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Developing Professional Practice in Human Resources

Understanding the Components of a Specific HR Career Development Programme
Assessment Two – Activity One
1.1 Key Parts of Level 5 CIPD in Human Resources
The course is studying a level 5 CIPD diploma in human resources, it is an apprenticeship provided by Coleg Sir Gar and delivered by The University of Wales, Trinity Saint David. Throughout the course there will be a range of topics that are covered through both Coleg Sir Gar and UWTSD.
      1.1.Doc.1
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Coleg Sir Gar covers the basic skills that the Welsh Government would like to be included as part of the course and apprenticeship. This includes key skills in Math, English, Welsh, and IT Studies. Whereas UWSTD focuses on HR studies and covers specific issues that an HR professional will need to be able to succeed within an HR environment. Some of the topics included are understanding employment law and understanding the link between individual and organisation proformance.
Key information in relation to the course can all be found in the student handbook, accessed through Moodle.
       1.1 Doc.2
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1.2. Arrangements Between Work and The Course
As the workplace wanted a member of staff to develop and to complete the course to be able to fill in a HR role within the company, they are very accommodating, they allow for a day a month to be absent to take part in the classroom exercises and lessons. They also allow time for one on one, regular meetings with the Coleg Sir Gar tutor during working hours. 
They have given permission to be able to view pass and current records that they are keeping that relate to HR. For example, access to all the personnel folders, sickness recondense, holiday requests, the training records, and spreadsheets that they keep on personal development progress that have and will hold valued information in researching HR topics. The support of the directors and owners of the business is of a great advantage. They are all willing to answer any questions or queries that answers can aid research into HR and the coordination of the course. The commercial director is open to having monthly meetings to discuss what topic is currently being researched and studied. Offering opinions of what he feels could be improved in the business relating to that topic. During these meetings he will supply any information that he feels will be beneficial for the topic in hand. Along with this they also granted permission to be able to issue surveys, interviews and focus groups with the workforce – if it is safe to do so with the current government's guidelines on the current pandemic.
1.3 Code of Practice
Throughout the course there are some points that the university feel is vital and expect you to uphold throughout the course. They expect you to have an overall attendance rate of 80% and above. The assignments that are handed in should be and are free from plagiarism, there is a link that you can use to check your score before handing in any of your assessments to help prevent this. The university has codes of conduct that they expect each student to uphold. Expectations of you to have respect for others, the community, and the environment. It is important to remember whilst you are a student of UWSTD they expect you to show professionalism and follow the codes of conduct listed as a representative of the university that the student attends. The university expects you to care for one another, this means that weather it may be a teacher, student, administrator or cleaner you should treat each person with respect and equally. 
   1.3 Doc3
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This can also be found in the student handbook but there is also a separate link on Moodle that takes you to file focusing on the codes of conduct.
     1.3 Doc4
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1.4 Sources Accessed During the Course
There will be many sources that will be accessed to complete this course. One of which will be the workshops and the help of the tutor. Being able to get in contact and have feedback from the tutor, a useful tool that cannot be taken for granted. The help from fellow students through group messages can also prove to be helpful if you are feeling lost in a specific area. There is also a student support service that students are welcome to use if struggling and need support, this can be for the course itself or for other factors that affect the student's ability to study successfully. 
    1.4 Doc5
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The information provided from Moodle is valuable. This is where the course information is all kept. A long with slides from the workshop with the tutor for you to be able to refer to the lesson, it also included mandatory and recommended readings, learning plans, examples of previous work and the mark sheet. As well as useful links that you need, e.g., Turnitin. It can guide you through each module through supplying the information you need, where to get that information or how to be able to find your own sources of information.
Access to Moodle, student email, your drive, office365, the library and other useful links can be found on the Hub. It makes accessing information faster and easier for new students to come to terms with.
   1.4 Doc6
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The core text books that students were told about in the introduction supply key information and can be included on the mandatory reading list when researching certain topics. They give a range of views from different HR professionals and investigate previous studies that have taken place. This is paired with the student library, that holds vast amounts of books that can be accessed to further support the student when researching topics.

