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Task 1
Q1 (AC 1.1)
In preparation for the first management meeting, I would explain that a ‘People Professional’ is expected to be principles-led, evidence-based and outcomes driven, role modelling the core behaviours which are in the CIPD Profession Map (For example ethical practice, working inclusively, valuing people, professional courage and influence) to create value for people and the organisation. The behaviours are universal and consistent even in challenging or new situations.
In the context of Nexobyte’s rapid growth, the informal structures, and inconsistent practices between the teams. The new role of HR/L&D advisor should begin with restoring fairness, clarity and consistency across people and processes including recruitment, performance, working arrangements and access to L&D. The profession map stresses that working inclusively listening to diverse voices, collaboration, and building trust in relationships. With this in mind I would introduce transparent criteria and standards to reduce the variation between the teams and ensure equal opportunities.
A second priority would be building capability. None of the team leaders have had formal training, which links to inconsistent decision making, Using the maps behaviours (Professional courage and influence, passion for learning) I would provide coaching, toolkits and bite size training for fair decision making, feedback skills, and inclusive leadership, practical steps that help manager to lead consistently and confidently.
Ethics is a third pillar. CIPDs ethical practice highlights the need to embed principled decision making  and build cultures of transparency and trust, particularly relevant where there has previously been favouritism in L&D and misuse of company equipment. I would set out clear expectations and evidencing the rationale, I would therefore introduce simple people metrics and feedback loops to inform actions and measure impact and improvements.
Finally, I would connect people practice to strategic outcomes. An inclusive fair environment is associated with better engagement, retention and performance. CIPD’s EDI guidance explains effective EDI is vital to business and not just compliance. For Nexobyte, moving on from ad-hoc practices to scalable ethical and inclusive systems will support growth, reduce risk and improve employee experience.
To summarise, the people professional contribution is to set standards, develop managers, embed ethics and use evidence aligning people practices to business goals while ensuring colleagues feel included valued and are treated fairly.


Q2 (AC 1.2)
At the start of my new role at Nexxobyte, two personal and ethical values that I believe would significantly support my effectiveness as a people professional are integrity and fairness. These values align closely with the CIPD Profession Map, which positions ethical practice and inclusivity as core behaviours which are essential for building trust and shaping positive organisational cultures. Applying these values consistently will be important in an environment like Nexxobyte, where inconsistent management practices and previous unethical behaviour have contributed to employee dissatisfaction and staff attrition.
Integrity is a fundamental part of ethical people practice. The CIPD describes ethical practice as “building trust by role-modelling ethical behaviour and applying principles and values consistently in decision-making” (CIPD, 2024). At Nexxobyte, where team leaders have been operating independently and without formal guidance, integrity will be essential in establishing credibility and ensuring that people management decisions are transparent, evidence‑based and aligned with organisational values. Demonstrating integrity will mean being honest in my communication with Aisha, Kit and the team leaders, even when the messages may be challenging. It also involves ensuring that policies, processes and recommendations are based on fairness and legal compliance rather than personal preference or convenience. By modelling integrity, I can help rebuild trust and contribute to a culture where ethical behaviour is expected and reinforced. 
Fairness is another value that will strongly guide my practice. The CIPD emphasises that effective equality, diversity and inclusion (EDI) strategies go beyond legal compliance and focus on creating environments where individuals feel valued and able to reach their full potential (CIPD, 2024). At Nexxobyte, inconsistent access to training, differing working arrangements and informal decision making have created perceptions of inequity. Applying fairness in a consistent manner will guide my development of transparent and inclusive policies that ensure equal access to opportunities such as learning and development, flexible working and progression. It will also support me in challenging biased or inconsistent practices and helping managers understand the impact of their decisions on employee morale, engagement and retention.
Together, integrity and fairness will shape my approach to people practice at Nexxobyte. These values will help me to build trust, promote ethical behaviour and support the development of consistent, inclusive and transparent systems while addressing many of the issues that have contributed to complaints and staff attrition. By embedding these values into my daily practice, I can contribute to creating a more positive, ethical and equitable working environment.




Q3 (AC 1.3)
Clear, informed and confident communication is a fundamental requirement of effective people practice, particularly in an organisation like Nexxobyte where informal management approaches and inconsistent practices have contributed to employee complaints and staff attrition. Aisha’s expectation that I am “a firm voice for people practice” reflects the CIPD’s view that people professionals must be able to influence others through credible, evidence‑based communication (CIPD, 2024). Communicating in this way is essential for establishing professional authority, shaping decision‑making and ensuring that people management practices support not only organisational performance but also employee wellbeing.
Communicating using an informed approach will ensure that my recommendations are supported by evidence, legal requirements and professional standards. The CIPD emphasises that people professionals must use data, insight and research to guide organisational decisions (CIPD, 2025). At Nexxobyte, where the managers have had little formal training, informed communication will help them understand why changes are necessary and how structured, fair and ethical people practices can address the issues the organisation is facing. Without this, managers may continue to rely on personal preference or habit, reinforcing inconsistency and inequity.
Clarity is equally important, communicating clearly will reduce ambiguity, ensure shared understanding and support consistent implementation of policies and procedures. Given that Nexxobyte’s managers currently operate independently, clarity will help align expectations and create a more considered approach to people management. Research on organisational communication highlights that unclear messages can lead to confusion, resistance and errors in implementation (Tourish, 2020), all of which could undermine the efforts intended to improve practice.
Confidence also plays a critical role, confident communication demonstrates competence and helps build trust, making it more likely that managers and directors will take my advice seriously. The CIPD notes that courage and influence are essential behaviours for people professionals, enabling them to challenge poor practice and advocate for ethical and inclusive approaches (CIPD, 2024). In a growing organisation like Nexxobyte, confidence will be vital in encouraging leaders to adopt new ways of working.
If I am unable to communicate in this way, there are consequences for both myself and the organisation. Personally, a lack of confidence or clarity could undermine my credibility, making it harder to influence decisions or gain the respect of managers. For Nexxobyte, ineffective communication could result in continued inconsistency, further employee dissatisfaction and potential legal or ethical risks. Ultimately, the organisation may struggle to develop the structured, fair and inclusive practices needed to support sustainable growth.




