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[bookmark: _Toc1559081988]Introduction -
The purpose of this assignment is to look at different areas of professional practices and how they can affect people in the workplace. It will use the SMART engineering case study to look at different workplace situations and how they can be handled better. The assignment will discuss 7 areas of professional practice which are self-management, accountability, personal and cognitive bias, unconscious bias, authentic behaviour, interpersonal relationships and professional integrity, whilst comparing some of these areas with my own experiences in the workplace. Finally, I will use a gap analysis and feedback to identify areas for any improvement and create a PDP (Personal Development Plan) to support my future development in my workplace. 

[bookmark: _Toc16926106]Accountability
Definition -
Accountability means taking responsibility for your own actions, decisions and for your work. In a workplace setting, it means you are responsible for what you’re expected to do and being able to explain your decisions if you need to. Hall et al. (2017) explains that accountability is about people feeling responsible for their actions and the results of their work. It is important because people need to understand what they are responsible for and make sure they complete what they have agreed to do.
Accountability is important in the workplace because everyone needs to understand their responsibilities. If people don’t take responsibility for their actions, problems can be passed on to others or be ignored. Hall et al. (2017) found that accountability can have both positive and negative effects depending on the situation. Therefore, this should be managed fairly. Clear responsibilities can help problems get dealt with and make sure work is completed correctly
Case Study -
An example of poor accountability in this case study is when the senior management promised to provide the resources for the project but did not provide them, even though they were behind on schedule for this project. The main reason was that management did not follow through with their word, that they would provide the resources they needed. Alice and her team were affected by this because they were still expected to meet the deadline without the resources they had been promised. This added pressure on the team and made it difficult to keep them on schedule. The organisation could have been affected with contract problems, extra costs and the reputation could have been damaged if the deadline was not met. Management should’ve communicated with Alice and the team a lot sooner about the lack of resources and could have worked with them to find a different solution to keep the project on schedule. 

Personal Workplace Example -
In my on workplace, accountability is important because I work independently and I’m responsible for my service. For example, I once arrived late to a client's house because I didn’t leave enough travel time between cleans and didn‘t consider possible traffic delays. This inconvenienced my client and could’ve affected their trust for my service. I took responsibility and I contacted them to explain the situation and apologising. They appreciated the honesty and apology and continued to trust my services. I learned from this situation, and going forward I made sure to allow more travel time and keep possible traffic in mind.  
Conclusion -
I think a better approach to this would have been for the management team to identify what resources were needed, when they could be available and who was responsible providing them. Alice should’ve been informed early on if they couldn’t be given so she could’ve found a different solution and adjusted the project plan. This would’ve made responsibilities clearer and helped the team deal with the problem more effectively. 
[bookmark: _Toc676482865]Self-Management
Definition -
Self-management in the workplace means being able to manage your emotions and behaviour and your responsibilities without anybody having to tell you what to do. It also involves being able to organise your workload, managing your time and being able to work independently. Appleby (2016) identifies managing time, stress and conflict successfully as important self-management skills. Good self-management is important because it helps employees deal with challenges and complete their work correctly and to stay organised. It can also improve how employees deal with pressure in the workplace. 
Case study -
Alice was responsible for a major project that had a deadline of 20th December, and it was falling behind schedule, at the same time she was dealing with conflict in the workplace and a lack of support from her team. This added pressure on Alice and made it harder for her to keep the project on track and to manage her workload properly. 
This affected Alice and her team because despite having these problems, they still had to meet the deadline while working under pressure. This could lead to stress, poor decision making and mistakes. Alice could’ve managed the situation better by prioritising the important tasks, communicating with management about any support she needed and staying organised. This would’ve helped her to stay in control and manage the pressure better. 
Personal workplace example -
In my own workplace, self-management is important because I work independently and I am responsible to organise my own workload. For example, there have been days where I have had several cleans to complete and I’ve felt pressure to get everything done on time. I managed this by planning my day properly, writing lists and prioritising important tasks and making sure I’ve kept enough time for travelling between cleans. This helped me to stay organised and reduced the pressure I felt. It also meant I could complete the cleans to high standard without worrying about time. This approach worked because having a clear plan helped me to manage my time and stay focused, rather than me becoming overwhelmed by the amount of work. 
Conclusion -
Overall, Alice’s situation shows how poor self-management can make workplace pressure harder to deal with. If the workload had been prioritised, if Alice had communicated her concerns and asked for support she needed sooner, she may have had a way to deal with pressure more effectively. My own experience shows thst planning and organising my workload properly helps me to stay focused when I am under pressure. Therefore, good management can help with organisation and manage any challenges.