   1.4 Doc7
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· Studying Human Resource Management Edited by Stephen Taylor and Carol Woodhams
· Human Resource Management: People and Organisations Edited by Stephen Taylor and Carol Woodhams
Another reliable source of information is the CIPD website. This has plenty of information that is reliable and relevant to HR professionals and students can research at ease knowing information is verified. Student access means that you can research a range of topics, you can find information that is current and not outdated. It can be used as a guide with information on how assessments and reports should be presented in a professional manner. This, with the widespread use of the internet, can give you vast amounts of information that can be used to support or disagree with the points that you are researching information. Having access to podcasts, social media, articles, newspapers, interviews, and blogs supplies the ability to research many studies, points of views and secondary information to help HR professionals when undertaking the course.
       1.4 Doc8
[image: ]




1.5 Induction Questionnaire 
Diploma in Applied Human Resources 
September 2018
    1.5 Doc9
	 
	Question
	Answer

	1.
	When, where and at what time will the course will be delivered?
	University of Wales
Trinity Saint David

	2.
	How many modules form part of the programme?
	Sixteen

	3.
	What are the term dates for this year?
	All on the student timetable. Subject to change due to COVID-19 

	4.
	What is Moodle?
	Online learning platform that contains all the course information and details of each moduel.

	5.
	What is Eduroam?
	International Roaming Service

	6.
	What is Turnitin?
	Programme to assess your similarity score to prevent plagiarism

	7.
	Do you know when you are required to hand in work?
	Yes – Deadlines are given at start of assessments.

	8.
	What is the core text for this programme?
	1. Human Resource Management: People and Organisations
2. Studying Human Resource Management

	9.
	Do you know how to access the library catalogue?
	Yes

	10.
	Do you know who to go to if you have a question/concern about the course?
	Yes

	11.
	What is the name of the Training Adviser?
	Julie Thomas

	12.
	What is the name of the course lecturer?
	Rachel Jones

	13.
	Will you be expected to complete work outside lessons?
	Yes

	14.
	Do you need to be a member of the CIPD?
	Yes

	15.
	What support is available for study skills?
	Moodle, Group Messages, Library, Internet, CIPD website

	16.
	Do you know where the fire-exits and first aid points are for the building?
	Yes

	17.
	How many credits is the programme?
	90

	18.
	What is the length of the programme?
	2 Years

	19.
	Have you been given the student handbook and timetable?
	Yes

	20.
	What academic level is this qualification?
	Level 5 CIPD Diploma



Name: Alexandra Milsom
 Signed: A.Milsom
 CIPD Membership Number (to be added when available): NA
 Signature of Lecturer: 
 Date: 14.12.2020
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Developing Professional Practice in Human Resources