Q4 (AC 1.4)
If I had been working at Nexxobyte during the period when unethical and illegal behaviours occurred, it would have been essential to address these issues promptly, professionally and in line with both legal obligations and the ethical standards expected of people professionals. The CIPD emphasises that ethical practice involves “building trust by role-modelling ethical behaviour and applying principles and values consistently in decision-making” (CIPD, 2024). This means that people professionals must not only recognise unethical conduct but also take appropriate action to challenge and report it.
In the first issue, where a manager approved expensive training for favoured team members while consistently refusing similar opportunities to others the behaviour represents clear favouritism and a breach of fairness and equality principles. It also contradicts the CIPD’s expectations around inclusivity and equitable access to development (CIPD, 2024). My approach to this would be I would firstly gather relevant evidence, such as training records, budget allocations and employee feedback, to ensure that any concerns raised were based on facts rather than hear say. I would then arrange a confidential conversation with the manager to explore the reasons behind their decisions, giving them an opportunity to explain or clarify any misunderstandings. If the behaviour was confirmed as unfair or discriminatory, I would escalate the issue to Aisha and Kit, recommending corrective action such as clearer L&D criteria, manager training and a transparent approval process. Addressing this issue early would help prevent further inequity and help to rebuild trust among employees.
The second situation, where an employee was using company time and equipment to run a personal business would constitute misconduct and potentially fraud. In this case, my response would need to be more formal. I would document the relevant evidence, including system logs or witness statements, and follow Nexxobyte’s disciplinary procedures, or if none existed, apply ACAS guidance on fair disciplinary processes. The CIPD stresses that people professionals must act with courage and integrity when faced with wrongdoing, even when doing so may be uncomfortable (CIPD, 2024). I would therefore raise the issue with senior leadership immediately, ensuring that the investigation was conducted fairly, confidentially and in line with legal requirements.
In both scenarios, my actions would be guided by ethical principles, organisational policies and the need to protect both employees and the business. Addressing such issues promptly helps create a culture of accountability, fairness and trust essential foundations for Nexxobyte’s future growth.


Q5 (AC 2.1)
The manager’s comment that “people work much harder when they are not protected by a load of feel‑good policies and procedures” reflects a narrow and outdated view of motivation and organisational performance. Research consistently shows that when employees feel included, valued and are fairly treated, both individuals and organisations benefit considerably. These principles are central to modern people practice and are strongly supported by CIPD evidence and wider organisational behaviour theory.  
From a human point of view, feeling valued and included is fundamental to psychological wellbeing. The CIPD highlights that inclusive cultures enable individuals to feel a sense of belonging and empowerment, which in turn supports confidence, engagement and personal growth (CIPD, 2024). When employees believe they are treated fairly and have equal access to opportunities, they are far more likely to experience job satisfaction and lower levels of stress. This is particularly relevant at Nexxobyte, where inconsistent management practices have led to complaints and the loss of talented staff. Ensuring fairness and inclusion is incorporated would help rebuild trust and create a healthier working environment.
From a business point of view, the benefits are equally compelling. Research on organisational performance shows that inclusive workplaces experience higher levels of employee engagement, which is strongly linked to productivity, innovation and discretionary effort (Harter et al., 2020). When employees feel respected and valued, they are more willing to contribute ideas, collaborate effectively and go beyond minimum expectations. Fair treatment also reduces conflict, grievances and turnover. These are all issues that have already affected Nexxobyte’s stability and growth. Replacing skilled software engineers is costly and retaining talent through fair and inclusive practices is far more efficient.
Equity and inclusion also support better decision‑making. Diverse teams that feel psychologically safe are more likely to challenge assumptions, identify risks and generate creative solutions (Edmondson, 2019). In a rapidly growing software development company, this kind of innovation is essential for maintaining competitive advantage. Conversely, environments where employees feel undervalued or unfairly treated often experience disengagement, reduced performance and increased absenteeism.
Finally, fairness and inclusion contribute to organisational reputation. The CIPD notes that ethical and inclusive people practices strengthen employer brand and support long‑term sustainability (CIPD, 2024). For a young company like Nexxobyte, building a reputation as a fair and supportive employer will be crucial for attracting high‑quality talent in a competitive market.
In summary, the evidence clearly demonstrates that inclusion, feeling valued and fair treatment are not “feel‑good” extras but essential drivers of human wellbeing and business success. Embedding these principles at Nexxobyte will support both organisational performance and a positive employee experience.




