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[bookmark: _Toc17487036]Introduction 
Coaching and mentoring both plays outstanding role by enhancing the efficiency of employees (Passmore, Peterson, and Freire, 2016). Employees can do their work more confidently and effectively than before because they get the chance to acquire new skills and develop skills which helps them to deliver better performance than before. In this report, the purposes of coaching and mentoring has been analysed with the differences and similarities of both approaches. The benefits of developing individuals has been analysed with the defined model of mentoring and coaching. The skills, knowledge, attitude and behaviours that needed for coach or mentor has been also analysed. For application purpose, a UK based SME company has been selected. Name of the company is Pharmacy 2U which is an internet based company making deliveries of medicines to customers placing online orders. 
















[bookmark: _Toc17487037]Coaching, mentoring, effectiveness, similarities and differences
[bookmark: _Toc17487038]Defining Coaching:
Jackson (2018) have found in his research that coaching is a way of improving someone’s performance in future by helping the coaches to find specific problem and solve it. The person who executes the coaching is called coach and the coach may not be expert but helps other in learning by using their own expertise. In this process coach asks questions to a person to find out the weakness and helps them to work on their own weakness and prevent them. For example, in Pharmacy 2U coaching exists and it helps employees to be the better version of their own self. In the company, coaching makes sure that the employees will be able to develop their capabilities of their professional life which helps the company to deliver best service to their clients.
[bookmark: _Toc17487039]Defining Mentoring:
In light with the research of Garvey, Strokes, and Megginson (2010) it is found that mentoring is a long term based relationship oriented training process in which mentor teaches the mentored in wide range of issues. In the process of mentoring mentored shares their problems related with any issues such as: education, income, career progress, attitudes, personal problems etcetera and mentors give advice to mentored about the improvement they need (Parsloe, and Leedham, 2009). It is similar to coaching and also helps an employee to develop their skills of both present and future. In Pharmacy 2U, mentors identify the specific area in which a person should develop to boost their career. It gives employees excellent opportunity to share their personal opinion, expressions with someone experienced thus they can find excellent solution to the problems they faced. 







[bookmark: _Toc17487040]The reasons organizations use coaching are analysed below:
Coaching helps an organization to find out the problems which are the employees facing and unable to operate their works flawlessly because of the problems and hep employees to find out the solution to prevent the lacking they have.
It makes employees courageous to take responsibilities: Coaching helps employees to find out their own problems and solve them for their career therefore employees become able to do their works properly and take additional responsibilities (Lancer, Clutterbuck, and Megginson, 2016). Coaching helps to find the solution of own problem which raises the sense of self-awareness among employees. Coaches of Pharmacy 2U will train up the employees to prevent their specific problems which will make them capable of taking more responsibilities and it will bring outstanding outcome for the company.
Helps to increase employee engagement: When staffs have lacking in capability they become unable to do their work properly and stay absent minded (Fletcher, and Mullen, 2012). Coaching gives employees training to overcome the specific problems. By preventing lacking it increases their confidence. This increasing confidence helps them to concentrate on work and it helps to increase employee engagement in Pharmacy 2U.
Develops the capabilities of employees: Coaching helps employees to know about their lacking which creates problem in career and the person find out the solution to prevent the problems therefore employees become able to improve the skills where it is needed(MacLennan, 2017). Pharmacy 2U arranges coaching to point out the problems which impediments in the work life of their employees. Employees find out solutions to remove impediments from their career with the help of coach and start taking actions according to the solutions to develop their capabilities.
To motivate employees: By coaching an organization gives the opportunity to enhance the capabilities of employees therefore it motivates employees to give best performance to the organization (Connor, and Pokora, 2012). Pharmacy 2U motivates their employees through coaching. It increases employee satisfaction because coaching enhances their skills which is good for both personal and professional life.


