Professional Behaviours and Valuing People 
AC1.1
People professions are employees who follow standards, take responsibility within the workplace and are continuously open to development opportunities. To be a professional you can adhere to values that are principle led in order to drive decisions using evidence to enable organisational success whilst continuously developing both yourself and employees. People profession is ever changing and should evolve monitoring factors such as technology, globalisation and individualism. (Taylor & Armstong, 2022). 
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Figure 1 (CIPD, 2023)
The CIPD created a standard framework for people professionals such as HR, LD and OD called profession map shown in Figure 1, providing a tool to benchmark skills and development. The profession map consists of sections which include purpose, values, core knowledge and behaviours, which are used as guidance of expected behaviours within the workplace. It provides an overall structure for growth whilst ensuring this aligns with the core values of the specific organisation. Purpose is at the core, driving this through decisions made based on the three factors surrounding this as shown above will enable successful organisational outcomes, whilst maintaining a fair and inclusive workforce. It is important to ensure employees are equipped to become adaptable and resilient through continuous learning in order to add value through demonstrating Specialist knowledge and broadening this knowledge enabling organisational growth. (Hofmann, 2025)
Research conducted has suggested that core knowledge is paramount to underpinning your success as a people professional ensuring employees have trust and therefore adapt to changes necessary seamlessly. Core behaviours determine ways in which value for both employees and organisation can be incorporated decision making and always refer to the CIPD Code of Conduct and Ethics making sure that you are able to develop your expertise. (CIPD, 2023). Incorporating ethical practice to our decision-making increases morale and reduces risk maintaining transparency whilst maintaining professional values, principles and integrity, ensuring ethical standards whilst adhering to compliance with legal frameworks. (Russell, 2025). Ensuring these will provide structure for growth and align expert values with the needs of the organisation whilst incorporating personal values such as integrity and respect this will improve skills and therefore meet the needs of changes within the organisation. (CIPD, 2025)
AC 1.2
Ethical and personal values create a moral compass ensuring decisions are made using integrity, fairness, honesty and equality ensuring trust, core to good people practice. (Taylor & Woodhams, 2022). It is important these are outlined in a code of conduct including ethical standards embedded throughout the workforce. (Young, 2024). There are three kinds of ethical values which include Personal, professional and public, which are linked as behaviours at work are underpinned by attitudes, beliefs and values. The Institute of business ethic research suggest that an open culture improves morale, good relations enforce better reputation for organisations enforcing strong ethical values are far more successful in the long run that those who do not. (CIPD, 2021).

Deontology is an ethical framework focusing on a set of rules deciphering right from wrong which are – don’t lie, don’t steal and don’t cheat, the framework by Immanual Kant suggests that as long as you follow those simple rules and do your duty within your work then you are being ethical. However, this theory does not consider occasions whereby rules need to be broken to ensure the greater good. (Taylor & Woodhams, 2022).

An ethical value I use as Employee Relations Adviser is fairness, a big part of my role is ensuring that everyone is treated equally by managers and offered equal opportunities. I ensure managers make impartial decisions, for example we enforce non- biased recruitment processes whereby advising managers if opportunities for promotions are advertised openly giving all staff the opportunity to apply for this. Then ensuring managers shortlist using a scoring system based on a matrix personalised to that role. Managers often prefer an employee, they wish to promote however this ensures everyone is considered in the same way and offered the same opportunity.

A personal value I find integral to my role is empathy, we deal with work conflict. Employees relay issues they have with a colleague or manager; I listen to their perspective with an open mind encouraging an open discussion. I can offer a range of support whilst being mindful of the way in which I am communicating. Empathy enables me to understand and relate to employees and builds trust, I am self-aware of my emotions and ways in which I communicate and can adapt this whilst being mindful of my professional conduct enabling meaningful conversations and often successful outcomes.