Q6 (AC 2.2)
Designing a fair and inclusive Learning and Development (L&D) policy for Nexxobyte requires a structured, evidence‑based approach that ensures all employees have equitable access to development opportunities. Given the previous inconsistencies in training allocation where some employees received preferential treatment establishing transparent and inclusive processes is essential for rebuilding trust and supporting organisational growth. The CIPD emphasises that effective L&D strategies must be inclusive, accessible and aligned with organisational needs, ensuring that all employees can develop their skills and contribute meaningfully (CIPD, 2024).
The first step in designing the initiative would be to conduct a needs analysis across all teams. This would involve gathering data via surveys, interviews and performance discussions to understand current skill gaps, employee aspirations and organisational priorities. Engaging employees in this process supports inclusivity by ensuring diverse voices are heard and considered. I would also review existing training records to identify patterns of inequity and ensure that the new policy addresses these gaps. The CIPD highlights the importance of evidence‑based practice in designing fair people initiatives, ensuring decisions are grounded in data rather than assumptions (CIPD, 2025).
Next, I would develop clear and transparent criteria for training access, including allowable paid time for development, individual training budgets and eligible learning activities. These criteria would be communicated openly to all staff to ensure understanding and consistency. To further support inclusivity, the policy would offer a range of learning methods, such as online courses, mentoring, peer learning and formal training whilst recognising that individuals have different learning preferences and needs. Ensuring accessibility for employees with disabilities or caring responsibilities would also be a priority, reflecting the CIPD’s emphasis on inclusive workplace practices (CIPD, 2024).
To evaluate whether the initiative is inclusive after three months, I would implement a structured review process. This would include analysing participation data to identify whether all groups are accessing training equitably, reviewing feedback from employees and managers, and assessing whether the policy has reduced complaints or perceptions of unfairness. Surveys and focus groups would provide qualitative insight into employee experiences, helping to identify any unintended barriers. If disparities were identified, for example, if certain teams or demographic groups were under‑represented I would adjust the policy accordingly. Continuous monitoring via KPI’s ensures that the initiative remains fair, relevant and aligned with organisational values.
In summary, designing and evaluating an inclusive L&D policy requires a combination of data‑driven decision‑making, transparent processes and ongoing review. This approach will help Nexxobyte create a fairer, more supportive learning culture that benefits both employees and the organisation.




Q7 (A.C 2.3)
Table 1
[image: ]

In completing this review, I drew on two sources (Appendix 1 and 2): my own reflections from my annual appraisal and detailed feedback from colleagues I have worked with across People Services. This included colleagues involved in key projects such as Ringwood (a major internal reward project), the Contractor Lifecycle project, documentation improvements, and BAU activities. Their feedback was collected through our LMS portal, where 360‑degree reviews are gathered continuously throughout the year. Combining these perspectives enabled me to assess my behaviours against the CIPD Associate‑level standards for Working Inclusively.
The feedback strongly demonstrates that I meet, and in places exceed Associate‑level standards. Colleagues noted that I “get to know people as individuals” and work effectively with a wide range of stakeholders, which aligns with Inclusivity at Associate level. I consistently build purposeful working relationships, collaborating with wider colleagues across functions such as DI, Recruitment, People Connect and project teams directly reflecting the building relationships expectations.
Feedback also shows that I actively seek and listen to diverse views, particularly through my questioning style, structured communication, and ability to simplify complex issues. This is well aligned to Valuing diversity at Associate level. Colleagues also highlighted my willingness to share knowledge, provide clarity, and guide others through complex processes which reflects the standard of readily sharing knowledge and expertise to solve problems.
I also demonstrate Associate‑level Collaborative working, with strong evidence that I help teams achieve shared goals and enable smooth delivery across interconnected workstreams. My calm, organised approach during pressured periods shows that I support others to resolve issues and maintain trust, linking to the Conflict resolution standard. Additionally, colleagues appreciated my supportive and approachable style, which contributes to encouraging others to share concerns or ask for help, aligning to psychological safety at Associate level.
Overall, by combining my reflections with multi‑source colleague feedback, my experience aligns strongly with Associate‑level expectations and contributes positively to an inclusive and collaborative working environment. 