[bookmark: _Toc17487041]The advantages of mentoring in an organization are analysed below:
Through mentoring and organization can suggest their employee’s effective solution which will develop their skills of doing work and the organization will be able to achieve their goal.
Mentoring helps employees to talent enhancement skills: Mentoring helps an employee to achieve their enhance talent and skills (Clutterbuck, 2008). Mentored get mentored by the experienced mentors therefore it works for their talent development. It raises the sense of leadership within the mentors because they understand the process of influencing others positively. Pharmacy 2U can achieve the talent development goal of employees and get exemplary leader in future by enhancing the leadership skills in mentors.
Promotes the employee retention in organization: In mentoring process, mentors help employees to prevent the lacking and give advice to improve (Garvey et al., 2017). When an organization arranges mentoring it makes employees feel valued because it shows the concern of the organization toward employee’s career. Employees get the chance to enhance their career opportunities therefore their satisfaction toward the company grows and retention increases. Mentoring decreases employee turnover in Pharmacy 2U because employees get the chance to boost up their personal skills with the professional. The company become able to increase employee’s satisfaction toward their company by giving them the opportunity of improving career opportunity.
Career development opportunity: Through mentoring an organization offers carer development opportunity to their employees (Western, 2012). Mentored shares their opinions about their education, income, career and other issues therefore mentors can give them effective advice. By utilizing these advices employees can make their career better in Pharmacy 2U. The company arranges mentoring for their employees thus they can attract career oriented new comers because new comers want the scope of enhancing their skills. New comers will be attracted toward the company and they will give best performance by utilizing the career development opportunity of mentoring.
Reduces the cost of training: Training is a costly process of developing employees where mentoring needs less cost than training (Rhodes, and Fletcher, 2013). Organizations can develop employees’ skills through senior experienced but training will need much more than it and training consumes much time to be arranged. Pharmacy 2U will be able to develop their employees within less cost than training through the mentoring process.
Raises the sense of cooperation within organization: In monitoring employees learn from mentors which raises the sense of cooperation among them because experienced employees will be ready to help others and the employees with lacking will have the mentality of receive the help (Jack et al., 2013). As a result, Pharmacy 2U’s employees will be able to work cooperatively for the betterment of the company because mentors and mentoree work together for a long time and gain the skill of making good relation and adjusting with others. Working for long time helps them to become more cooperative than before.
















[bookmark: _Toc17487042]Similarities between coaching and mentoring:
Developing skills: Monitoring and coaching both approach are taken to develop someone’s skills to improve their performance in workplace (David, 2016). For example, two of the approaches help leaners to find out lacking from their capability and find out solution to overcome these lacking and develop current skills furthermore gain new skills or knowledge.
Cost efficient: Both of the approach are cost effective and needs less cost to develop someone (Boreen, 2009). For example, training approach is costly employee development programme because it needs many things to train up employees where mentoring and coaching needs less money than training.
Proficient skills of coach and mentor: Proficient skills of coach and mentor both are similar such as: inquiring, listening, opinion, constructing trust, unambiguous aim setting and action scheduling (DaviD, 2016). For example, both coach and mentors inquiries about the problems of learners, talk with them and listen their problems, know their opinions, build trust between them, sets aim and take steps to prevent learner’s problems.