AC 1.3
An important role of a people professional is the ability to influence managers into conducting and promoting good work whilst maintaining or forming a good working environment as have a crucial role in strategic planning and adapting policies and procedures within the workplace.
Successfully influencing involves forming good relationships with our stakeholders maintaining friendly but assertive communication, by using confidence and clarity surrounding your objectives. Having knowledge on the topic, by using data, research or having up to date policies to hand to back the point we are getting across, ensuring we have the courage to speak up, are clear and concise and speak confidently for views to be considered. (Taylor & Woodhams, 2022). Perry Timms suggested that the importance of HR, OD and Learning professionals influence is important as managers are driven by being right which is not always best for the needs of the organisation, it is our job to ensure decisions made are ethically, morally and fairly driven. (Timms, 2022).
In order to successfully influence managers within the workplace it is important to consider the message using appropriate power. French and Raven (1959) used a theory of 6 types of power to influence others as demonstrated In figure 2 there are many ways to use power to influence others some used more than others for overall influence such as reward power and coercive power. (Taylor & Woodhams, 2022). Referent power different ways of acting around others which comes with respect. Expert power is use of knowledge using research or data to influence others. Using a combination of these can enable successful influence. (Lyon, 2017)
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Figure 2 Chanley, (2010)
If Leaders are not open to influence, employees can be treated unfairly outside the CIPD code of conduct and ethical standards. Employees can become disengaged effecting performance, leaving employees unable to speak up. Leading to a high turnover of staff and potential tribunals costing the organisation money and their reputation. If left unchallenged over a period can lead to a toxic leadership. Policies and procedures can fall out of line of standard employment law. An example of this happening was in 2015 Sports Direct had not been adhering to working practices, they had been paying employees under the legal minimum wage, offering them 0-hour contracts incorporating unfair clauses and had a six strikes then out policy which gave management unreasonable and excessive power. It was clear following an investigation that Mr Ashley who was the CEO of the company was making these decisions to help grow his business with little to no consideration to the employees, demonstrating a lack of influence from people practitioners’ perspective. (House Of Commons, 2016).
Therefore, people professionals speaking out if they observe work practices or workforce plans are wrong and don’t align with CIPD code of ethics is paramount, using the above strategies will positively influence management otherwise leading to professional misalignment.
AC 1.4
Unethical behaviour is when an employee is involved in unethical activity which doesn’t fall in line with professional standards. It is everyone’s duty under our code of conduct to address this, maintain integrity whilst protecting organisations reputation. There are two ways of addressing this, the employee should inform a line manager or HR professional. Organisation should have clear guidance how to report this concern which should then be investigate fairly. We recently had a member of staff who claimed that a colleague was treating her unfairly. In this instance I would follow our grievance policy whereby, I gathered as much information as possible from her to support the initial claim. Dependant on the severity of the accusation and findings gathered I provided options either putting forward a formal complaint following a formal process or going through mediation with the colleague in question. She opted for mediation, which was successful, ensuring our outcome was documented both reflecting and agreed to be more mindful moving forward. If left unaddressed this could cause damage to organisations culture or cause issues within the individuals team. During the investigation explanations why, the action took place may come to light including individuals not caring, a poor culture that has incorporated the bad habit as the norm, or a lack of understanding, time or training highlighting positive management practices which can be implemented as actions to take away from this. (CIPD, 2019). We also have a whistleblowing policy which could be followed with any ethical or illegal act within the organisation giving members of staff the confidence to come forward without any reprisal
An illegal behaviour is an illegal act meaning breaking the law, requiring a formal response following the disciplinary policy or whistleblowing policy. Within our authority if brought to our attention, in line with ACAS code of practice we would usually suspend the member of staff whilst we start the disciplinary or whistleblowing process, investigating further. Recently an employee had come into work on several occasions under the influence of alcohol. He admitted this so was suspended with immediate effect as driving under the influence of alcohol is illegal. We then determined an investigating officer to conduct terms of reference outlining which policy he was in breach of and outlined how we were going to investigate including any witnesses who may need interviewing – in order to gain a fair investigation. We documented all findings and interviewed the employee in question giving him a right to response. Once all information gathered, we held a disciplinary hearing which was conducted by an alternative manager providing a neutral perspective ensuring a fair process is followed giving both the employee, hearing officer and investigating officer the right to ask and answer questions. As this case was clear cut and the employee had admitted driving under the influence of alcohol this was deemed as gros misconduct, and he was dismissed. We gave the employee the right to appeal this decision and documented the outcome. If this was not addressed by our organisation, then this could have escalated externally to the police. (Acas, 2024).
AC 2.1
Inclusion in the workplace is paramount ensuring equality whilst eliminating personal bias. Exclusionary culture is best practice and should be the norm ethically. Legally we are obliged to avoid discrimination as per The 2010 Equality Act, adhering to personal and business values ensuring people are fairly treated, ensuring inclusively and promote retention. This will ensure positive reputation for the organisation and attract talent pool. Employees feeling valued and included will increase wellbeing, job satisfaction, eliminate sickness absence and increase productivity. Research conducted by Great Places to Work (2021) found that retention is 5.4 times higher in an organisation that practices inclusivity. (Taylor & Woodhams, 2022).
There are many theories that suggest that there is a link between employee’s wellbeing and performance. Maslows hierarchy theory suggesting 5 stages to human needs which ultimately motivate our behaviour.
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Figure 4 (McLeod, 2024).
Referring to figure 4, Maslows human being’s needs begin with psychological needs such as breathing, eating and sleeping. Once content with this we seek stage 2 Safety referring to earning money, having a safe space - home, once content we seek love and belonging whereby family and friendship groups formed, feeling part of a group, a sense of belonging. We then progress to stage 4 self-esteem, being content with previous stages and can build on self-confidence and respecting ourselves and one another, building on our strengths. The final stage is self-actualisation whereby become creative, feel relaxed and give something back to our family, friends and workplace. Essentially meaning that humans need to be satisfied within themselves before they could satisfy others. Highlighting importance of feeling valued and secure in the workplace, if we prioritise inclusivity within the workplace, whilst paying competitive rates and build on developing staff, treating them fairly employees will be motivated increasing productivity and retention. (The School Of Life, 2019).
Another theory that proves inclusivity promotes productivity is Equity theory formed by John Stacey Adams in 1963 whereby people are constantly comparing their input’s such as effort, experience, status and outputs such as recognition and promotions with colleagues, departments and other organisations. Employee feeling inequity, will change behaviour by doing less work or changing jobs to create equity. (Adams, 1963). In my previous role I felt that I was not being recognised when I had been working really hard to achieve tasks when perceived my colleagues receiving development opportunities or pay rises I then stopped working as hard and eventually left the role as I was unhappy, I know feel valued in my role and see that my team are treated fairly therefore I continue to work hard and take development opportunities when available. 
However, you cannot control what everyone’s perception of input and output is and cannot anticipate who individuals are measuring against, as this theory is based on perception you may think you are treating employees fairly, but they may not perceive this to be the case. Conflict is inevitable to a point, and it is important in the workplace that there are different levels of motivation however it is important that everyone feels valued.
AC 2.2
Inclusivity ensures employees, regardless of background have equal opportunities and feel safe, enabling engagement in the workforce ensuring diversity is supported. Ensuring inclusivity when implementing initiatives is best practice to consult with stakeholders affected by this change gaining insights from all perspectives for example within recruitment is important that the process is inclusive, there needs to be clear guidance how this a fair process. It is natural for bias to take place and would be important to welcome input from managers of what they are looking for within a new role whilst ensuring use of CIPD’s managers behaviour framework. We ask managers to collate job advert text using our input and criteria that we can measure against at the shortlisting and interview stage. I work with many managers on this process who have never done this process before and therefore heavily rely on my guidance to implement a fair process. It is important to hold meetings with those involved to discuss the advertised role and explore exactly what they are looking for, ensuring open discussions meaning everyone feels valued and included. When shortlisting and throughout interview process it is paramount that fluid discussions take place to enable all panel members to have their say and voice concerns and opinions appropriately and then mark each question based on a pre agreed criteria. (CIPD, 2024).