Q8 (AC 3.1)
The role of the people practitioner is evolving rapidly in response to changes in technology, workforce expectations and organisational priorities. Two significant developments shaping the profession today are the increasing shift towards evidence‑based, data‑driven HR practice and the growing emphasis on employee experience (EX) and wellbeing as strategic drivers of organisational performance. Both developments have important implications for my ongoing professional development.
The first major shift is the profession’s move towards evidence‑based practice and the use of people analytics. The CIPD highlights that modern people professionals are expected to draw on data, organisational insights and external research to inform decisions and demonstrate the impact of people initiatives (CIPD, 2025). This reflects a broader trend in HR towards analytical capability, where practitioners must interpret workforce data, identify patterns and use insights to influence strategic decisions. As organisations increasingly rely on data to drive performance, people professionals must be able to translate complex information into meaningful recommendations. For my own development, this means strengthening my analytical skills, deepening my understanding of HR metrics and becoming more confident in using data visualisation and reporting tools. Developing these skills will enable me to contribute more effectively to evidence‑based decision‑making and enhance my credibility when advising senior stakeholders.
The second key development is the growing focus on employee experience and wellbeing as central components of organisational success. The CIPD notes that organisations are increasingly recognising the importance of creating positive, inclusive and supportive working environments that enable people to thrive (CIPD, 2024). This shift reflects changing employee expectations, greater awareness of mental health and the need for organisations to attract and retain talent in competitive labour markets. As a result, people practitioners are expected to design people practices that prioritise fairness, inclusion, wellbeing and meaningful work. For my professional development, this means continuing to build my knowledge of wellbeing frameworks, inclusive design principles and approaches that enhance engagement and psychological safety. It also requires developing stronger skills in stakeholder engagement, communication and change management to ensure that employee‑centred initiatives are effectively implemented.
In summary, the evolution of the people profession towards data‑driven practice and employee‑centred organisational design requires practitioners to develop a broader skillset that combines analytical capability with a deep understanding of human behaviour and workplace culture. Strengthening these areas will enable me to remain effective, credible and aligned with the future direction of the profession.






Q9 (AC 3.2)
Table 2
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Q10 (AC 3.3)
1. Completing a People Analytics or HR Metrics Course
One of my development needs is to build greater confidence and capability in using people data to inform decisions. As the profession increasingly moves towards evidence‑based practice, developing stronger analytical skills will help me interpret workforce trends, evaluate the impact of people initiatives and present insights more effectively to stakeholders. To address this, I will complete a short course in people analytics or HR metrics. This will give me practical skills in understanding dashboards, analysing data and using data storytelling techniques. I have chosen this because it directly supports the future direction of the profession and will enable me to contribute more strategically to organisational discussions.
2. Participating in Assertiveness or Influencing Skills Training
My self‑assessment highlighted that while I support others confidently, I sometimes hesitate to speak up assertively in challenging situations. To strengthen my professional presence and influence, I will undertake assertiveness or influencing skills training. This activity will help me develop techniques for communicating my views clearly, managing difficult conversations and contributing more confidently in meetings. I have chosen this because it will support my ability to influence decisions, represent people insights effectively and model the psychological safety I encourage in others.
These two development activities will help me build both the analytical capability and interpersonal confidence required to meet the evolving expectations of the people profession and support my continued growth over the next six months.




Q11 (AC 3.4)
Figure 1
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Appendices 
Appendix 1 – 360 Feedback Summary
[image: ]


Appendix 2 – Appraisal Reflection
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3. How does this change the
way youll work n the future?
(Suggest 180-220 words)

4. What else have you done -
‘or what will you do - for this
learning experience to have a
wider positive impact (eg, on
others, your organisation, the
profession, society)? (Suggest
1100-150 words)

‘Overall,this experience deepened my capability in process design,
knowledge-sharing and continuous improvement. It also helped me
‘appreciate how documentation supports business acumen by
reducing errors, improving consistency and enabling smoother
service delivery.

‘This experience has changed the way | approach my work by making
me more structured, proactive and intentional about how
information is shared. | now recognise that clear documentation is
ot just an administrative task — it is a strategic tool that supports
efficiency, reduces risk and empowers colleagues to work

independently.

In future, | will continue to use process mapping as a way to
understand problems,identify inefficiencies and design
iprovements. This structured approach helps me think more
critically about how work flows across teams and how processes
‘can be simplified o strengthened.

1will also be more proactive in creating and updating
documentation rather than waiting for issues to arise. This.
forward-thinking mindset will help prevent confusion, reduce
reliance on verbal explanations and support smoother onboarding
for new team members.

‘Additionally, I will place greater emphasis on accessibility. | now
understand the importance of presenting information in different
formats and ensuring that guidance s easy to find, easy to follow.
‘and easy to maintain. This will help me support colleagues more.
effectively and contribute to a more consistent and reliable service.

Overall,this experience has strengthened my confidence in enabling
‘others and reinforced the value of clear, well-designed processes in
delivering high-quality people services.

To ensure this learning has a wider impact, | have shared the
documentation | created with colleagues across People Services and
‘encouraged teams to adopt consistent standards for process
mapping and guidance. | have also supported others by explaining
how to structure workflows and offering help when they need to
document their own processes.

Going forward, | plan to continue reviewing and updating our
knowledge resources 5o they remain accurate and useful. | will also
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promote the importance of clear documentation during team
discussions and project work, helping to embed a culture of clarity
‘and continuous improvement. By sharing what I've learned, | hope:
to improve efficiency, reduce errors and support a more confident

and capable team.
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John Hoddinott Zara has been an integral part of the floating holidays process build and project activation; leading on workshops, solving problems related to the process,
buiding out the process n collaboration with key SMIE, advising me on key players that we need to bring nto the discussion and working very cosely with me on the FAGS buid
for our all colleague and management comms. Personaly speaking, she's been arealy fantastic supporter during s project and has been 2 vocal advocate for the principies
related to DEAI work. Thanks 50 much Zara, you've been amazing!