[bookmark: _Toc17487043]Difference between mentoring and coaching:
Firstly, Coaching is a short time process and depends on the target of coaching relationship (Boreen, 2009). Coaching approach persists for very short time even for some meetings but mentoring is a long term process. Mentoring lasts for a long time to create the atmosphere of trust therefore mentoring can share their problem of with mentors without any hesitation (Megginson, and Clutterbuck, 2010). Mentoring persists about 9 months to a year.
Secondly, coaching approach emphasizes improving one’s performance just for the job (Burley, and Pomphrey, 2011). Coach helps the person to acquire new skills with enhancing past and when the person will learn, there will be no need of the coach. On the other hand, monitoring emphasizes on the development of one’s for their both present and future. As a result, people can enhance their skills with long time benefit.
Thirdly, Coaching does not need design and can be arranged for an immediate issue (Serrat, 2017). When company arranges coaching for a large group then it needs design to regulate the proficiency area, proficiency required, and valuation tools used but it does not needs long time to make the coaching program tangible. On the other hand, mentoring needs a proper design face to plan and implement the mentoring programme to decide the strategic aim for monitoring, definite mentoring models, emphasize on the areas of relationship etcetera (Greif, 2013).
Fourthly, in the coaching process coaches ask client some questions about their problems to discover the solutions of the problems (Passmore, Peterson, and Freire, 2013). Employees discovers the solution own self. On the other hand, Mentors talk about the problems of their client and suggests them solution to overcome the problems. Clients follow the suggestions of mentor to prevent their problems. 
Fifthly, coaching can be arranged for single person or team of an organizations and everyone can be guided together (Zan, and Donegan-Ritter, 2014). On the other hand, mentoring is the process of handling participants one-by-one (Garvey, 2010). After giving solution to one client, the mentors moves to other client.














[bookmark: _Toc17487044]Workplace effectiveness, models of coaching and mentoring
[bookmark: _Toc17487045]Workplace Effectiveness: 
Thompson, Wolf, and Sabatine (2012) revealed that workplace effectiveness refers the design of workplace, practices and policies of the workplace have to be beneficial for both company and their employees. Effectiveness workplace identifies that employees are the ultimate resource of an organization therefore the employees get better outcome such as: job engagement, job satisfaction and turnover intention. Pharmacy 2U makes their policies and practices fair for their employees and employees get a flexible workplace to work in. It increases employee engagement, job satisfaction and decrease turnover in the company which helps the company to utilize employees’ talent therefore the company has become UK’s largest online pharmacy with great demand. 















[bookmark: _Toc17487046]The ways of making workplace effective are analysed below:
Hiring employees by considering the culture of an organization: While recruiting employees, an organization must consider that the employees they are going to hire will fit the culture of the organization or not (Hamlin, Ellinger, and Beattie, 2009). By observing the work preferences and attitude of people an organization will be able to find out their perfect match employees and they will be able to reduce employee turnover. Pharmacy 2U will hire the employees who will match their culture and it will help them reduce their turnover also which will increase the experience of employees and they will be able to work more efficiently.
Developing ethics in workplace: An organization have to develop the ethics on the issues such as: sexual harassment, prevent discrimination and remove bigotry from workplace (Renton, 2009). Organizations have to arrange training program to make laws and rules applicable with workplace values and it will maintain the discipline of workplace. Pharmacy 2U will develop their ethics to maintain the discipline and effectiveness of their workplace and it will help them prevent unwanted problems from there.
Teaching managers and supervisors to be transformational leaders: An organization should teach them to be transformational leaders it will help them to develop employees easily because they will be to motivate, support and encourage employees easily (Høigaard, and Mathisen, 2009). When supervisors of Pharmacy 2U will have time to understand the employees, give them scope of taking part in decision making and give them freedom in their work, it will bring most effective result for the company. 
Effective team building: An organization should emphasize on making effective team to ensure workplace effectiveness (McCarthy, and Milner, 2013). By understanding individual’s style of communicating, strengths and weakness, an organization will be able to design communication process after considering everyone’s nature. Pharmacy 2U can build their team by considering one’s nature. For example, the company will match one’s weakness against other’s strengths.
Improve communication among employees: Organizations have to teach their employees that how understand others and adjust with them by accepting their communication style (Bachkirova, Arthur, and Reading, 2015). Employees have to learn how to prevent conflicts n workplace and avoid misconception among them and it will maintain the peace of the workplace. Pharmacy 2U will teach their employees about the proper way of communicating and build good relation among them. As a result, an extrovert employee will be able to communicate with an introvert easily and everyone will be able to prevent conflicts which may harm the discipline of the company.
Arranging flexible work environment: Flexible work environment increase employee satisfaction therefore human resource management should keep the policy of flexible work environment (Peel, 2008). It allows employees to work by staying at home, work according to their comfort part time of full time, have control on work hours, manage time for family issues to official day etcetera. Pharmacy 2U will have the policy of flexible environment to maintain employee satisfaction and it will help them to deliver better service to the customers because employees will become more proactive than before.
Keep employee wellness program: Organizations should design employee wellness program which concerns with the health requirements of employees (Stewart et al., 2008). The programs should be arranged after considering the rate of absent employees, disability of employees and the health statements. Pharmacy 2U will design employee wellness program by conducting survey of their health requirements. For example, they will have gym to ensure the fitness of employees, will offer free health check-up, the materials by which employees will be able to help themselves etcetera. This program will help them to increase productivity, reduce the percentage of absent employee etcetera. 