Once successfully recruited candidate it may be useful to revisit managers and candidates to explore feedback for future use improving overall processes, ensuring open discussions are had, ensuring them to feel valued and included. It may be best practice to collate guidance for future use using their input in a clear concise way ensuring this guidance can be easily understood and regularly reviewed and adapted. Workshops to ensure communication is effectively distributed whilst maintaining a fluid openness for adaptions. (CIPD, 2019). Research suggests that within group settings people may feel the need to conform to feel included, therefore you could even offer one to ones if necessary or employee surveys to those who have commenced working within the organisation within the last year for their insights. (Green & Young, 2019).

AC 2.3

Working inclusively is paramount for a successful workforce as it ensures employees feel engaged and valued therefore more productive, which in turn promotes great communication throughout and ensures trust and empowerment. As part of my role I work collaboratively with many managers and employees throughout our organisation, I have spent time building a rapport with managers which is of course adaptable dependant on the manager in question as everyone effectively communicates differently enabling to adapt my tone and body language to suit I try where possible to meet managers face to face rather than on teams to make our discussions more meaningful whilst building trust to confide in me. I have recently booked on to a neurodiversity course enabling me to successfully communicate with a wider range of people using varied tactics, I have ensured knowledge in topics of discussion offering advice based on policies and procedures within our workplace however ensuring I listen to their concerns and needs.
	Feedback from others
	Own Reflection
	Areas of Growth

	Emma can form a good rapport with the managers she supports.  Very often the advice that is provided is not always palatable to the manager – in terms of having to use the organisation’s policies to deliver some difficult decisions and processes to their staff through the employee relations element of the job.  