171272025 1109 - Shard it Maragrs

Hellen Watkins It was ovely getting to work with Zara,she's very knowledgeable about ot o process and is aways looking to try improve things as much as possibl, whilt
thinking of the customer Journey. Even i something s not her ob, Zara always tried to get as much information as possible to make any project go as smoothly as possibie.

171272025 1129 - Shard it Maragrs

Karim Dharamshi | have had the pleasure of working with Zara on the Contractor fecycle project over the second half of 2025, Zara has picked up this process and run with i,
being a self-starer and contacting stakeholders o gather the necessary information to progress the project forward. Zara is exiremely knowledgeable and uses a common-sense.
‘3pproach. I ook forward to working with Zara further in 2026.

171272025 1500 - Shared it Maragrs

Mark Andrews It been really great working with Zara again recently on the Contractor project. Zara's experience and expertie, aong with her atention to detail and abilty to
effectively question and challenge existing processes realy brings a 0t of value o the project team and the work we are doing. Zara i also genuinely 3 reat person to work with -
riendiy, cam, and gets things done when she says she will. Thanks for your support with tis Zara, and ooking forward to brig it to conciusion early next year.

181272025 1513 - Shard it Maragrs

Luc Dobie 've had the pieasure of working with Zara primarily on the Ringwood project, and I'v consistently found her to be proactive and engaged. She's someone who isnt
affad to speak up during discussions, which has been Invaluable n resoiing issues quickly and effectvely. Zara ahways akes hersef avalable when needed, and | apprecite that
she refiably ollows through on what she comits to, On a personal leve, Zara s super frendly and very easy to work with - an often understated bt crtcalaspect of successful
project defivery. Her approachabie nature makes collaboration smooth and enjoyabie. | 00k forward to working with Zara more n the future, especialy as ou teams are closely
aligned.

1911272025 1534 - S it Mg

Susan Watt 've realy enjoyed working with Zara over th last 12 months. Whist majority ofineractions were on Ringwood we stil have some cross over on other project, s
'900d to work with her and have a view of the end to end processes. She'snelped me understand the wider picture regarding impact form any changes to HR and why its
important to not work in sios. Zara has speciicaly been helping regarding contractors and their onboarding, she provides  balanced view of Tech Vs People and understand both
Sides of the discussion around change. | look forward to working with her futher in 2026, Thark you

191272025 1649 - Shard it Maragrs

Jane Wood Zara s efficent, pro-active, detail focused (whist understanding the bigger picture), organised and knowiedgeabie. | valued Zaras input hugely on Ringwood. | vas
able o outiine 2 concept of what | wanted to achieve and she ran with it and delivered a very polished outcome every ime. Zara s iso very pleasant to work with offering
honest, constructive and solutions orientated input at meetings. has been a great pleasure working with Zara during our time on the Ringwood programme. | know Zara s
undertaking a CIPD qualification and tis will only srve to widen hr already strong grounding of HR policis and procedures.

0122025 1045 - Sared win: Managers

Clare Bowen | had the pieasure of working with Zara on Project Ringuood. | really enjoyed gettng to know Zara, her knowedge, skt and expertiseis admirable learning a ot
from herthat | can use myselfinthe future. Zara was aiways happy to help as much as possibl even with a heavy workload and at short notice Tharik you for allyour help and
support!

OB0Y2025 1313 - Srred i Managers

Rhys Mead Always positve with very thorough note taking, | handed off severalprocesses to DI and Zara was Instrumental in completing that. Asked questions when didnt
understand fully o ensure things were done correctly and pro-active in pushing things forwards. Al the sklis and practices you'd want from a BA in Data Integrty.

2022025 1610 - Srred i Mansgers
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Admiral Uf

Please provide your comments below. You will need o provide comments in response 1o all questons marked with a* i order
0 submitthe form.

What would you score your performance of this past year?

Reviewer Rating
Zara Westiake (Sef) 4~ Exceeds Expectations.
Miko Haworth (Manager) 3- Consistently Good

What are your highlights?

Zara Westlake (Sef)

 Establishing myself 5 a go-to SME for process mapping. producing detailed flows that have shaped several new or
refined processes across DI, Recruitment, and People Connect

© Leading communications and guidance for BAU Data Vaiidation, incuding resolving RLO access issues, identitying
missing posts, supporting People Manager training gaps, and providing clear progress updates to People Partners.

© Supporting the Organisation Structure Review by refining naming conventions, communicating rationale and changes.
to working groups, and managing change-freeze comms.

© Delivring the Bk Holiday Test with strong uptake, providing managers with a step-by-step guide and reporting.

 Working through and communicating last minute remediation work for Buy & Sell.ensuring stakeholders had clarty
despite tight deadiines and evolving requirements.

 Developing business cases such as the accident-reporting transfer and the DLX upgrade, supporting wider functional
efficiency projects.

 Mapping and signing off the Job Catalogue maintenance process, and delivering recruitment.inked improvements
such as Front Sheet updates, manager guidance, and intranet content.

 Hosting requirements workshops for PeopleFluent Phase 2. collaborating on iTrent data needs, and supporting
multiple remediation log tems across ServiceNow and Microsoft Forms.

© Contributing extensively to Ringwood go-live actvities under pressure, providing stability, organisation, and clear
documentation throughout.