Understanding the Range of HR Roles and Behavioral Requirements of HR Professionals
Assessment Two Activity Two
2.1 Introduction
The CIPD Profession map is a well-used tool that is used widely in the HR profession. Companies and organisations of all sizes and in all locations can use the map to identify problems and successes, find solutions to areas of concern and what each level of HR professional skills can do to help in that area.
“The scope of the Map covers the breadth and depth of the HR profession, from small to large organisations, from fundamental to sophisticated practice, local to global, corporate to consulting, charity to public sector, traditional to progressive.” (CIPD, 2013)
The CIPD Profession map is split up into three sections: Four bands, ten areas and eight behaviors. It aims to be able to give HR professionals details of the competencies they will need in future circumstances (Stephen Taylor and Carol Woodhams, pg 110). CIPD suggest that organisations should use the HR profession map if they would like to determine good HR and where improvements need to be made. To be able to find problems and achievements, and pinpoint key information within that area. To be able to extend the HR departments efficiency. It can also be used to show achievements through professional qualifications and membership (CIPD, 2013).
111   The CIPD HR Profession Map was created with the consumer in mind. It can be explored in part or regarded as a whole, showing its great versatility. The design features many different principles to help HR professionals in any situation. It gives the HR professionals a direction of what needs to be done, what information will be needed in order to complete the task and how to complete it in each professional area, with the two areas at the center of the map are considered the core areas that are relevant and key to all areas in HR tasks. Whilst also breaking it up into the four bands depending on the skills and level of the HR professional. The map incorporates what behaviours a HR professional will need to completed problems within the areas and determine the fundamental professional competences that will have to be included when completed. Instead of the map being focused on the business structures, job levels or the job role itself, it coordinates around areas of professional competence. (CIPD, 2020)
2.2 Eight Behaviors of the CIPD Profession Map
In the CIPD Profession map there are eight behaviors that are highlighted as important for an HR professional to acquire when completing their job role. The first is to be curious. CIPD suggest that when someone is curious, they tend to be looking more into the future whilst being inquisitive and unbiased. It is important to have curiosity to be able to build the business whilst taking new and improved routes. 
It is crucial that an HR professional is personally credible. Being able to use professionalism and HR expertise whilst making recommendations, analysists and reviews. This will bring validation to the value of advice you are giving to the stakeholders, organisation and employees.
Another one of the eight behaviors is being a decisive thinker. It is suggested by having this trait the individual will take what they know, the information they have gathered and insights they have into the organisation in a constructive manner. This gives the professional the ability to explore the options that they have uncovered, make valid recommendations and make knowledgeable decisions that the HR professional can stand by. It is shows the ability to evaluate information and understand data in a fast paced manner to come to strong decisions briskly. (CIPD, 2020)
To be a skilled influencer is key in the HR profession. If you are a skilled influencer and process the ability to influence stakeholders and employees it means when trying to change or evolve the organisation to create value you can gain the trust, support and engagement of those around you. This creates a more streamlined path for an HR professional when solving HR issues.
Driven to deliver is a behavior that is useful in a HR professional. With HR constantly improving and evolving to be driven to deliver it suggests that you are determined to succeed. The ability to be resourceful, as well as commitment and drive to provide the best results from the task and as a result, the best outcome for the business.
When working in an HR role it is important that the HR professional can build repour with people. The importance of being able to work within a team is of the upmost value both in and out of the workplace. To have the behaviour aspect of being collaborative shows that you can work efficiently and produce excellent results with a range of people from different backgrounds.
Similarly, to having the behaviour aspect of being personally credible is also to be a role model. Someone who is honest and impartial to situations is key in any HR professional. As part of the role will be juggling personal aspects, organisational ad legal parameters it is important that the HR professional always leads by example. Keeping independent whilst given honest views and constantly behaving with professionalism and following all processes.
Courage to challenge is the final behaviour listed on the CIPD Profession Map. As a HR professional it will be expected to have some push back when it comes to changing or implementing policies and other aspects of HR. To be able to have the courage to communicate your views confidently and skillfully means that you can provide your professional opinion even when you encounter defiance or unknown situations.
The eight behaviours that are listed on the CIPD profession map are what an HR professional needs to be able to succeed in the workplace when problem solving, changing, investigation and evolving the organisation and all behaviours can be used in all ten of the different areas of the chart and in each of the bands. The bands give the HR professional a progression path on how to improve from junior roles to senior but in all bands all the behaviours are still relevant and vital to progress (Stephen Taylor and Carol Woodhams, pg 113).
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	Photo of Brainstorm that was created in meeting with commercial director
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	Screenshot of the research report on recording absence in the workplace
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	Table of the Bradford score sheet I created on Excell
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	A section of the Bradford score with start date clip
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	Screenshot of the new implemented process that was emailed to all employees
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· I understand that the work/evidence submitted for assessment may not be returned to me and that I have retained a copy for my records.
· I understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.
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	Date:
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Developing Professional Practice in Human Resources