[bookmark: _Toc17487047]Achieve model of coaching and analysing:
It is the model which rises faith between coach and client by rising the understanding about the techniques in order to set goal and solve problems. There are seven stages of the model are analysed below:
[image: ]
Assess the current situation: In the first stage of achieve model, it encourages clients to think intensely about their present situation (Garvey, 2011). It also helps clients to increase self-awareness therefore clients can analyse their current problems and aim to think about future actions. They can find out how they have reached to this situation and which actions took them to the situation.
Creative brainstorming: Second stage of creative brainstorming broadens the thinking ability of clients and is the base of their interactive change and creative solutions for their present situation (Law, 2013). Brainstorming helps the clients to open their mind and find out solution that was not find out before therefore they become able to prevent uncooperative and monotonous behaviour. 
Hone goals: In the segment of hone goals, client set target from the solutions and recommendations they have found from the stage 2 (Joo, Sushko, and McLean, 2012). Coach and client develops SMART goals by feedback between them. Coach ensures that the negative mentality will not remain and the client will emphasize on the information of achieving target. And the client struggles to find out what they want to do and avoid the works they need to avoid.
Initiate option generation: In initiate option generation, the steps to achieve target are measured and the clients start to improve the available scopes (Jones, Harris, and Miles, 2009). They should not avoid a single scope that is available and focus on the scopes to improve their ability. 
Evaluate options: The scopes and actions will be evaluated, examined and highlighted which were instigated on the last segment (Stowers, and Barker, 2010). Coach starts to direct the client toward the targets to achieve the aims. Clients may utilize the guidance of coach in their personal life by getting encouraged by the coach. 
Valid action programme design: In the valid action programme, all the decisions are taken to actions (Ghods, and Boyce, 2013). To breakdown the targets into small parts to make easily tangible, pragmatic approaches will be established. In this stage client commits to the strategy by taking attainable actions with specific time. Clients apply their newly achieved understanding learned from coaching or mentoring in their workplace while working. 
Encourage momentum: The last stage of achieve is encouraging momentum until the goal is achieved (Rhodes, 2012). The coach will keep encouraged the clients until they become able to achieve the goal. 