	I have taken time to get to know the managers that I work with and have learned to adapt my style of communication dependant on who I am talking to in order to get the best out of the conversation. Whether that be body language, tone whilst remaining professional throughout. Making sure that I am accessible via telephone and open to face to face and team discussions dependant on their preference. I have made a conscious effort to ensure my meetings and engagement are purposeful meaning that I am direct and transparent in my approach which I feel seems to get the best out of meetings held. I feel that I give adequate time to listening to managers and employees who come to me with issues and over time I have learned to ask meaningful questions throughout.
	Completing DISC training which is a personality test designed to strengthen engagement between differing personality traits which will enable me to elaborate on the ability to be mindful on different communications to different individuals therefore will build on my rapport with managers and employees in a meaningful way. I need to ensure that I pre plan objectives for meetings to ensure purposeful direct meetings are maintained.


	Emma is able to provide sound advice, and this has become well respected through her development in the role.  Emma can provide conviction in what she states, doing this through professionalism, taking into account the level of competency of the manager and building their confidence and knowledge in the advice that she provides.




	Over time I have managed to gain more and more knowledge of the organisations policies and procedures therefore feel that I am in a position that I confidently relay advise to manages so that they then have confidence in me. I have attended numerous Red Kite Employment Law update seminars which have increased my knowledge and confidence to relay advise to managers and employees which I intend on elaborating on as and when necessary.
	Attending regular employment law update seminars to increase my knowledge on current employment law to enable for me to give correct advice to managers. Make sure that I attend regular courses to strengthen my knowledge on topics that I come across throughout my role such as ACAS and CIPD seminars on sickness absence or disciplinary procedures as regularly attending these will always strengthen my knowledge therefore lead me to build confidence whilst communicating to managers and employees on correct processes.

	Emma can acknowledge and understand the diverse staff that we have.  Examples would be in her work she is can be dealing with a school leaver/apprentice and is able to reflect her practices to reflect that their needs may be different from a more experienced member of staff.  Similarly, Emma is dealing with a range of different professions and skilled staff, and so meetings and information must be communicated in the most effective way to ensure understanding.  Emma has tailored information to the audience and ensured more time and clarity when required, for example, by arranging one to ones to ensure messages that are delivered are understood.





	I work with a variety of departments and have noticed that they communicate differently so adapt where appropriate. I have made a conscious effort to ensure my meetings and engagement are purposeful meaning that I am direct and transparent in my approach which I feel seems to get the best out of meetings held. I feel that I give adequate time to listening to managers and employees who come to me with issues and over time I have learned to ask meaningful questions throughout.

	I have and aim to continue to learn about the differing areas of work had within different departments to enable me to gain a better understanding when discussing differing issues within departments. With this understanding I can then fully engage and make meaningly suggestions dependant on the working environment as I deal with a wide variety of departments such as tradesmen to public protection so require differing needs in terms of what issues they face whilst building positive relationships.

	Emma has a good rapport with her work colleagues, she contributes positively to the different roles she has within meetings and teams.  For example, Emma plays an active role in the HR hub that she is a team member of.  She provides cases to review and is always looking on how to develop her practice and willingly learns from others and will ask for support and assistance.  She also provides support and guidance for others, and this is evident when she is asked by colleagues for support and advice.  She is always looking for learning opportunities and has assisting in running courses and advice sessions where she actively engages all participants.






	I have developed a great rapport with my colleagues, I have always felt comfortable to ask questions to build on my knowledge whether that be exploring their experiences or their knowledge in a process or policy. They have always provided me with time, patience and understanding in which I have also enforced with them. I am always open to productive feedback to enable me to grow and become more confident and successful. An example of this is we as a team lack knowledge on pensions, I recently signed up and attended a pension workshop whereby I learned about the topic in great depth. I then made sure that I fed this feedback and PowerPoint presentation to my team and offered them my support if they had any specific queries. It is important to share knowledge for growth within the department.
	I intend on building relationships with my colleagues by building on my knowledge and helping them when they are lacking knowledge or confidence. If there are any courses that I book on or see that I think may be relevant to myself or my team members I will make them aware that they are available. Or if I attend anything I will also share my findings and always be accessible to relay knowledge to my team as they do to me. As inclusive behaviours encourage collaboration, respect and productivity.