@ Completing significant refinement work post-Ringwood, incuding the Change of Role Non-EUl form, Front Sheet
refinements for Recruitment and People Connect, Salary Change Reasons logic, and supporting process
improvements across People Connect.

© Progressing contractor-related work,including adding job titles for contractors 1o speed onboarding and reduce
costs, ensuring a smoother, faster experience for the business.

 Beginning mentoring with a Cardif-based school student — a rewarding experience that contrbutes o the wider
People purpose.

© Receiving nominations for the People Services Awards,recogrising the contrbution I've made

2025 Anual Appraisa - Admiral UK
Zara Westake Page|sals
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@ Achieving 47/50 on my first CIPD assigament and continuing 10 enjoy the learming experience.
 Joining the JML project to help improve the empioyee journey and contribute to longer-term structural improvements
n People Services.

Miko Haworth (Manager) - The st above demonsiraies Zara's hard work acrossth year, both drecty witin DI, the wider
peopie functon and her own personal development

twas fanastiothat Zara receved nominatons or e People wid awards, s dveloping hersef with CIPD 47150 mentoring
students, and deivering key pieces of work for Ringwood.

What are you finding challenging?

Zara Westiake (Sef)

 Managing competing priorities and tight deadiines, especially during high-pressure periods approaching go-live or
where last-minute changes were required.

@ Being responsible for documentation while not ahways being involved early n decision-making conversations, which
can create rework or compressed timeframes

 Navigating unclear or evolving scopes of work — particularly in areas such as the contractor project — where
expectations weren't ahuays communicated at the outset.

 Balancing DI responsibiiies with cross-team support (eg. People Connect KPis, Case Management) and ensuring |
protect time to deliver core project work.

 Sometimes finding it diffict o know whether ' meeting expectations when they aren't ahuays communicated clearly
or written down.

Mike Haworth (Manager) : Zara oined DI during the largest project o affect People in a very long time, and her fole was o
‘Support with the documentation and analyss. The large scale nature of the project ead o constanily evolving requirements
‘and changing deadiines. Therefore | can understand Zara fining this challenging, however, | would say Zara handied these
challenges very professionally.

Ialso agree thatt s hard to mest expectations where there isn' something to quaniiy progress againss, and this willchange
going nto 2026 as Zara and I wil work together to make sure we are both clear about the direcion and expeciations of the.
role.

What areas are you focussing on next?

Zara Westlake (Sef)

 Continuing to support the Contractor Project, as well as the outstanding Salary Change Reasons work and supporting
process maps

o Monitoring and refining new processes introduced during Ringwood go-ive and identifying further improvements or
efficiency opportunities

© Supporting upcoming intatives such as Buy & Sell, Statutory Leave, Floating Holiday rollout, and People Manager
taining.

© Building a centralised, accessible database of process guides for People Business Services to support consistency and
knowledge:sharing.

© Contributing to the JML project and supporting improvements to the endto-end employee journey.

12025 Annual Appraisa - Admical UK
Zara Westiake. Pagel6ols





image11.png
© Applying learing from CIPD Level 5 directy into my work and longer-term development.

Miko Haworth (Manager)  In addion o above, Zara's sscondment was due t0 end in December 2025 but has been
extended unti March 2025 | believe it i key for both Zara and the team 1o understand the longer ferm status of her role, and
therefore i the role is made permanent what are the key actities/deliverables/expectations of the role.

How are you doing in terms of health and wellbeing?

Zara Wostiako (Self) - 'm doing well. 1 ee! happy, rusted. and engaged in my role.
I consciously making sure | don't take on oo much or over-commi, especially on projects with shfing scope like the.
contractor work.

Now hat Ringwood gorive is behind us, things feel more balanced, giing me more space for strategic and

development focused work

Miko Haworth (Manager) : Zara comes o work with a positve atitude every day. Her personalife has had some.
‘fuctuatons throughout 2025 but you would never know tis from the qualfy of her work.
Zara does experience some siress with her ol (s does everyone) and | beieve by implementing things i the nex! section

we can help alleviate some of them.

What can | do to support you?

Wostiake (Sefr)

 Continued claity around timelines, expectations, and priorites — particularly 2s DI evolves into its BAU structure.

© Witten instructions or clearer documentation where possible, as it helps me ensure accuracy and confidence in what's
required.

@ Providing opportunities to utiise my skills more broadly, especially when the team is stretched.

© Sometimes | dont have a timely response to some of my questions which can create blockers but we have setup a

meeting to combat this.

Miko Haworth (Manager ) - As the team changes from reactionary project work fo more established BAU it wll become
possible o provide clearer expectations around the work incucing imelines, pririies as well 2 clearly stated nstructons.

Aiso providing clear consistent ime where | am avaiable for Zara's queries, 50 | can provide a timely response andlor
guidance to allow Zara o talk trough her thought process.

1als0 believe we need more ime exploring the other piars, such as fun, and having downtime as a team whether that s non
‘work chats, impact days, away days, etc

Any final comments?

Zara Westiake Sef):Ivereal enjoyed he varity an challengeof 5 year, and m proud ofwhat e boen abl o
contibute. T gratefl for the support, st and opporturies Fve had. and I'm excied o continue bulding on tisfoundation
and supporing mprovements across Peopie Services.