[bookmark: _Toc17487048]How achieve model will help the organization to become effective:
Assess the current situation: When employees of Pharmacy 2U will assess the current situation of them it will help them to find out the problems they are facing while working. They become able to find out their own problem and which steps created the problems for them. It will help the company’s workplace effective because employees will find out their problems which is not good for the workplace.
Creative brainstorming: By creative brainstorming broadens the thinking capacity of employees and find out the solution own self which are they facing in doing work. It helps to prevent cooperative mind and monotonous behaviour which will make the workplace of the company more effective.
Hone goals: Employees of Pharmacy 2U will set their target from the solutions they had found in the step of creative brainstorming. The coach of the company will ensure that the clients will prevent their negative mentality and will emphasize on achieving their goal to enhance skills. When they employees struggles to enhance their skills it ensures the efficiency of the company.
Initiate option generation: The employees of Pharmacy 2U will start to improve their skills by utilizing the available scopes. When they will utilize all the single scopes it will help the company to improve their service because the employees will be more work efficient than before. 
Evaluate options: Employees evaluates the scopes and actions which was instigated in the last stage and the coach of Pharmacy 2U will start to guide the clients to achieve the targeted goals. Coach guides the employees and it helps employees to utilize the guidance in both professional and personal life. As a result, employees become bale to work flawlessly than before by getting the guidance of their coach.
Valid action programme design: Employees of Pharmacy 2U will breakdown of their actions into small parts to make them implement easily by using pragmatic approach. Employees commit to implement their action plan within a specific time by utilizing the newly achieved knowledge. It improves the performance of employees because they starts to utilize their new gained knowledge from coaching or mentoring and the company gets better outcome with the improved quality of work. It helps the company to increase employee engagement.
Encourage momentum: The coaches and mentors of Pharmacy 2U will keep encouraging the employees until they become able to enhance their skills fully otherwise the clients will be distracted before achieving their goal. The continuous encouragement of coaches and mentors helps the employees to reach to their goals and become able to take work more proactively, flawlessly, properly and in time.




