Be Able to Manage Self and Workload to Meet Performance Requirements
Assessment Two Activity Three
3.1 Introduction
Whereas years ago, an HR role would usually consist of mainly admin tasks and little management. Now, with the focus of many companies trying to get most of their staff it is common to see HR professionals managing or taking part in projects. As well as completing projects independently. Projects tend to follow a five-step sequence, these are: initiation and conception, planning, launch and execution, monitoring and control and project closure (John and Perkins, 2016).
I started looking into the recondense of absence and absence policies and decided to follow the five-step sequence previously mentioned to navigate my way through the project. This gave me a clear path to what was needed and the next steps that I had to take.
3.2 Initiation
The course of concern started over absence when a small survey was conducted among the engineers. The results from this showed that employees were confused about what to do if they needed to be absence as no process had officially been distributed. When I investigated further it was clear that no process had been implemented and needed immediate attention. Aside from this, the directors of the business had also mentioned concerns about the lack of recondense in line with absence as no one had really taken ownership of the matter. 
This was largely to blame because of the growth rate in the company. As the company had started as a small business with a three-man crew and had increased rapidly to a medium size business that covers the whole country of Wales and with a staff count of 40 plus. It was clear that for a long time the company has been taking the fire-fighter approach and spending more time being reactive rather than proactive. Recruitment had mainly taken place with engineers rather than office staff and as a result of this when I started there were a lot of backlogs to go through.
When I started researching what the company had been doing in terms of sickness prior to this investigation, I found that the only action that was taking if someone called in absence was a note on a calendar. There was also nothing implemented in terms of ‘return to work’ forms to make sure that the staff were fit for work and to try preventing from reoccurring absences.
3.3 Planning
I started with a time management plan. I wanted to give myself ample time to be able to complete the research necessary and to be able to make clear and decisive decisions. It is suggested that people who can make decisive decisions are able to use the knowledge that they know, information collected and constructively implement it into the organisation (CIPD, 2013). Whilst trying to put these reasonings at the focus of my intentions, I was also aware of other duties that potentially could get neglected if time was not managed reasonably.
Due to the busy nature of the workplace, it was only possible to manage my time using the calendar on the work drive (Doc1). As I tend to have multiple meetings a day that can often change in times, research had to be fitted in around other commitments and would often be taken home to research. However, there was a monthly meeting scheduled between the commercial director and I that didn’t change the times or days.
3.3 Doc1
[image: ]
Included in my time schedule were monthly meetings with the commercial director where we would discuss my progress in the project, my findings, what steps I am taking and set time goals for the upcoming weeks. Initially I found that it was important to have an interview with the director to find out the concerns he felt were occurring due to the lack of recondense of absence. It was also important to find out what approaches have been taken in measuring absences before. It is of the upmost importance that the views and concerns of various stakeholders are understood (Anderson, 2013). 
The initial session took more of a conversational approach in which we made a brainstorming diagram to discover the potential problems that could be surrounding the poor absence record in the company. Taking this approach seemed more natural due to a friendly relationship between us both and meant that I could really listen to and understand his theories and opinions. It is primarily important in an interview for the HR profession to listen and to understand what the interviewee is saying (Horn, 2012, pg 100).
3.3 Doc2
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I then started researching ways in which I could record absences, policies in relation to absence and return to work forms. I felt that it was necessary to gather a range of evidence to guide the project forward. CEBMa’s research suggests that an evidence-based approach will lead to better decision making compared to taking a decision-making process (Young, 2020). I did a lot of secondary research, I read surveys, articles, blogs and complied my findings with a report. I sent this report a week prior to the next session planned with the commercial director to discuss my findings and to put the next steps into place, by sending it a week before he had time to read, reflect and give opinions and feedback in the next session.
Doc 3
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The report was around 2500 words. I felt this was reasonable and would be able to fit into the time scale I had to do the research but also felt it was the right length. At this length I felt that the manager would read it and feel that he has enough knowledge about the topics discussed but not so long that he would lose interest or not find the time to read it. 
Doc.4
The Equality Act 2010 ensures that processes and procedures related to absence are adjusted for employees with a disability. A person’s disability may predispose them to regular short-term absences, and this could potentially lead to tribunal action if the employee was unfairly disciplined as a result of receiving a high Bradford Factor score.” (CIPD, 2020)

The research suggested that the Bradford factor was most suited to the organisations needs but it should be paired with a ‘return to work’ form so absences can be explained and understood, the company can implement anything to help the return to work and to be able to be kept on record. The next session with the commercial director confirmed that he felt this was the best route to take as well. 
I continued to proceed with creating these ready for the next session. I followed the research notes from the report and the reference list I had created to find those sources again. Once this was complete, I created an absence process for the employees to be able to follow. I made sure it was simple and to the point. I arranged for it to be delivered to the next toolbox talk and emailed to all employees.
Doc 5
	Bradford Sickness Scheme - Dec 2020 to Mar 2021