Miko Haworth (Manager ) : Zara has been a fantastc addiion to Data Itegr and the wider Peaple Senvices. Sha brings
Knowledge, experience and a posive atide wi her fo work dady.
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Ibelieve one of the key aspects for Zara to ake the next sieplleap forward is o believe in her knowledge and experience.
There are often times where Zara wans to make a contibuton to 3 wider meeting but ofien siops hersell. | baieve that these:
‘would be pertinent and Zara needs o work on the confidence to raise concemsiissuesiideas, whether thisis vocally during

the call, within the chat function or directly afterwards in a smallr sefting.
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[CIPD Associate-Level

Evidence from others’ feedback

idence from my own reflections

Inclusivity

[Getto know people as
individuals soyou can

[Colleagues describe me as supportive,
lapproachable, easy to work with, and

Ihighlighted my cross team working
land building strong relationships

lwork together more  |someone who builds positive rapport |across Data, Recruitment, People
|effectively |quickly. |Operationd and Partnering.
[Actively seek and listen _|Feedback highlights your constru Ihave noted how | gather inform:

o diverse views and
lop

|questioning, ability to challenge
processes respectfully, and your ski
|clarifying different viewpoints.

from various sources, running
lworkshops, and engaging
|stakeholders to shape processes.

Building relationships

Build purposeful working]
relationships with and
[collaborate with wider
|colleagues

[Colleagues comment how well |
lcollaborate across teams and can
bring people together and make
[teamwork smooth.

Ihave highlighted how | have
[collaborated across projects such as
Ringwood, Contractor Lifecycle, and
BAU improvements.

Collaborative working

Work effectively as part
lof a team to achieve

[Others have commented on my reliable
| delivery, consistency, shared goals,

Ihave identifed delivering under
pressure, supporting Data Integrity and

projectand wider team |and how my ability to organise keeps |People Connect (Operations), and

goals projects moving. lcontributing to multiple shared

Readily shareyour |Colleagues say i help them understand || have commented that | create guidss,

) knowledge and expertise [processes, produce clear ldocumentation, process maps, and

Sharing knowledge lwith others to solve. |documentation, and supportthemto  |building a central knowledge base.

problems progress work.

[Supportothers to resolve || am described s calm, organised and || noted managing competing priorities
e conflictand build trust |stabilising during chaotic or pressured [and giving clarity during ambiguous

before issues escalate

periods, helping maintain trustand
ffocus.

Isituations.

Psychological safety

Encourage others to
recognise when they
need help, admit
mistakes, and share
|concerns and ideas

Feedback shows people feel
|comfortable asking me questions and
|seeking guidance | create an
lenvironment where others can raise

issues.

Inoted that | need more confidence to
|speak up yourself but also explained |
lyou support others through clear
|communication.
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[Strengths [Weaknesses Development Areas
[strong ability to build rapport; |1 can sometimes hesitate to speak | Develop greater confidence in
[colleagues describe me as up assertively in challenging  |voicing my own views and

|approachable, supportive and

|discussions, even when | have

influencing more senior

leasy to work with. | create valuable insight. |stakeholders.

psychological safety and

|encourage others to ask

| actively seek diverse viewpoints, |Occasionally rely too heavi [strengthen my ability to balance
Valuing Diversity |58 SONSHTUCHve questioning andtructured processes, which can | diverse inputwith timely

lgather insights from multiple  |slow decision-making when quick

|stakeholders. liudgementis needed.

Building Relationships|

[strong cross-team collaboration
(e.g., Ringwood, Contractor
Lifecycle, BAU). Able to bring
people together and maintain
positive working relationships.

I can take on too much
responsibility to maintain
harmony, which risks
|over-stretching myself.

Improve boundary-setting and
|delegation to maintain
|sustainable working pra

Collaborative Working|

Reliable delivery, organised, and
|able to keep projects moving.
Known for supporting shared
|goals and enabling smooth

[Attimes, T focus more on delivery
[than on stepping back to evaluate
|strategic impact.

Develop a more strategic lens to
|complement my operational

Istrengths.

I create clear documentation,
lguides and process maps,

I sometimes spend too long
perfecting documentation, which

Build confidence in sharing “work
in progress” to speed up

Sharing Knowled,
‘aring Knowledge |, - ping others understand lcan delay sharing early drafts.  |collaboration.
systems and work more
| remain calm and stabilising || sometimes avoid raising my own Strengthen assertiveness so | can
Connflict Resolution |during pressured periods, helping [concerns to prevent conflict,  |address issues directly and model
others resolve issues and \which can limit openness. lconstructive conlict resolution.
[ create an environmentwhere [l am less confident applying the _[Build confidence i self-advocacy
Peychological afety |COlE2EUES feslcomortable  [same el of openness to my wn and spesking up.so | macel.

|asking questions, seeking

psychological safety consistently.