	Emma engages other departments within the organisation to enhance her role and in the support, she provides to managers and employees.  Examples would be liaising with Learning & Development to actively seek out development for a member of staff to enable that person to extend their role and develop within the organisation.  Also liaising with health and safety and Occupational Health to meet a particular need of an individual which has been identified due to a disability or ongoing health need.  Emma can recognise when this additional need is required and ensures that manager recognise this and if they don’t Emma will raise in the correct manner.






	I have noticed that I lack confidence when specified areas such as communicating effectively with those with learning difficulties, social barriers and have recognised that I need further tools to equipped me to successfully engage with a diverse range of people. I do have a good working relationship with those professionals within different departments such as learning and development and occupational health and so heavily relay on keeping in touch with these for suggestions to effectively communicate with everyone and enforce inclusivity however I do acknowledge that I am not confident to successfully do so independently. Recently I spoke with a manager who was struggling to get a member of his team to engage in his workload efficiently. we had tried numerous tactics but failed to effectively engage and change his working practices. We decided to meet with a team member from learning and development for additional guidance, she suggested that he showed traits of neurodiversity and therefore suggested that we attend a neurodiversity course to explore further tools in order to get him engaged which we are both open to and have booked onto this course.
	I have recently booked on to a neurodiversity course which will enable me to have confidence to successfully communicate with those who have neurodiversity and give me ideas of tools to use to communicate more effectively as a whole. I have also recently completed an NLP coaching course and now have a diploma in Neuro- Linguistic Programming Coaching. Which I feel has been very beneficial for effective communication and raised my awareness of different perspectives which has encouraged inclusivity. However, there are further coaching courses and mediation courses that I feel would be beneficial to further my ability for effective communication. I am awaiting a placement in a mediation course as soon as possible.




Following on from this table I can see that I can build a rapport with differing professionals to engage successfully which I have been doing. I have a transparent empathetic approach to my communication and can be clear with my messages however I need to work on expanding my knowledge of certain areas and tools to communicate more effectively with certain individuals where barriers may exist, this in turn increase my confidence in which I have booked training to facilitate this and will continue to do so. I also need to bear in mind to remain purposeful with messages being relayed. I initially held monthly meetings with some of my managers however sometimes did not have updates and therefore some became disengaged. I learned that holding meetings only as and when messages were needed were more beneficial.

AC 3.1
The role of people professional has evolved in many ways because of contributing factors such as globalisation, technological advances and changes within employment law. Research conducted by Sage suggested that the role of HR is ever changing and adapting, 96% of HR professionals expected HR roles to change substantially in the next 5 years. (Sage, 2024).  People professional’s should be adaptable to rapid change, constantly developing our skills whilst communicating and listening to support employees through change cycles. An example is COVID, employees started working more from home, therefore technology advancements to cater to this requirement, ensuring everyone had access to a laptop, had secure reliable internet access. There was a significant shift in relationships between employees due to face-to-face meetings decreasing leading to ongoing requirement for flexibility regarding work life balance. The enhancement of data analysis and AI has improved ways in which organisations work, meaning increased improvement and development as data driven decision making is becoming more prominent, we need to develop IT skills to cater to this. (Mohdzaini, 2022).

Priorities have changed over time in terms of trends within needs for employees, at present wellbeing is a high priority therefore wellbeing initiatives should be a priority to facilitate a productive loyal workforce. Highlighting the importance of horizon scanning which would enable emerging trends such as this, which will enable gaps within the organisation such as wellbeing initiatives to be implemented before it becomes a crisis. (NHS, 2021)

As a result of Brexit our labour market has led to talent shortages therefore current and new employees are able to bargain with employers giving them the monopoly regarding pay etc which is a significant shift in power. It is important we remain up to date with employment law as affects our processes and policies. Within our updated employment rights bill employees now have basic rights from day 1 rights in employment against things such as unfair dismissal. It is important we are up to date to ensure correct advice is given, also adequate training on all changes are provided ensuring transitions are smooth throughout all changes within the organisation. (Suff & Willmott, 2024).

