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Activity 1
1.1 What is a HR Professional?
Woodhams & Taylor (2016) cite that a professional has the following characteristics:
· “Is based on a body of knowledge which can be taught and learnt.
· It’s practitioners posses appropriate expertise to which they apply their knowledge and judgement
· It is underpinned by a code of conduct or ethics”
Individuals working in the HR field, strive towards becoming members of the CIPD, to which they must follow the CIPD codes of practice and update their knowledge and skills by continuing with their professional development. However, it is also said that being a ‘professional’, is how an individual approaches their work and builds working relationships. A high level of quality goes into their work (Ibid). 
In my role as HR and Training Advisor for Skelton Thomas Engineering, I see it as being a behaviour and a status. It’s acquiring knowledge and experience from gaining qualifications in the HR field such as my CIPD level 5 - ‘status’. My behaviour comes from attributes such as credibility and integrity which are vital components for my role.  
A report produced by CIPD (2017), states there are six core elements of professionalism as seen in Figure 1 below. It brings together ‘behaviour’ and ‘status’ elements. One of the core elements is CPD – Continuous Professional Development which is a key factor for increasing your knowledge once you become a CIPD Member.
[image: ]Figure 1: Screenshot showing the 6 core elements to professionalism (CIPD, 2017a)


1.2 CIPD Professional map
Continuous professional development (CPD), is enhancing and improving ones knowledge, skills and competencies for an individual’s professional role. (Woodhams & Taylor, 2016). With the world constantly changing, and new law and regulations coming into force, with CPD, individuals have a chance to stay up to date and increase the confidence in the knowledge they provide (Beale, 2012).
Human Resources professionals need to demonstrate a level of knowledge, skills and behaviours to meet the required standard of the professional membership for CIPD (CIPD, 2015). The CIPD produced the CPD map in 2009 (Woodhams & Taylor, 2016) to break down all the components needed for this requirement. 
The CIPD professional map (figure 2) is broken down into three main sections. These are the 10 professional areas, 8 behaviours and 4 bands of professional competence.  The professional areas consist of 2 core areas which are ‘Insights, Strategy and Solutions’ (how do I, in my role as HR advisor, contribute to a sustainable organisational performance) and ‘Leading HR’ (How do I lead myself and others to contribute to a sustainable organisational performance). These two professional areas are the core of the profession and relevant to all HR professionals regardless of where they are in their career and role (Woodhams & Taylor, 2016).
For each of the 10 professional areas, the map explains the activities needed and what you need to know, split into the 4 bands. The behaviours are what is required by each individual to carry out the activities of the professional areas. These are also broken down into the 4 bands. For each of the behaviours, the map lists contra indicators which illustrate negative behaviour. The 4 bands reflect how you progress through your HR career (Woodhams & Taylor, 2016). Band 1 = beginning, band 4 = senior management. 
[image: ]

Figure 2. Screenshot taken from CIPD Professional Map showing all of the areas (CIPD, 2015)







1.2.1 My CPD Professional Map
A main part of my role in Skelton Thomas Engineering Ltd, is completing training matrixes and identifying training needs for all departments. Therefore, alongside the two main professional areas, I have decided to complete an assessment in Learning and Development using the CIPD Professional Map as well as three behaviours. These are – Skilled influencer, Courage to challenge and Role model (shown in Figure 3).


[image: ]Figure 3. Screenshot from My CPD Professional Map showing the 3 professional areas and the 3 behaviours being assessed (CIPD, 2017b)






Whilst taking the self-assessment, a variety of questions were asked where you have four levels of answers to choose from ranging from ‘Emerging to Exceeding’.  Once this has been completed, a heat map is then produced (figure 4). For each of the areas, a summary of where you are at within that area, what band level you’re currently working in, along with your strengths and gaps are produced. This help advices for future training needs as well as planning your progression from junior to senior roles (Woodhams & Taylor, 2016). 
[image: ]

Figure 4. Screenshot of My CPD Map highlighting the areas of completed assessments and a section of the summary. 




Table 1 showing an example of my strengths and gaps from my CPD map
	Professional Area
	Strengths
	Gaps

	Learning and Development
	· Maintaining accurate records
· Supporting the design of learning programmes
· Altering Individuals of development opportunities
	· Investigating and researching different option for learning interventions
· How to undertake training needs analysis
· Adult learning theories.



