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Swot Analysis:

Strengths:
| have good communication and writing skills.

+ | am able to solve problems and | know tools how to

do that.

| have worked in customer service.

I have a degree in Leadership and Management.

| am empathetic - makes me a good listener.

Good computing and economic skills.

Weaknesses:

+ Overthinking- sometimes overthinking a problem

+ Too much attention to detail, sometime perfectionist.

+ Sometimes | can't say no, and loading myseif with
to0 many tasks.

+ Should work on getting more knowledge in
psychology.

Opportunities:

+ Abig company with opportunity to grow.

+ Opportunity to meet and work with many people al
around the world.

+ Develop my knowledge about different cultures.

* Work with talented people.

+ Putting i practise all my knowledge from University.

Threat

+ Frequently changing trends-as it is  really big company
‘wWhich includes pharmacy and beauty, it is hard
sometimes to keep updated and to come up with new
ideas and plans.

+ Fastadvancing technology- | will need to always develop
new technical skills and teach others as well.
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Skills Audit:

Job role: Human Resource officer

Information Technology

Very good

Good

Adequate

Little or no
experience

Use Microsoft Office
Word

v

Use Excel spreadsheet

Use a Database

B8

Use specialist Hr
software

Use the internet

<

Use e-mail

Use PowerPoint
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Communication Skills

Very good

Good

Adequate

Little or no
experience

Drafting contracts of
employment

Toking notes of
disciplinary

v
v

Hearings Wite reports

<

Produce material to
support presentations

<

Delvering a training
session

<

Resobing,
disputes/complants

<

<

Advsing on HR Issues.

<
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Problem solving skills

Very good

Make good use of
verbal reasoning skils,
able tohandie
complex data and
make selectve use of
information

Explore more than
one solution in order
tosolve a problem

Consider the ideas
of others tohelp
solve problems
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Supervisory Management

How much <1 month 1-3 months
experience have

you v

had in your role?
How many people

have you managed
a v

any one time?

I declare that the information given in this form is true:
Signed: Ana-Maria lurco
Date:14.07.2022
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Benefits of training and development for me as an HR officer

Based on the skills audit which | did above I will show the benefits of
training and development for myself:

Helps me to keep my skills up to date

Makes sure that my qualification will remain appropriate

Helps to achieve a bigger salary and progression at the workplace
It enriches the knowledge and keeps them up to date

Itis maximising my potential
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Examples of training for myself:

Software training
Training for administration skills

Training for employment law
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Conclusion

Based on the knowledge | have after graduating the UWTSD,
| was employed as an HR manager at Boots company. In this
Power Point | have analysed the appropriate knowledge,
skills and behaviours for this position and analysed mine. At
the end | have suggested some more trainings which | may
need for myself.
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Ana-Maria lurco(2008817)
BMSW 5102A1

Developing Relationships and Workplace Achievements
Gregory Cowan
Individual Presentation on

‘Training and Development
needs for a HR officer’
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Introducing Company
Name: Boots
Boots is the largest pharmacy health and beauty chain in the UK.
They have over 53,000 Boots team-members, employees
Over 20,000- are health care professionals
Over 4,900- are registered pharmacists
Over 1000 Beauty Specialist
They have over 2,247 stores in Uk
22 opened in 2021 and 2022
85% of the UK population is living within 10 minutes of a Boots store

Boots is Home to over 500 beauty brands in-store and online, including MAC, NARS, Fenty
Beauty and Kylie Cosmetics
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Knowledge, skills, and behaviour (KSB)required by HR Professionals

Knowledge:
Personnel and Human Resources- knowledge of recruitment, selection, training,
compensation and benefits.
English Language — Knowledge of the English language including the meaning and spelling
of words, rules of composition, and grammar.
Law and Government - Knowledge of laws, court procedures, government regulations, legal
codes, executive orders, agency rules, and the democratic political process.
Education and Training- having knowledge for curriculum and training design, teaching
individually or in groups.
Customer and personal service- being able to solve efficiently customer requirements and
needs.
Psychology- having knowledge in human behavior, how to react to it and understandin
individual differences




image5.png
Knowledge, skills, and behaviour (KSB)required by HR Professionals

Mathematios- as a HR manager you will have to deal with caloulations, statistics and geometry.

Communication and Media- these includes having knowledge in production, communication, being able to
entertain and inform.

Computers and Electronics- Knowledge of electronic equipment, hardware and software, including applications
and programming

Economics and Accounting- Knowledge of accounting principles, banking, and analysis of the data.
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« Skills and behaviours:
Active listening- being able to pay full attention of what other people are saying and trying to explain.
‘Speaking- being able to talk in a way everyone understands you.
Decision making- being able to pick the most appropriate way to solve a situation.
Coordination- adjusting your actions in refation to others.
Writing- communicate effectively through writing.
Problem solving- being able to solve multiple types of problemsto find the appropriate solutions).
Time management- Managing time for him and others
Persuasion- to persuade others in changing their behaviour.
Monitoring- monitoring actions of others, being able to observe and follow certain actions.
Instructing- teaching and training others.

Management of finances-being able to determine how much money should be spent on a particular task