	
	
	
	

	Employee
	Stints of Sickness
	Amount of Days Off
	Bradford Score

	Andrew Griffiths
	
	
	0

	Carl Lees
	
	
	0

	Charlie Patching
	
	
	0

	Chris Cole
	
	
	0

	Daf Jones
	
	
	0

	Dan Roberts
	
	
	0

	Dean Pearce
	
	
	0

	Gareth Duffy
	
	
	0

	Harry Booton
	
	
	0

	Huw Evans
	
	
	0

	Jack Evans
	
	
	0

	Jonny Maddocks
	
	
	0

	Mark evans
	
	
	0

	Nick Griffiths
	
	
	0

	Paul Hayes
	
	
	0

	Rhys Nicholas
	
	
	0

	Robert Rees
	
	
	0

	Russell Stanton
	
	
	0

	Ryan Powell
	
	
	0

	Scott Jenkins
	
	
	0

	Terry Davies
	
	
	0

	Paul Jansson
	
	
	0

	Lee Williams
	
	
	0

	James Gordon
	1
	
	0

	Glen Clements
	
	
	0

	Vince Water
	
	
	0

	Keiran Hooper
	
	
	0

	Jamie Hooper
	
	
	0

	Kyle Tucker
	
	
	0

	Don Patterson
	
	
	0

	Dan Colley
	
	
	0

	Luke Dedman
	
	
	0

	Tom Beecham
	
	
	0

	Chris Holified
	
	
	0

	Neil Jones
	
	
	0

	Alan Williams
	
	
	0

	Wayne Davies
	
	
	0

	Istyn Galton
	
	
	0



Doc 6
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3.4 Launch and Execution
We launched the new process on Monday 30th November. Before the launch we had a management meeting and decided that absence relating to covid-19 would not be recorded on the Bradford factor. As the pandemic seemed to be getting worse and cases were rising in our area, we didn’t want staff to feel under pressure or stressed if they should have too self-isolate. We also did not want to seem like we were encouraging people not to take the governments advice. This new information was made clear in both the toolbox talk and the email that was sent to all.
I had created back to work forms and the Bradford factor ready to be filled in. Although, through December absence was low. We had one employee who had tested positive for covid-19, and as previously mentioned it had been decided not to record anything related to covid-19 on the Bradford factor. I did however, issue a back to work form on his arrival but due to the nature of the absence it was very brief when being filled in. Another employee, who had torn ligaments in his hand (not in the workplace) and as a result had to have time off, was the only other occurrence of absence’s that we had. Unfortunately, this employee is still not fit for work and as a result a back to work form has not been filled out yet. However, I have started to fill out the Bradford sheet and have just made a note of his first day off to be able to caculate the amount of total days off on his return.
Doc 7
	James Gordon
	1
	
	0
	
	Start Date 04/12



3.5 Monitoring and control
One of the limitations that presented itself was the on-going pandemic. Initially the thought of having tight focus groups occurred. The aim of a focus group would be to use to make sense of the reasoning behind the engineers (Walker, 1985, pg 100). This would hopefully prompt an open discussion and bring to light any defined issues and the overall view of the group.
Another challenge I faced was that the director did not feel like there needed to be a process. He felt that the employees did have a clear understanding of what to do when reporting an absence as he felt that was common sense.  However, when I provided the research report I included information about processes, explained how simple the process can be and how completing one now at the same time as the Bradford factor would naturally make the most sense. He did agree that there should be a process once the report had been handed in and I gave clear reasoning behind my decisions. It has been said that to influence others successfully, HR professionals should consider their entire message and how they wish to convey it (Yemm, 2008).
Doc 8
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3.6 Closure
Although this project has been fully launched it has been hard to determine how effective the new changes that have been put in the workplace are. There is more of an awareness around absence and staff have responded well, especially to the return-to-work forms, agreeing that it would help them on arrival back at the workplace to help them feel more supported.
However, to determine how effective the changes are it will take time and re-reviews. We plan to re-train staff in the process every quarterly to keep it fresh in their minds. The commercial director and I have discussed continuing the sessions but making them three months apart. In this session he will want to see documentation and would like me to be able to transfer the data into charts when I notice patterns in sickness. Overall, I feel that over time the process and changes implemented will prove to be valuable, but I am fully prepared to make changes depending on the evaluation of the project in future months.
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Developing Professional Practice in Human Resources