Activity 2
2.1 Group Dynamics
Group dynamics can be described as the behaviours and roles individuals take on when working in a group (Mind Tools, 2017). As a HR advisor, and anyone working within the HR field, we need to be aware of influences that can affect a groups dynamic such as leadership, communication channels, member power and thoughts and feelings of individuals (Study, 2015).
A group whose members trust one another, work towards the goals and share accountability on performance, are said to have a positive dynamic. A group with a negative dynamic is caused when individual’s behaviours cause a disruption to work. This group do not work well together and unable to reach to, or work to goals effectivity (Mind Tools, 2017).

2.1.1 Bruce Tuckman’s Model
In 1965, Dr Bruce Tuckman developed the (figure 5 below), Team Development Model. His model identified four stages of development - forming, storming, norming and performing (Chapman, 2013). 

                                      [image: https://inspirationalcornerca.files.wordpress.com/2013/05/tuckman-model.jpg]
Figure 5. Dr Bruce Tuckman’s Team Development Model (Leung, 2013)

The model shows how a team develops and changes over time (Nestor, 2013). In 1970, he added a fifth stage to the model – Adjourning. Below is a table summarising the features of each stages of the model showing how the behaviours and dynamics of the group changes.




Table 2. Features of each stages of Tuckman’s Team Development Model (Buisness Balls, 2016)
	Norming
· Clear roles and responsibilities.
· Team starts working together – trust developed.
· Consensus with decision making.
· Working and social friendship forming.
· Respect for the leader.
	Storming
· Individuals establish themselves within the group.
· Conflicts likely to occur.
· Disagreement over priorities.
· Purpose increases in clarity but distraction from goals can take place.
· Leader still needs to coach the team.


	
Performing
· Strategically aware of aims and objectives.
· Little direction needed from leader.
· Focused on achieving the goal.
· Disagreements solved effectively within the team.
	
Forming
· Look to leader for direction and guidance.
· Unclear aims and objectives set. 
· Unclear roles and responsibility.
· Individuals testing ground rules.
· Team getting to know each other




Adjourning
· Break-up of group once completion of task.
· Recognition of group’s achievement





This model comes into use when HR professionals oversee or are aware newly formed teams. According to the model, conflicts are likely to occur in the Storming stage. Here, HR professionals can be ready to step in and defuse the conflicts that may evolve between the individuals.

2.2 Conflict Resolution
A conflict is when there is a difference of opinions or ideas and goals between a number of individuals (DLSWEB, 2012).  HR professionals need to be aware of when conflicts arise and act according to resolve the conflicts. These conflicts can be between managers, supervisors, employees or between the different groups such as supervisor and labour employee (Doyle, 2017). When conflicts occur it can reduce moral of the group, create an awkward working conditions and in turn reduce productivity (Ibid).
For the last 40 years, the leader in conflict resolution assessment has been the Thomas-Kilmann Conflict Mode Instrument (Thomas & Kilmann, 2017). This assessment allows individuals to explore their approach to conflict and how they could handle conflict in an alternative way. (OPP, 2016). In Figure 6 below, it shows individual’s behaviour along two dimensions – Assertiveness and Co-operativeness. These define five responses to a conflict situation: Competing, Collaborating, Compromising, Avoiding and Accommodating.

[image: ]
Figure 6. Thomas-Kilmann Conflict Mode Instrument (Thomas & Kilmann, 2017)




2.2.1 HR Example of Conflict Resolution
Part of my role is to carry out investigations. On this occasion, 9 investigations were to be conducted. Due to the large, time-consuming workload of management, the outsourced Personnel was brought in to help out. Two of the employees were not happy with this option as previous encounters with the consultant during disciplinaries have led to warnings. Emails from management concerning their views, and my response is attached in the appendix (Appendix 1). To solve this conflict, I used my active listening skills and unilateral decision making skills. Examples are given below in section 2.2.2 and 2.2.3. These skills were effect in this scenario as the conflict was resolved, the employees gained an understanding of the process involved and I gained their respect therefore making myself approachable for any further issues or meetings. 

