover and profits the company (McNamara, 2019).
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HR plays an important role in the business, knowledge, skills and behaviours are required to be successful in this role, conducting personal skill audit help individual to work on the opportunities, effective training not only benefits employee but also the organisations. According to Brown et.al. (2019), looking after employee wellbeing and increasing motivation helps to improve productivity, innovation and business success.

I would like to thank everyone, my fellow colleagues and lecturer for listening, I wish you all the best and have a good day.
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Human Resource Management (HRM)
cont...

» Goals of Human Resource Management (HRM)
(Armstrong and Taylor, 2020)

» There are number of HRM models exist, Harvard and Michigan are the most
popular one.

= HRM system is a form of HR information systems it is used to help business to
support HR activities and practices.





image7.png
Knowledge:
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« Time Management

» Collaboration and
Communication

+ Confidentiality

+ Adaptability

Teamwork

Problem Solving
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Decision Making

Commercial and Sense

(Mason, 2020; Eccleston, 2014)

Knowledge, Skills and Behaviour (KSB)
required by HR professionals:

Behaviour:

« Curious

« Decision Thinker

« Skilled Influencer
Personally Credible
Collaborative

Driven to Deliver
Courage to Challenge
Role model

(CIPD, n.d.)
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Recruitment, training and development

Prepare Team Handbook (contain policies on absences,
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Administer payroll, bonus and benefits, salary reviews, etc.
Promoting equality and diversity at workplace

Provide support to the managers, interpret and advise on
employment law

Assist managers

Negotiate with staff representatives, for example trade union
officials

Deal with grievances and implement disciplinary procedures

Inductions for new colleague and analyse any training need
for new and existing employees

Liaise with range of people involved in policy such as,
individual performance and health and safety

Key
Expectations of
HR Officer Role
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Developing an HR Officer
through Effective Training and
Development

= There are two models Holland (1959) and
Schein (1980) which could be used for
effective training and development.

Holland (RIASEC) model divided in six
areas, Realistic, Investigative, Artistic, Social,
Enterprising and Conventional (Armstrong
et.al., 2008).

Schien model has three parts, Artefacts,
Espoused Values, Basic Assumptions
(Armstrong and Taylor, 2020).

HR Officer should be trained on people
management, career management, conflict
management, etc.

e

[ =

o
=[5




image11.png
Advantages of Effective
Training and
Development

Training training and development
enhances employee skills, knowledge
and ability.

Increase:

= Job satisfaction and morale
Motivation

Knowledge

Able to handle more responsibility
Employee retention

Innovation and strategies
Financial gain

(McNamara, 2019)
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Conclusion

= Human Resources plays a vital role in any business.

= Appropriate knowledge, skills and behaviour are required to be successful in this
role.

= Conducting personal skills audit can help individuals to develop on the
opportunities.

= Effective training and development benefits both an individual and organisation.

“Meeting employee needs can also improve productivity, innovation and business
success.” (Brown et.al. 2019, p.52)
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Appendix A
Key expectations of HR Officer Roles

As a human resources (HR) officer you will develop, advise on and implement policies relating to the effective use of staff in an organisation. In the role your aim is to
ensure that the organisation that you work for employs the right balance of staff in terms of skill and experience, and that training and development opportunities are
available to colleagues to enhance their performance and achieve the company's business aims.
HR departments are expected to add value to the organisation they support. The exact nature of the work varies according to the organisation, but is likely to include:
working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures.
promoting equality and diversity as part of the culture of the organisation.
liaising with a range of people involved in policy areas such as staff performance and health and safety.
recruiting staff, which involves developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing, and
selecting candidates.
developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures, and absence
management.

preparing staff handbooks.

advising on pay and other remuneration issues, including promotion and benefits; 1 undertaking regular salary reviews.

negotiating with staff and their representatives (for example, trade union officials) on issues relating to pay and conditions.

administering payroll and maintaining employee records; (1 interpreting and advising on employment law.

dealing with grievances and implementing disciplinary procedures.

developing HR planning strategies, which consider immediate and long-term staff requirements; ' planning and sometimes delivering training - including
inductions for new staff.

analysing training needs in conjunction with departmental managers.
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Appendix B

Personal Skills Audit

Name fawar Pbrar Hossain

ob role: Human Resource Officer

Please tick as appropriate to indicate how you would rate your skills in relation to the following work / functional areas.

|adequate LLittle or no experience)|

Very good
Information Technology

Use Microsoft Office
Word

Use Excel spreadsheet |

Use a Database

se PowerPoint

- EERd

Very good |Good

Little or no experience|

~ [Adequate

Communication Skills

Drafting contracts of
employment

Taking notes of
disciplinary
Write reports
Produce material to ‘
support presentations

V4
elivering a training Y
ession
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Background of Mitchells
and Butlers (Organisation)

= Started business in 1898

= Operates 1660 sites and 15 well known
brands (Pubs and Restaurants)

= Employs more than 42,500 people

= |n 2019, served guests 120 millions meals
and 380 millions drinks

= The top restaurant brand includes,
Harvester, All Bar one, Stonehouse, Miller
and Carter, etfc.

(Mitchells & Butlers plc Annual Report and
Accounts 2020, 2020)

= Mitchells and Butlers is the second largest
pub company in the UK (Statista, 2019)
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Human Resource Management (HRM)

= |tis believed to be started around early 18" century
= |n early 19 century, trade unions and personnel were developed
= Mid 60s, it was integrated in the businesses

= Human Resource Management (HRM) is a strategic approach to manage employees in an
organisation (Armstrong and Taylor, 2020)

= There HRM concept was founded by Michael Beer and Charles Fombrun (Armstrong and
Taylor, 2020)