The CIPD has created a profession map based on future changes and how we can make an impact whilst successfully adapting to change called ‘People Profession 2030’ recognising effective leadership plays a key part to effective change. We should be proactive in change rather than reactive, aligning values of organisation with an open mind to enhance this. Showing empathy to the process of adaptability, recognising that everyone learns in different ways so remaining flexible when launching changes to process and technological advancements. (CIPD, 2021). An implication to the ability to adapt to change would be increased budget constraints and limited resources. (Dale, 2024).

AC 3.2
I have conducted a SWOT analysis using my own reflections and feedback from my manager to analyse my strengths, weaknesses and development areas. Please see table below. I am going to use my current job description to evaluate myself against.

	[bookmark: _Hlk193465792]Strengths
	Weaknesses

	My Reflection
	Managers Refection

	My Reflection

	Managers Refection


	· Currently working towards my CIPD Level 5 qualification which is broadening my knowledge and increasing my confidence.
· Can communicate well with managers and colleagues using key skills such as listening, adapting body language and communication styles where necessary.
· Can challenge certain decisions when feel necessary in a productive manner to positively influence change with managers.
· Can successfully work independently and prioritise my work effectively.
· Am can easily adapt to situations and can be very flexible in my approach to my workload.
· It is very important to remain confidential when dealing with lots of aspects of my role. I am confident with remaining this way and the importance of only disclosing information when necessary and I am aware of who to escalate this to when necessary.
· Can work well as part of a team however I do not really need to within my role.








	•  Emma is in the middle of CIPD Level 5 course and this is supporting her with increased knowledge and confidence.  There are regular reviews with the college, Emma and I to check on progress and so an effective method to feed her day to day working experience into this process.

•  One of her Emma’s strengths in her communication skills.  She is able to adapt the conversation and finds different ways to communicate for her audience, ensuring advice is well thought out, rationale and is understood by the receiver.

•  Emma is not afraid to challenge where necessary, and is able to by persuasive and logical argument influence change in aspects of the employee relations role.  Emma has gained confidence as her technical knowledge has increased to enable her to have conviction with the challenges, backed up by policy and legislation.

•  Emma works independently and manages her own workload.  She is flexible and adaptable and covers a wide variety of services each with different needs.  She is out and about with her role, travelling as and when required. 

•  Emma is extremely professional in the way she conducts herself in the role.  Key to HR in the skill to remain confidential, and discreet and managers and colleagues trust Emma to do so.  Emma checks anything she is not sure of.
•  Emma sits within a HR hub and also a wider ER team, in both she regularly contributes and is willing to support colleagues when needed.
	· Have a grasp on current employment law however lack confidence with this and would benefit from studying this further and maybe attending a course to increase my knowledge where possible.
· I have a basic grasp with IT however I would benefit from further training/ understanding of this in order to widen my ability to utilise tools to benefit my work load such as AI and excel more efficiently.
· Struggle with time management slightly which I am working on however would be good to gain tools to help with this.
· I do not speak much welsh, therefore may benefit from further studying surrounding this area to enhance my communication tools.
· I deal with breakdown in communication at the workplace and a tool we offer is mediation however I would not be confident to conduct this process so therefore would benefit from a course to enhance my knowledge and confidence surrounding this.
· Require further reading around all policies.
	•   Emma has developed her knowledge of employment law and is always eager to increase this.  Emma would benefit from more training in this area which can come from experience, colleagues, more exposure to complex case work.  Emma is being stretched to take on more complex cases where the opportunity arises.  I can look at an appropriate course to facilitate this.

•   Emma is able to utilise the IT and HR systems that we use.  We can explore enhancing her skill. We have moved into working with AI in certain parts of HR and this will increase over time.

•   We can discuss time management at our next development meeting.  There is an internal course that Emma may benefit from attending.

•   Welsh is a desirable rather than essential part of the post.  The organisation offers opportunities for learning Welsh this could be looked at in the future.

•   Trained mediators within HR deliver this element.  When the organisation is next funding a course Emma will be able to put herself forward.

•   Familiarisation with policies is ongoing development.  Emma is having more exposure to applying policies through case work which will benefit her understanding.



	Opportunities
	Threats

	My Reflection

	Managers Refection

	My Reflection

	Managers Refection


	· Exposed to many case studies that enhance my experience and therefore enhance my confidence.
· Not micro managed however feel very supported by managers so feel I am learning all the time.








	•   Emma can build on her casework and the complexity of cases.  Emma is able to look for opportunities outside of her normal sphere of work for growth.  Emma can discuss this with the Chief HR Officer 

•   Emma has a number of experienced staff that she can call upon for advice and reflection and this can be used for opportunities to increase her knowledge.  There are a number of very good local links that Emma could develop for further opportunities to develop and I know Emma does attend some events in which to do so. 