2.2.2 Active Listening
Active listening is a form of communication. This technique is used to help resolve conflicts more effectively (Annonynous, 2016).  It allows the individual to help express themselves clearly and reduces tension they may be feeling. In turn they become less defensive (Ibid).
There are many techniques used for active listening. These can be verbal and non-verbal as shown below in table 3 (Anonymous, 2014). 
Table 3. Showing Verbal and Non-verbal Signs of Active Listening
	Non-Verbal
	Verbal

	Smile
	Remembering

	Eye Contact
	Questioning

	Posture
	Reflection

	Mirroring
	Clarification

	Distraction
	Summarisation



If active listening is used correctly, your ability as a HR professional to negotiate, persuade and influence others will improve (Mind Tool Team, 2016). A good working relationship can be developed from active listening by showing you have a level of respect for the individual (Ibid). This is crucial for HR professionals as you need to be approachable for all matters and concerns. 
My active listening skills came into effect during the beginning of the investigation in the scenario mentioned in 2.2.1. Here, before the investigation begun; I gave the employees a chance to express their feeling and concerns that they raised to their managers. One employee was showing signs of frustration and anger. Here I made eye contact, nodded my head and made sure by body language was open and inviting e.g. not sitting with my arms folded. I asked questions to clarify certain issues, repeated what he said to show I had an understanding and answered all concerns appropriately and precisely. The employee become relaxed and with an understanding of my reasoning’s, opened up during the investigation, providing helpful information.  
 
2.2.3 Unilateral Decision
Unilateral Decision in resolving conflict is when a party takes the lead authority, taking control of the situation until the other parties yields (Smith, 2015). The advantage of this type of conflict resolution is that is shows strength and authority from the party instigating the decision and often conflict is resolved quickly (Jensen, 2017). However, the dis-advantage of this type of resolution is that relationships within the team can become damaged and productivity can then decrease (Smith, 2015). 
In my example in section 2.2.1, my unilateral decision skills came into play when management challenged my decision to bring an outsourced personnel consultant in for investigation (Appendix 1). Here, I explain the reasons why I had brought him in on this occasion and stated he would be attending. I did not provide an alternative solution or try to reason / negotiate alternative solutions. In this instance, they were content with my reasons and stood by my decision. The conflict between management and myself was resolved. 














Activity 3
3.1 Project Management
Project Management Institute (2016) defines project management as "the application of knowledge, skills, tools and techniques to a broad range of activities in order to meet the requirements of a particular project." HR professionals will use and challenge their project management skills throughout their working career. Types of projects in the HR environment include setting up and implementing new policies to developing new employee handbooks. Projects can vary in size and duration (Woodhams & Taylor, 2016) but they all follow the same steps as shown below in figure 7. 
Table 4. Summarising the 5 steps of Project Management (Woodhams & Taylor, 2016)
	Steps
	Meaning of each stage

	1. Initiation
	Developing broad ideas and making a business case

	2. Planning 
	Expands on the ideas. Defines task and responsibilities, budget and resources. 

	3. Execution
	Putting the plan into action.

	4. Monitor and Control
	Monitoring actions and performance. Identifying and rectifying any issues. 

	5. Completion
	Final communications to stakeholders. Evaluating project against agreed outcome and own performance.  



Following the above stages is critical for oversee a successful project. However, HR professionals need a variety of tools and techniques to make sure the stages pass smoothly and effectively (Woodhams & Taylor, 2016). As mentioned in Activity 2, conflicts are a major implication to project management therefore HR professionals need to be aware of linking the above steps with Tuckman’s Team Development Model. 

3.1.1 Example of Project Management
I was recently reasonable for managing a project to collect all employees’ competencies records for one of our clients, Tata Steel. Over recent years, training and competencies records have been sub-lined and left to the responsibility of division managers. When I took on my HR role, one of the long term task was to create and centralise training records. Due to demanding workload, I had only managed to complete 2 divisions of the organisation. Tata steel proposed a deadline of 3 weeks for completion on this project. Here, I formed a small team consisting of managers. We formed a goal – to produce completed training matrix and electronic folders (Initiation stage). For the planning stage, I set tasks to each team member with set deadlines discussing what resources were needed. Here we arranged a spreadsheet (Appendix 2) with set task, completion % and deadlines so we would be able to monitor progression of each task. During the execution stage, training and competency records were collect. I arranged for two weekly meetings over the 3 week period, to monitor the tasks and to evaluate if additional resources were required e.g extra help, overtime. This was part of the monitor and control stage. Once all training matrix were complete (Appendix 3) and electronic copies saved, we were able to provide Tata Steel with the required information, meeting the deadline – the completion stage. 

3.1.2 Negotiating Technique
One of the techniques used in the above example was my negotiating technique. Negotiating is a skill used to settle differences (Skills you Need, 2016). A compromise or agreement is unusually reached by both parties who feel they have a satisfactory outcome (Woodhams & Taylor, 2016).  For negotiating to be affective, a process should be followed (table 5).
	Stage
	Occurrence in each Stage

	Preparation
	Organising location and time – can avoid further conflict and upset

	Discussion
	Put forward each parties case

	Clarification of Goals
	Both parties able to agree and understand each other goals 

	Negotiate
	Come to a ‘win-win’ outcome

	Agreement
	Consideration of viewpoints from both parties

	Implement action to be taken
	Carry through with the decision.