[bookmark: _Toc2010285862]Authentic Behaviour
Definition - 
Authentic behaviour means being yourself and acting in a way that is always honest and staying true to your values and beliefs. Van den Bosch and Taris (2018) explain that authentic behaviour is when someone is true to themselves and to their beliefs and values, whilst still behaving in a professional manner. 
Case Study - 
Alice became more guarded because she was worried that someone else would take credit for her work. This meant that she didn’t feel comfortable sharing information or ideas with her colleagues. The lack of trust there would have made it harder for the team to work well together and communicate properly. A better approach would’ve been to make sure that everybody and their work was recognised and Alice felt comfortable enough to share her ideas and thoughts. 
Personal Workplace Example - 
While running my cleaning business I will always try to be my honest self when communicating with customers and completing my work. For example, whilst doing a clean a customer asked me to complete some extra tasks that wasn’t on the original booking, I explained honestly that I didn’t have enough time during this clean and could do it next time and asked what was more important to them to complete. This showed authentic behaviour because I didn‘t promise something I couldn’t do. 
Conclusion - 
From this, I believe authentic behaviour is always important because everyone should be made to feel comfortable in their workplace and be able to speak openly about their thoughts and their feelings. Alice didn’t feel this way as she was afraid others would take credit for the work she had done and this affected how much she shared with her team. In my own experience, I’ve seen that being honest with customers builds their trust and a positive workplace needs to be where people feel valued so it’s easier for them to talk. 

[bookmark: _Toc948803724]Personal or Cognitive Bias
Definition
Personal or cognitive bias is when someone’s own experiences, beliefs or opinions affect the way they think or make any decisions. MacLean (2022) says that cognitive bias can affect a person’s judgement without them even realising it. In a workplace, this can lead to unfair decisions being made and people making judgements based on personal views and opinions rather than facts. 
Case Study - 
An example of personal bias in this case study is that the team seemed to prefer people who had similar backgrounds and experiences. In this case, Alice worked as a chief engineer on an offshore oil rig, which was a different career to most of her colleagues. This caused Alice to feel that her ideas and experience was not valued by the others and as a result, the team could’ve missed out on some useful ideas and knowledge that Alice could’ve had. 
Personal Workplace Example - 
In my cleaning business, I once had a new customer that seemed quite difficult when we had our first interaction. Because of this, I expected them to be difficult to work with. However, once I got to know them, I realised they were friendly and easy to work with. This showed me that my first opinion had affected how I viewed this customer. Now, going further I try not to judge people too quickly and give them a fair chance. 
Conclusion - 
This shows that personal bias can affect how we see and judge people and make our decisions at work. In Alice’s case, her different background may have affected how her colleagues seen her ideas and experiences. In my own experience, it showed me that first impressions aren’t always right, and I think it’s important to give people a fair chance before making any judgements.
[bookmark: _Toc1809815575]Unconscious Bias - 
Definition - 
Unconscious bias means making automatic judgements about someone without realising it. These can be based on things like their age, gender, appearance or their background. In the workplace, this can affect how people are treated and how decisions are made about them (Storm et al., 2023).
Case Study - 
An example of possible unconscious bias in this case study is how the female engineers are treated during the team meetings. They are often overlooked and aren’t given the chance to express their opinions or ideas. Alice also explains she worked on a project for 3 months, but her male colleague was asked about the progress and not Alice herself. This could show unconscious bias because the male engineers seem to be get more attention and recognition than the females. This cause Alice to feel invisible and that her work was going unnoticed. It can also lead her to feel less confident that her skills weren’t being heard and valued by the team. The other female engineers were also feeling the same way which affected them too. This could cause frustration and reduce the trust between the team, making it difficult to work together. 
Personal Workplace Example - 
In my own workplace, I have previously experienced a situation where a customer made assumptions about my abilities because I am a female. They assumed that I’d only be able to do more lighter tasks, which made me feel they’d judged too fast without knowing my experience and me as a person. I explained the services I provide and completed the workload to a high standard, then the customer was happy with my work. This shown me that people shouldn’t be judged off assumptions, but by their work and experience. 
Conclusion - 
Looking at this, it is clear that unconscious bias can affect how people are treated in the workplace. Alice and the other female engineers were overlooked and didn’t receive the same recognition as their male colleagues. My own experience has also shown me that assumptions can affect how someone is viewed. I think the workplace could be improved by treating everybody fairly and recognising people for the work they do and their skills. 