Future HR Capability

[strong peoptecentred approach
|and inclusive mindset align well
\with the profession’s shift towards

|employee experience.

|Limited confidence with advanced
|people analytics and data-driven
| decision-making.

|Develop analytical capability, HR
Imetrics knowledge and
\data-storytelling skills.
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Date:

Profession Map Area:

Type of Leaming Experience:

Supporting material:

Ifyou have a web page you'd
like to reference, add the URL.

below (to open the link right
click and choose openina new

=

1. Whatis the learning
experience you're reflecting
on? eg, researching 3 topic.
work you've recently done, an
event you attended, a podcast
You've listened to)

2. What did you lean from this
experience? (suggest 180-220
words)

L A ———

Contractor Lifecycle Project
08/02/2026

Business acumen

Reflection from a course activity
N/A

1am reflecting on my involvement in the Contractor Lifecycle
project, where | played a key role in coordinating work across
People Services, Data Integrity, Recruitment and other stakeholders.
‘This was a complex, muli-team
mapping, identifying gaps, claifying responsibilities and supporting
colleagues through periods of ambiguity. Although informal, the
project became a significant development experience because it
pushed me to work more strategically, influence others and manage
‘competing priorities in a fast-moving environment.

‘This experience taught me how to operate more confidently and
effectively in complex, cross-functional environments. | learned how
to coordinate stakeholders with different priorities and

tion styles, and how to use structured questioning to
uncover issues that were not immediately visible. | also developed a
stronger ability to simplify complex information and present
‘way that different audiences could understand and act on.

Akey learning point was recognising the importance of maintaining
‘calmness and clarity during periods of uncertainty. | found that by
staying composed and organised, | could help others feel more.
‘grounded and supported. This strengthened my understanding of
how emotional intelligence contributes to effective project delivery.

Ialso leamed how to challenge processes respectfully. Previously,
tended to accept existing ways of working, but this project required
me to question assumptions, highlight risks and propose
improvements. This helped me build confidence in my professional
judgement and strengthened my ability to influence decisions.

Overall, the experience deepened my understanding of business
‘acumen, stakeholder management and collaborative
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3. How does this change the
way youll work n the future?
(Suggest 180-220 words)

4. What else have you done -
‘or what will you do - for this
learning experience to have a
wider positve impact (eg, on
others, your organisation, the
profession, society)? (Suggest
1100-150 words)

problem-solving.

‘This experience has changed the way | approach my work by making
me more confident, proactive and strategic. | now feel more.
comfortable stepping into complex situations and guiding others
through uncertainty. | am more willing to ask challenging questions,
raise concerns early and propose alternative solutions when |
believe they will improve outcomes.

1also recognise the value of taking a structured approach to
problem-solving. I future projects, | will continue to use process
mapping, stakeholder analysis and clear documentation to create
shared understanding and reduce confusion. This will help me.
support teams more effectively and ensure that decisions are based
on accurate information.

Another change is my increased focus on communication. | now
‘appreciate how important it s to tailor messages to different
‘audiences and to check understanding rather than assume it. This
‘will help me collaborate more effectively across functions and build
stronger working relationships.

Finally, the experience has encouraged me to take a more active
role in shaping improvements rather than waiting for direction. | feel
more confident contributing ideas, influencing discussions and
helping teams move forward. This shift will support my ongoing
development a5 a people professional and enable me to add greater
value to the organisation.

To ensure this leaming has a wider impact, | have shared key
insights from the project with colleagues through documentation,
process guides and informal knowledge-sharing conversations. |
have also contributed to improving our internal processes by
highlighting gaps and recommending clearer workflows, which has.
helped other teams work more efficiently.

Going forward, | plan to support colleagues who are involved in
similar cross-team projects by offering guidance on stakeholder
management, process mapping and communication approaches. |
‘will also continue to refine and update the documentation created
during the project so it remains a useful resource for the wider
‘organisation. By sharing what I've learned, | hope to strengthen
collaboration, consistency and confidence across People Services.
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on? eg, researching 3 topic.
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2. What did you lean from this
experience? (suggest 180-220
words)

(RSP —————

Process Documentation and Knowledge Resources
24/03/2026

Business acumen

Reflection from a course activity

N/A

on the work | undertook to develop and improve
process documentation and knowledge resources across People
Services. This included creating workflows, guides, knowledge-base
articles and process maps for BAU activiies, the Ringwood project
‘and onboarding improvements. To support this, | completed
self-directed learning on documentation standards and process
mapping techniques, then applied this learning directly to my
day-to-day work. Although this was a blend of formal and informal
learning, it became a significant development experience because it
required me to think critically about how information is structured,
how processes flow and how colleagues access and use guidance.

‘This experience taught me how essential clear, well-structured
‘documentation s for team efficiency, consistency and confidence. |
learned how to break down complex processes into logical steps
‘and present them in a way that is easy for others to follow. Through
trial and refinement, | developed a stronger understanding of how
to balance detail with clarity — ensuring that documentation is
thorough enough to be useful, but not overwhelming.

Ialso learned how to identify inefficiencies and gaps in existing
processes. By mapping workflows visually, | could see where steps
‘were duplicated, unclear or missing entirely. This helped me develop
‘2 more analytical mindset and strengthened my ability to spot
‘opportunities for improvement.

Another key learning point was understanding how different people
‘absorb information. Some colleagues prefer visual diagrams, while
‘others rely on written guidance. This helped me tailor
documentation to different learning styles and make resources
more accessible.