Be able to Work Collaboratively with Others, as a Member of a Team or Working Group
Assessment Two Activity Four
4.1 Introduction - What is a Group Dynamic?
A Team is a group of individuals that have been placed together due to their complimentary skills for the task in hand and because they are all committed to a common purpose or a profession goal and hold themselves personally accountable (Greenberg and Baron, 1997, pg 212). Throughout a person's career, there will be many occasions when working within a group is necessary and unavoidable. HR professionals will be expected to work with other employees within their industry and people that are may have come from different experiences and backgrounds. If a group dynamic is unsuccessful it can lead to losses within the company as well as deflation of motivation for employees. (Stephen Taylor and Carol Woodhams, 2016, pg 83). It is important for an HR professional to remember when working within a group that for the team dynamic to work adequately, consideration needs to be taken over the fact that each individual employee is different and will have a different agender and needs. There are many different factors that can affect and change a group dynamic, the most common ones include: the nature of the individuals of the group, leadership (groups are sufficiently affected by this), the structure of the group or team, power and status issues and communication structures and processes (Huczynski and Buchanan, 2010, pg 84).
4.2 Methods and Forms of Groups
When working for an organisation the likelihood is that you will be working in a group at least on some points in your career. The idea of a dynamic group is that a group of people will work as a team whilst each person will contribute individually and as a collective group, a solution will be delivered. Schein, 1988, pointed out that a group will create the rules that they aspect to be adhered too and make clear boundaries (Schein, 1988, pg 210). It is noted that there are four different forms of groups, these are: advice teams, action teams, project teams and production teams (Huczynski and Buchman, 2010, pg 83). By devising what you are hoping to achieve whilst working in your group you should naturally put you into one of the forms and help direct the group in a certain direction of where to find information and resources that would be of use.
There is a five-stage model that was created to take individuals through the process of forming a group. The five stages were, forming, storming, norming, performing and the fifth stage that was added twelve years later is mourning (Tuckman,1965). It is suggested that each group will complete each of the five stages when working together and completing the task successfully. The other method that should be of note is Belbin’s nine team roles, established in 2019, this suggests that each member of the group will have one or more of the nine roles to complete and once the roles are discovered work can start to be divided and issued out.
4.3 Political Behaviours and How They Can Affect a Business
The term ‘group dynamic’ was created by Kurt Luwin in 1940’s. He saw that once a group was formed individuals tended to take on specific roles and behaviours. The ‘group dynamic’ term investigates how these distinct roles and behaviours affect others in the group and the group overall.
Some people views very on the negativity of a political agenda. Although it is still recognized that politics within an organisation has the potential to be harmful to the employees and the business, it has been argued that when delivered correctly it can help an organisation hit its strategic goals and company values, especially when going through change (Michael Jarrett, 2017).
Politics in an organisation, are ways in which individuals use influencing techniques, through a verity of different actions and activities. They use the politics with the intention of improving themselves or the organisation. Past studies have indicated that individuals with political tendencies usually are more in advance in gaining power for themselves, managing stress and the job demands, compared to those without political skills. They usually have more of the impact on the company's outcomes (Michael Jarrett, 2017). There is an overall view that politics in the workplace can be viewed as dishonest and can be damaging to an organisation. As a result, most will try to distance themselves from any company politics. As HR professionals it is important not to take a biased view and get caught up in workplace politics. However, it is also important for an HR professional to recognise that in rare cases political activities can be used to help protect or improve the welfare of its staff members and organisational needs.
Political behaviours in a group dynamic can be harmful to the group itself and to the organisation. It is suggested that when someone has a political agender they take a view or position in the group with the intensions of personally gaining (Horn, 2009). Horn (2009) also suggested that there were five different people that form the group: allies, opponents, adversaries, bed fellers and fence sitters. This can lead to a negative impact on employees and start to effect things like motivation, retention and stress at work. A side to this a political agenda can also affect the business as a whole and needs to be monitored closely to avoid the negative implications from a political viewpoint.
When political behavious is present it is very hard to detect. As a result, a lot of political behaviour is usually not under covered unit it is too late to rectify. At which point negativity could have formed or potential business loss due to political behaviour. The main reason for political behaviour to be used is often due to a limited resource, inequalities in social structure and work structure and for individual gain and motivation.
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Developing Professional Practice in Human Resources