[bookmark: _Toc17487049]Skills, knowledge, attitude and behaviours that a coach or mentor should have: 
Coach and mentors both helps coachee or mentore to enhance their skills and ability to bring improvement in their job life and personal life. Clients will follow them and learn therefore coach and mentor should have some skills and attitudes and behaviours which makes them effective for workplace (Duncan, and Stock, 2010). These skills, behaviours and attitudes are analysed below:
Morality and secrecy: Coach and mentors should be honest and confidential minded. Honesty helps coach to teach a learner with all the potentiality they have (Avery, Howell, and Page, 2014). When coach teaches with their full potentiality, it makes the learning process more effective because they do not hesitate to teach learner every details they have expertise in. Secrecy will help a coach to keep the weakness or problems of clients keep secret which clients do not want to disclose. They should keep the learners weakness secret because the clients may face inferiority complex if their weakness gets expose. The skill of secrecy will help the coaches to build good relation with leaner in Pharmacy 2U because learner will feel free to share own problems.
Helpful minded: Sometimes clients cannot understand what type of lacking they have because they are unable to find out the problems which needs enhancement in that case, coach should help the clients to find out the current problems they are facing and needs improvement (Griffiths, and Campbell, 2009). Coach will discuss with clients openly to find out the problems they are facing. If it needed the coach or mentor will gather review from the colleagues of the client because colleagues will be able to explain what type of problem they are facing while working with the coaches. In Pharmacy 2U coaches will discuss freely with the learners and collect review from the colleagues of the learner to help him for marking out their problems.
Emphasizes on own learning: Learning has no bound therefore coaches or mentors have to emphasize on their own learning always. Continuous learning will increase the knowledge of coaches so that it will help them to teach the current learning. If their knowledge remains in a bound, they will not be able to enhance coaches skills accurately. As a result, coaches problem will not be solved fully therefore coaches have to keep gaining knowledge by continuous learning from reading book, practicing more and taking online courses etcetera. The coaches of pharmacy 2U should emphasize on their own learning to the learners more efficiently.
Ability of coaching: The task of a coach and mentor to coach the coachee or mentoree, therefore the coach or mentor should have the skills of mentoring the fellow student (Spence, and Oades, 2011). Here, ability means the teaching skills, leadership skills and interpersonal skills and other skills required for teaching. Such ability of coaching will help the mentoree to understand the learning. Such ability also includes motivation skills which will encourage the mentorees to take corrective action plans. Pharmacy 2U’s coaches or mentors should have the ability of coaching otherwise they will not be able to guide coachee in correct way.
Good communication skill: Good communication skills helps coaches to communicate with the coaches effectively and select right communication style after considering the nature of the coachee (Wisker et al., 2013). For example, when coachee is introvert the coaches will use one type of communication style which not be same communication style used for the extrovert learners because introvert learners do not share their problems openly and extrovert learners share without any hesitation. The coaches of Pharmacy 2U will have to be good communicator as that they will be able to communicate with the learners by considering their nature. They should also be expert in both verbal and written communication to teach learners with the appropriate way.
Self-confident personality: Learners enhance their skills by getting guideline from coaches and following them (Moen, and Skaalvik, 2009). When coaches and mentors have self-confident it inspires learners to follow the skill and become confident as like as them because confidence will help learners to take challenges. Besides this confidence helps to keep positive mind which encourages learners to handle any kind of complexity with calm mind. As a result, learners will be able to cope up with the environment of their workplace easily. Self-confident personality of coaches will motivates the leaners of Pharmacy 2U to become confident and accept challenges confidently. 
Pin ears back skills: Coaches and mentors have to find out the problems of clients therefore they have to listen to their opinions (St-Jean, and Audet, 2009). Listening skills will help coaches to concentrate on the words clients are saying and find the problems that they are facing while working. If mentors will not have the patience of listening, they will be unable to point out the problems of learners and give them solutions. When the coach will be good listener, coaches can share their opinions about themselves without hesitation. On the other hand, if coaches do not have well listening skills it discourages coaches share their feeling with coaches and it keep distance between them. As a result, they coach will be unable to find out the problems of coaches. Coaches and mentors of Pharmacy 2 U should have the patience of listening because it will help them to build good relation by preventing hesitation between coach and coaches which will help them to find out coaches problems without experimenting more.
Right questioning skills: Coaches and mentors point out the problems of their coaches and mentors by asking questions about themselves therefore they should have the skill of asking right questions (DeCampli, Kirby, and Baldwin, 2010). If they do not as appropriate questions or choose wrong questions, they will be unable to know about the problems and it will create problem because they may not take decision about the area coaches and mentors need development. Pharmacy 2U will hire coach and mentors who have the skills of asking right questions to find out every pros and cons about client’s problems. 
Accepting review and criticism from coaches: Coach and mentors may not expert and leaners may point out the lacking of their teaching style of other problems and they can improve their lacking by considering the review and criticism from clients (Barnett, and O’Mahony, 2008). As a result, they should throw out their ego and accept the reviews and criticism from learners which will develop the quality of coaches. Pharmacy 2U’s coaches should have the mentality of receiving feedback from learners and take steps to prevent the problems to make their teaching more effective.
Good time keeper: Good time keepers can manage time well and save time. Coaches and mentors have to be good time keeper which will help them to plan effective teaching plan that will work fast and learners can become good time keeper also by following them(Cox, 2013). They should not consume time without any reason and teach clients how to manage time. The good time keeping quality of coaches will inspire clients to manage times and become time efficient. If the employees of Pharmacy 2U become good time keeper, it will be helpful for the company because employees will be capable of doing more work in less time and stop consuming time.
Give constructive feedback: Clients discuss their weakness with the coaches and mentors so that they have to be constructive feedback giver which will motivates clients to develop (Cox, E., Bachkirova, and Clutterbuck, D.A. 2014). It coaches underestimate learners after knowing their weakness, it will break learner’s self-confident and spirit which will raise inferiority complex in them. Coaches of Pharmacy 2U will give constructive feedback to the clients to motivate them highly and raise the spirit of develop themselves suitably. 



















[bookmark: _Toc17487050]Conclusion
Coaching and mentoring are two effective ways of developing leaner’s ability and it helps the learners to build strong career. Coaching and mentoring play significantly important role in an organization in broadening the capabilities and attitude of the employees to perform the duties and responsibilities. Both are the process of teaching clients but they have many differences also. Coaches and mentors should appropriate skills, attitudes and behaviours because learners will learn by following them. As a result, their positive skills will motivate clients highly and their lacking will not let them to maximize leaner’s skills.
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