	· Limited funding therefore limited opportunities to attend beneficial courses such as mediation, DISC training, coaching to enhance communication tools and overall support for successful interaction within my role.
· Not much movement for progression within authority.
	•    Budget constraints which have been continuous in our industry for a decade have meant that most training opportunities due to cost are only available internally.  We will always look for opportunities for development.  
•    Emma works in a well established team, and so it is difficult to predict when progression opportunities will present themselves.  We can look at enhancing the role by opportunities to sit on project groups.







































From the table above I can see that there are many development opportunities that I should pursue in order for me to progress, both through training courses and exposure to new experiences within my role.
AC 3.3
Please refer to both my CPD record table (table 1) and plan (table 2) below whereby I have already undertaken a wide variety of development opportunities that have enhanced my skills such as obtaining tools to communicate more effectively through NLP coaching training and built my confidence exposure to varied processes such as disciplinaries and consultations. For future development I have chosen to enhance my communication by undertaking courses such as neurodiversity training to gain tools to communicate in different ways when communication barriers exist. I also feel that knowledge in key areas will enhance my confidence so have chosen to refresh my knowledge on employment law as this is always changing and by providing correct information to managers and employees will maintain engagement between myself and colleagues whilst maintaining open, honest dialogue and encourage this to avoid professional relationship breakdown.

Table 1 – Record 
	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	Mediation training




	Need to book onto next cohort of mediation training when becomes available.
	Internal course to become available and able to take the time from my day-to-day role to undertake this training. This is restricted due to current funding restrictions.
	Do training and then have the ability to put my learning into action within my day-to-day role- which I would daily.
	12 months time.

	DISC training





	Need to book onto next cohort of DISC training when becomes available.
	Internal course to become available and able to take the time from my day-to-day role to undertake this training. This is restricted due to current funding restrictions.
	Do training and then have the ability to put my learning into action within my day-to-day role- which I would daily in order to communicate more effectively with colleagues and managers.
	12 months time.

	Coaching training





	Need to book onto next cohort of coaching training when becomes available.
	Course to become available and able to take the time from my day-to-day role to undertake this training.
	Do training and then have the ability to put my learning into action within my day-to-day role- which I would daily.
	6 months’ time as these course run rather frequently.

	Exposure to more disciplinaries





	Communicate with manager that I am willing and wanting to pursue further exposure to advance my learning.
	Opportunities to arise, my manager to allow me exposure to this with guidance and support throughout.
	Given time and adequate advise to successfully navigate through this.
	12months time as there is always differing experiences within my role.

	Attend annual employment law update seminar
	I have attended these for the past 2 years, have contacted Red Kite to update me when this years workshop will be. 
	My work to give me the time to complete this workshop.
	Making notes from the workshop and relaying findings to colleagues and to managers. To give correct updated advise for future reference.
	I have been informed workshop should be April or May.

	Explore any upskilling for IT development - knowledge
	I have completed a recent survey that IT have issued giving feedback of what training employees from the council would benefit from, in the hope that they will launch niche courses catering to my development needs. for example excel development.
	Communicating with IT department to make them aware what I would benefit from and liaise with them to accommodate this.
	Having the beneficial courses available and taking time to complete them and practice them in my day to day working life.
	6 months time. Given time for IT to gather all feedback form and launch the available training programmes

	Complete CIPD level 5
	Continuously put time aside to complete assignments to meet deadlines so that I do not fall behind. Attend workshops and any seminars to widen my knowledge and understanding of what is expected of me.
	Time, books, online resources, experience and exposure to a variety of situations to draw upon in my assignments.
	Completing all assignments by the deadlines and not failing them, taking any feedback on board
	After every assignment deadline and completion of overall course.


	Complete basic WEST courses on welsh learning as part of CIPD course
	Put time aside to complete this online course, put time in my diary and take time to complete.
	May need to do some research and call upon colleagues who are confidence in speaking Welsh.
	Being able to understand basic Welsh words and sentences to communicate with a range of individuals. This also forms part of my CIPD module.
	
Ongoing – need to complete one module by 23/04/2025

	Neurodiversity Training 
	I have booked onto this course via our training system in which I will attend a face to face training session. Keep the time free and make my manager aware so that this time away is priority.