Development Plan
January 2021 – March 2022 
Assessment Two Activity Five
Development 
Courage to Challenge - CIPD Profession Map – Behaviour
I have trouble with confidence issues and speaking in large groups. Especially with strong characters or higher levels of management. As a result, I sometimes tend to fade into the background. By improving my behaviour to be able to have the courage to challenge it will help me in my work life and naturally I hope to feel more confident as I have a better understanding and knowledge of HR.
What I must do to achieve this
1. Learn how to stay calm and stand by my decisions. When faced with opposition or resistance, address challengers appropriately.
2. Be able to observe, listen, question and challenge to be able to ensure a full discussion
3. To be able to reach a conclusion and take an early view of the issue
4. Learn how to intervene in lengthy processes or excessive debates to be able to draw conclusions and reach the end of the discussion.
5. Learn to work closely with others who are involved and impacted by the issue, consulting their views and involving them in developing the solution.
Resources/Support Needed
· CIPD Diploma Level 5 – increasing my HR skills and knowledge to be able to give answers more confidently.
· CIPD Profession Map – to be able to get a better grasp of what key areas are needed to improve this.
· Management meetings – this should help gain confidence when speaking to professionals that are in a higher position then myself.
· CIPD website – to be able to research and find reliable sauces that can be validated in providing skills to aid this development.
· Colleagues – to be able to learn from my piers by observing and by consulting their views on higher management.
Success Criteria
· Take part in weekly management meetings, start off by observing my peers and getting a grasp of how the meetings run.
· Start taking on segments of the managers' meeting – using resources to properly research issues to be able to speak about with confidence.
· Conduct the management meeting, taking care to listen to questions and answers, challenge people and the way of thinking and be able to draw a conclusion to the meeting from what we have learned through others.
Review and Target Dates
1. Start attending management meetings and review 04/01/2021
2. Take segments of the meetings and review 25/01/2021
3. Conduct management meeting 08/02/2021
4. Review with manager and self-review 09/02/2021


Development
Skilled Influence – CIPD Profession Map – Behaviour
To be able to communicate my ideas, plans and vision for the company in a manner that encourages hard work and sparks excitement. I would like to motivate my colleagues through being a skilled influencer whilst always getting the point in hand across. 
What I must do to achieve this
1. Keep in mind the politics, culture and governance framework when influencing and taking a delivery approach
2. Take time to consider the diverse views of the other parties involved prior to the proposal.
3. Dealing with and expecting reactions and resistance by using influential approaches and communication skills.
4. Tailor communication skills to appeal, engage and include different audiences.
5. Understand different people and adjust my own behaviour to manage the impact on others.
Resources/Support Needed
· CIPD Diploma Level 5 – increasing my HR skills and knowledge to be able to give answers more confidently.
· CIPD Profession Map – to be able to get a better grasp of what key areas are needed to improve this.
· Management meetings – in which I can learn how to deliver ideas, having already thought of views of the party beforehand and dealing with the reactions from my fellow workers.
· CIPD website – to be able to research and find reliable sauces that can be validated in providing skills to aid this development.
· Colleagues – have meetings with colleagues so I can have a better understanding of others' views and opinions.
Success Criteria
· Research topics that are going to be included in the weekly managers meeting.
· Prepare my views and opinions ready to be delivered, taking ample time to predict the reactions to my opinions.
· Deliver my opinion with the reasoning behind, giving a strong clear argument of why I came to that opinion.
· Adjust my behavious in the meetings to match what would make my piers feel more comfortable
Review and Target Dates
1. Find the topics for the next meeting and begine researching -15/02/2021
2. Plan how I want to deliver the meeting with my opinion being backed up by knowledge and valid resources - 16/02/2021
3. Deliver the meeting making sure I match my behavious depending on my piers 22/02/2021