Table 5, showing the stages of effective negotiating (Skills you Need, 2016)
Here I was to negotiate with management to allow for personnel training files to be taken off site and back to the head office. Originally, management refused this request but after reaching an agreement, I was allowed the files for a period of one week.

3.1.3 Gantt Chart
On reflection, the use of a Gantt Chart would have been easier to view and monitor and make any alterations than a spreadsheet. The use of the spreadsheet did not allow to highlight the start or end of tasks, therefore did not make it easy to see when deadline on tasks clashed. The Gantt Chart allows this but also allows to see where issues in the plan might occur e.g. if a task is delayed it could have an effect on the deadline of corresponding tasks (Woodhams & Taylor, 2016).
[image: https://d33wubrfki0l68.cloudfront.net/85975663ee3d10baa062c8406db6c5f10627a601/0a978/images/chart-title.png]
Figure 7. Example of a Gantt Chart (Team Gantt, 2017)








3.2 Problem Solving
During projects, problems and issues can evolve. A good project manager will be able to recognise problems and deliver solutions before it escalates and interrupts the project itself.  Problems can be in the form of conflicts, lack of resources and goal post changing.
Robert Kilmann developed a problem management cycle. Here he suggest that there are 5 stages to effectively resolving a problem.
[image: https://media.licdn.com/mpr/mpr/AAEAAQAAAAAAAAfmAAAAJDkyODJhN2M3LWVjZTAtNGZlMC04M2FkLWU1ZjM0YTMzMzY2Zg.png]
Figure 8. Robert Kilmann problem management cycle (Kilman, 2016)





Having techniques to resolve problems are important to make sure the cycle runs smoothly. Failing to define the problem and implement the correct solution, can nullify the work already completed on fixing the problem (Kilman, 2016). 

3.2.1 Brainstorming Technique
Braining storming is a technique used for a group of people to put ideas across spontaneously to solve a problem (Anon, 2011).
This technique was used during my project to solve issues such as lack of competency records available / collected from employees e.g. NVQ certificate being lost. Ideas were ‘shouted out’ and put down on a flip chart and then discussed individually. The result meant individuals would have to complete a trade test which the company would have to produce and issue.
Table 6 to show the advantage and disadvantage of brainstorming
	Advantage
	Disadvantage

	Quick
	Quiet individuals hold back ideas

	Variety of ideas
	Become loud

	Involve the whole team – feeling of inclusion 
	Go off on tangents – run on

	Build on ideas
	Raising expectation of ideas

	No rejection
	






3.2.2. Pros and Cons List
The director of Skelton Thomas favourites Pros and Cons List. During the same problem as used in brainstorming, the director become involved. Once we had got our ideas down to the three solutions, we made Pros and Cons List for each. The advantage of this was you could visually see the pros and cons for each solution, however the main disadvantage was viewpoints could be biased towards a particular solution.

3.3 Influencing and Persuading 
These skills along with negotiating (3.1.2) can become useful in the HR field. The skills can be learnt and enhanced and be beneficial when solving problems and resolving conflicts. 
Persuading is the ability to convince other to change their actions or beliefs (Anon, 2014). To persuade my director to agree to trade test as in the above example, I listened to his side of reasons then argued my case with the use of positive language and without hesitant language. This meant my views came across believable and I looked to be assertive (Ibid).
As a HR professional, influencing others when changes are to be made is an important skill to have (Woodhams & Taylor, 2016).  Influencing skills encompasses both persuading and negotiating skills. As cited in Woodhams & Taylor (2016) the following attributes are need :
· “friendliness
· Enpowerment
· Vision
· The ability to build alliances
· Expertise and knowledge
· Bargaining skill”
Following on from the project example above, we identified that a new procedure for collecting training and competency records, especially for new employees, was required. Here, all new starters will attend head office prior to commencing work on site. Site managers were unhappy about this arrangement as they want employees on site from the minute they are taken on.  I was able to influence all managers to agreeing and approving with the policy by stating the benefits and legal implications, without further conflict or burning working relationships.