	
	To provide additional tools to communicate effectively with a more diverse range if individuals to get the best out of them.
	31/03/2025 – course.
Then ongoing meetings with differing individuals to build on these tools learnt.




Table 2 

	Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	· 01/10/2024





· 06/07/2024





· 28/04/2024




· 01/03/2024




· 02/11/2024




	· LGPS pension training





· Disciplinary investigation training ACAS




· Employment Law workshop




· NLP Coaching Training




· Exposure to consultation process
	· For knowledge in pensions to enable me to guide employees when querying retirement options.



· To widen my knowledge of disciplinary process in order to successfully navigate managers through this process.



· Provided updates on employment law changes coming in in 2024 to successfully advise both colleagues and employees of these changes and make sure I am following up to date guidance.

· To obtain tools to dilute situations and build professional relationships successfully within the council.


· To gain an understanding of the consultation process to develop my knowledge.
	· The process within retirement and the options available such as flexible retirement and early retirement and what paperwork is required, were to access information.

· Better understanding of the disciplinary process and what my role is within this and what is expected of each individual within this process and what documentation is required.



· Made me more familiar with policies and confident to advise on updates within these such as day one rights.


· Gained tools to successfully build relationships that may not be healthy within the workplace and also gained tools to self-reflect on situations also both in work and outside.

· Insight into consultation process, documents required and stages within this.
	· Have confidence to thoroughly go through pension options with employees giving them options face to face and show them how to obtain estimations etc.

· I have assisted managers through this process a few times since my training and am becoming increasingly confident to navigate them through this and advising what paperwork is required etc.



· I will attend these workshops annually in order to keep my knowledge up to date as this is constantly changing.

· I wish to undertake a full coaching course at some point in the near future to elaborate on this.



· Exposure and further interaction within the consultation process.



AC 3.4
Referring to my CPD record plan over the past 12 months I have undertaken many development opportunities that I feel have enhanced my working behaviour and performance within my role as Employee Relations Adviser within Pembrokeshire County Council. An important part of my role is to advise managers and employees on process and policy within my organisation; to do so I am required to have knowledge on these in order to confidently relay them in order for managers to follow them correctly as per ACAS guidance and employment law regulations. Employment Law is always changing and therefore it is important that I am up to date with these changes. I feel that attending these employment law workshops and relaying these to my colleagues has enabled me to form and maintain a positive relationship with managers that I work closely with. Meaning that they have faith in the advice and guidance I provide and encourages open dialogue and honesty. By having the confidence that I am relaying correct information I can communicate clear and concise instruction which keeps managers engaged and as my confidence is increasing and relationships are developing positively, we are dealing with issues concerning disciplinaries, maternity leave and sickness absence more and more seamlessly maintaining processes and policies are always followed.
As mentioned in my CPD record, I also recently completed a diploma in Neuro-Linguistic Programming Coaching which is designed to reflect on actions such as ways in which you communicate and encourage others to do the same in a productive way in order to get the best out of people and build positive relationships and learn from mistakes and experiences and coach others to do the same. Following on from this course I have made time to reflect more in many situations which I feel has improved my communication skills and made me more susceptible to productive criticism to improve my overall performance at work and at home and build positively on relationships such as managing work conflict and navigating in a successful way that deescalates the situation.
As also referred to in my CPD record I have also participated in ACAS disciplinary investigation training, as part of my role I am expected to advise managers and navigate and assist them through this process in line with our disciplinary policy and ACAS guidance. When I first started in my current role, I was not familiar or confident with this process but after participating in this course and consistent exposure to ongoing disciplinary investigations in the work place I know feel that I am at a stage that I can advise and navigate managers through this process successfully ensuring we meet the criteria for a fair process to be conducted. I have and continue to spend time supporting where necessary, my confidence and approachable nature has ensured that managers feel supported throughout and as my confidence with this process has increased my behaviour has changed and I have been increasingly concise with my instructions and navigations throughout whilst maintaining ability to listen to both the employee and the managers to ensure that there views and needs are maintained whilst adhering to the policies in line with ACAS guidance.
Overall, I feel that all of my development and training has enabled me to build my confidence which has in turn ensured that I have developed professional positive relationships with both colleagues and managers who rely on my guidance as part of mu role. I have noticed that colleagues now often come to me for advice also as we bounce off each other’s experience for further clarity on certain situations. I have developed increased knowledge on key aspects of my role through this training and therefore this has led to an overall positive impact on successful communication throughout.
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