Development
Learning and Developing – CIPD Profession Map – Area
I would like to learn how to develop myself within HR but also be able to help employees of the organisation to be able to achieve their goals and reach targets.
What I must do to achieve this
1. To be able to conduct training and learning needs analysis at individual and team levels.
2. Learn how to recommend suitable learning options to meet individual and team requirements, considering appropriate delivery channels.
3. To be able to coach managers to ensure that development, deployment and career management processes provide fair access of opportunity for all.
4. Inspire and coach managers to build learning and development priorities within their teams and areas.
Resources/Support Needed
· CIPD Diploma Level 5 – increasing my HR skills and knowledge to be able to give answers more confidently.
· CIPD Profession Map – to be able to get a better grasp of what key areas are needed to improve this.
· Management meetings – in which I can learn how to deliver ideas, having already thought of views of the party beforehand and dealing with the reactions from my fellow workers.
· CIPD website – to be able to research and find reliable sauces that can be validated in providing skills to aid this development.
· Colleagues – have meetings with colleagues so I can have a better understanding of others' views and opinions and host development meetings for them.
· Personnel files – to be able to access employees' previous training records.
· Training Matrix – where relevant data to do with training is kept for the organisation that I work for.
Success Criteria
· Research and analyses the training matrix and personnel files
· Talk to management about what training each individual needs.
· Call each colleague into a development meeting to discuss the future with them and see what direction they want to go in and what direction accompanies the needs of the business.
· Make a development program for each individual and have regular meeting with the regarding progression.
· Research the best ways to deliver training in an HR profession.
Review and Target Dates
1. Compare training files with pass files and write a list of what each employee needs to complete - 16/02/2021
2. Have a meeting with the director to see what training qualifications each engineer must have - 17/02/2021.
3. Complete development plans with each employee and have regular meetings with them to keep up to date and focused - End of July 2021 and then every quarter after.

 
Development
Learning HR – CIPD Profession Map – Area
To continually learn and progress my HR skills, keeping them relevant, valid and up to date.
What I must do to achieve this
1. Be able to engage and motivate people from all backgrounds
2. Learn different methods for managing and evaluating team ProFormance.
3. Be able to seek feedback from team to identify areas of concern around reward and recognition package and make suggestions for improvement where appropriate.
4. Ensure to collect data and measurement of people projects and services
Resources/Support Needed
· CIPD Diploma Level 5 – increasing my HR skills and knowledge to be able to give answers more confidently.
· CIPD Profession Map – to be able to get a better grasp of what key areas are needed to improve this.
· Management meetings – in which I can learn how to deliver ideas, having already thought of views of the party beforehand and dealing with the reactions from my fellow workers.
· CIPD website – to be able to research and find reliable sauces that can be validated in providing skills to aid this development.
· Colleagues – have meetings with colleagues so I can have a better understanding of others' views and opinions.
· Students – have discussions about what each person finds informative and investigates.
· Moodle – holding details and information relating to the CIPD course.
· Social media – to keep knowledge up to date and relevant.
Success Criteria
· Keep up to date with assignments set by the CIPD diploma course.
· Complete CIPD course
· Regularly reading newspapers, blogs, social media articles about the progression of HR to keep knowledge up to date and relevant.
· Become a CIPD member
· Take regular meetings on work to do with HR to make sure our standards match CIPD’s.
Review and Target Dates
1. Completing a diploma in CIPD Level 5 – May 2022
2. Becoming a CIPD member – end of Jan 2021
3. Research and keep up to date with topics - ongoing
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Research In absence measurement and management

1. Introduction I
“The aim of this study s to analyses strategies of recording absence i the workplace
‘and managing absence

* Toaccess a range of credied secondary data to find out the sffects of recording
‘absence and what methods are commony used to do so.
Tocritically analysis the procedure in which the company addresses absences
To make a detailed recommendation on what strategy can be taken to address
the issue of unrecorded and unmanaged sickness in the workplace.

2.Literature Review

‘The CIPD acknowledges the importance of monitoring absences n the workplace. As
absence can be amassive cost o the company, taking {ime to stralegies ways o
‘manago the absence can provido a valuablo 100l in proventing sickness and gotting
‘smployees returned to work at a fasler pace (CIPD, 2020).
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