Activity 4
4.1 Honey and Mumford Learning Styles
In 1986, Peter Honey and Alan Mumford created their questionnaire on learning styles based upon Kolb’s learning style model (Anon, 2017). Kolb’s model suggests that learning occurs in a cycle (Anon, 2016). Honey and Mumford developed on this to show that each individual learns in a different way (Anon, 2017). They produced four different learning styles -   Activists, Theorists, Pragmatist and Reflector. 
Table 7 showing the attributes to each learning style
	Learning Style
	Attributes

	Activist
	Learn by doing

	Theorist
	Understand the theory behind the action

	Pragmatists
	Need to see how to put the learning into practice in the present world

	Reflector
	Learn by observing and reflecting



Knowing your preferred learning style can help individuals maximise their own learning experience, therefore gain greater knowledge and awareness (Anon, 2017). In my current HR role, knowing about the different learning style can improve the way in which training is organised and delivered. Knowing preferred learning styles of others can mean greater participation and outcome from the sessions provided. 
Knowing the learning style best suited for my learning needs is also vital for achieving the best results during my CIPD level 5 course and further development needs. Therefore, I undertook the Honey and Mumford Learning Style Questionnaire (Appendix 4). The results showed that I have a strong preference as a Reflector, Theorist and Pragmatist and a Moderate preference as an Activist, therefore showing that I am able to learn effectively across all styles. This I can relate to as I have notice my learning style depends on the type of activity given to and basic knowledge of that activity.
Table 8 showing advantages and disadvantages of methods of learning.
	Method of Learning
	Advantage
	Disadvantage

	Seminars
	· Wealth of knowledge
· Networking
· Gain inspiration
· More energetic than reading
	· Costs
· Incorrect knowledge shared
· Timely
· Not specific to your needs

	Web – based
	· Work at own pace
· Vast access to material and information
· Flexibility – location, time
· Cheap
	· Material too complex
· Lack of interaction
· Technology issues
· Lack of motivation

	Shadowing / Coaching
	· One – to – one
· Able to ask questions
· Knowledge comes from first hand.
· Able to go at own pace.
	· Incorrect information given
· Reliant on mentors workload and availability.
· Fear of ‘being watched’.


For every method of learning, there are advantages and disadvantages. Every individual also has their own preferred method of learning in relation to their learning style. When I produce my professional development plan, I will use the findings from my Honey and Mumford questionnaire to guide me into making decisions. I am already aware that my preferred method of learning is reading; however, to push and develop my learning skills further, I am going to include a podcast session as I struggle to concentrate therefore having a negative effect on my learning outcome.

4.2 Professional Development Plan
As a fundamental part of my role is overseeing the training for the organisation, I decided to concentrate my Professional Development Plan (PDP) on the Learning and Development Professional area. As well as using my CPD map (activity 1) to see my current band level, I also printed off the learning and development section from the CIPD Professional Map, highlighting the areas where I’m currently working with a tick, and a cross by the areas I am yet working at (appendix 5). This enabled me to see the areas I need to develop. I did the same for the behaviour – Skilled Influencer (appendix 6) as I believe this is an important behaviour that I need to work on which is relevant to my role. 
The copy of my PDP can be found in the appendix (appendix 7).

4.3 Reflective Practice
Over the coming months, I will be reflecting on my PDP, analysing what I have learnt and what experience I can take it from it and what additional development needs are required to progress through my career. Reflective practice has been quoted by Lawrence-Wilkes (2013) as “a method of assessing our own thoughts and actions, for the purpose of personal learning and development”.
Reflective practice is important to HR professionals. It allows them to learn from experience and alter how they use their skills and knowledge for future activities. 
A common theory on reflective practice is Gibbs Reflective Cycle. Here he suggest that learning is developed from repetition (Batt, 2014).  Gibbs implied that there were five stages as seen below in figure 7. This model is beneficial to HR professionals, not only to ourselves in development of our own PDP, but to help colleges learn from situations and reflect on where they need to improve.
[image: http://www.crowe-associates.co.uk/wp-content/uploads/2015/06/gibbs_reflective_cycle.png]

Figure 9, Gibbs Reflective Cycle (Batt, 2014)
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Many self-assessments have been designed to help measure an individual's behaviour whilst in a
conflict situation. For the last 40 years, the leader in confiict resolution assessment has been the
Thomas-Kilmann Conflict Mode Instrument (Thomas & Kilmann, 2017). This assessment allows
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Assertiveness and Co-operativenss. These define five responses to a conflict situation: Competing,
Collaborating, Compromising, Avoiding and Accommodating.
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