[bookmark: _Toc1751281450]Interpersonal Relationships
Definition - 
Interpersonal Relationships are the relationships that develop between people through their communication and interactions with each other. In the workplace, these relationships with colleagues are important as they build trust and make teamwork more effective (Reina et al., 2023).
Case Study - 
Alice’s workplace relationships with her colleagues appear to be affected by the pressure of the project. Being in the team becomes uncomfortable and people are talking about Alice and her wife. As a result of this, this could create tension and make it difficult for the team to communicate and work together. Building trust and having open and honest discussions can help improve the relationship between Alice and her team. 
Personal Workplace Example -
In my job, I have made sure to build good relationships with my clients by listening to their needs and communicating with them clearly. For example, I make sure I regularly check in with them, ask for feedback to make sure they’re happy with the service they’re receiving and if anything needs to change. This has helped build trust but also makes it easier and more comfortable communicating with each other. 
Conclusion - 
Overall, having good relationships at work can help people communicate better and work well within a team. Alice’s situation shows how tension and poor communication can make teamwork more difficult. From my own experience, listening to clients and keeping communication clear helps build trust massively. This shows that positive relationships can make a workplace more successful for everyone. 
[bookmark: _Toc1764964619]Professional Integrity
Definition - 
Professional integrity means being honest, following ethical standards and doing the right thing in the workplace. It involves treating others fairly, taking responsibility for your actions and making decisions based on professional values (Cox et al., 2024). 
Case Study - 
In the case study, professional integrity is important because everybody needs to be honest and do their part. Alice was promised the resources to help with the project, but they weren’t provided. This could make it harder for her to meet the deadline and affect her trust in the management team. Being honest about what support is available and keeping the promises would help to improve that trust and make the situation better for Alice.
Personal Workplace Example - 
In my cleaning work, professional integrity is important to me because customers trust me to do a good job. For example, one time when I was cleaning my clients house my elbow knocked a glass bowl off the countertop whilst cleaning and it broke, so I had to be honest with my client and tell them what had happened, they understood and appreciated the apology and me being honest and not hiding it. This shows honesty and helps maintain the trust. 
Conclusion - 
Overall, professional integrity is about being honest, keeping your word and taking responsibility for your actions. Alice’s situation shown how broken promises can affect trust at a workplace. In my own job, being honest keeps relationships with clients good. This shows that doing the right thing and being honest is important in any workplace.
[bookmark: _Toc1886387308]Reflection (using Gibbs’ Reflective Cycle)- 
Description – Gibbs' Reflective Cycle (1988) helps me reflect on what I’ve learned. This assignment has helped me understand the 7 areas of professional practice and how they affect people at work.
Feelings – I have learned that being professional is not just about doing my job well, being professional also means being honest and open in anything you say, taking responsibility for your actions and treating others fairly.
Evaluation – One of my strengths is being able to communicate with my clients and listening to their needs. However, I need to improve how I manage the pressure of work and be more open about my opinions with clients. This assignment has also helped me think about my own professional practice as a self-employed cleaner as I understand being reliable and completing good-quality work is important, and also communicating clearly and managing my workload calmly is also an important part of being professional. 
Analysis – Learning about these areas has helped me understand how my actions affected others. I have also learned the importance of avoiding assumptions, managing pressure and building trust. Reflecting on my work can help me understand what went well and identify areas where I need to improve my professional practice (Cirocki et al., 2024).
Conclusion – I now understand that there’s always room for improvement. I want to become more organised, communicate better and more openly when asked about my opinion, and be more aware when I am assuming without facts.
My action plan – Over the next 3 months, I will plan my workload each day, give enough travel time between jobs and become better at explaining things to my clients. I will also make sure I am reflecting on my week every week, to check what went well and  what I can improve. 
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[bookmark: _Toc2000265252]Appendix A
[bookmark: _Toc225745751]Personal Development Plan - 

	Development Area
	Relevance
	SMART Action
	Resources
	Target Date
	How I’ll measure my progress

	Self Management
	Avoid becoming stressed when I get last minute cancellations.
	Check in with clients 24-48 hours before booking to confirm and set a clear cancellation policy.
	Text/Whatsapp reminders.
Cancellation policy information sheet on my social media pages.
	6 weeks.
	Reflect on the week to make sure I’ve confirmed all bookings 24-48 hours before and everybody is aware of my cancellation policy.

	Self Management 
	Making sure I manage pressure during busy work weeks.
	Write lists of priority jobs for every clean and plan in advance. 
Take short regular breaks if needed.
	Using my bookings diary to make sure everything is written down, with timings and time length of cleans. 
	4 weeks.
	Review my working week and reflect on how I felt each day and how well I dealt with the pressure.

	Self Management
	Improve my professional practice by reflecting on my work once a month. 
	Look for areas that have gone well and if anything needs improving each month.
	Feedback from clients. 
Prepare a list of things I think work well or need improving.
	3 months.
	Prepare a list of different things I want to work on and tick off as they’re completed.
Ask for client feedback every month. 

	Authentic behaviour
	Become more confident expressing my opinions and views professionally.
	Explain any concerns clearly and be open with clients about my opinions if ever needed.
	Make sure clients understand, agree and are happy.
	3 months.
	Reflect back on each clean and client and record how many clients understood and were satisfied. 

	Accountability
	Avoid running over at cleans and being late for the next. 
	Plan ahead, keep possible traffic delays in mind and if I run out of time in cleans notify the client. 
	Use my diary to keep note if I over run at any cleans and why I think it is. Be open to clients if I run out of time. 
	3 months.
	Reflect back each month and see if I notice any patterns with running late and if I notify each client if I am. 
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