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EXECUTIVE SUMMARY


CHAPTER 1 – ABSTRACT


In this report I will analyse and reflect the work I produced and the experiences I gained at my chosen placement Cambia, Cambria Dental is a dentist situated in Sketty, Swansea. Cambria consists of two practise managers, six dentist, eight dental nurses, one receptionist and one administrator/HR (Camrbia Dental, n.d.). I will   discuss the work I undertook, models of reflection and communication and use said models to describe and evaluate my work. 
2

3

3. [bookmark: _Toc496043658][bookmark: _Toc77250980][bookmark: _Toc77251617]Introduction
For my third and final year of studying Human Resource Management at The University of Wales Trinity Saint David, as part of the module “Independent project” I choose to undertake eighty hours of placement at an organisation that would be relevant to my degree. The placement I applied and got accepted to was Cambria Specialist Oral Surgery & Family Dental Care.
Cambria Dental is a dentist situated in Sketty, Swansea. Cambria consists of two practise managers, six dentist, eight dental nurses, one receptionist and one administrator/HR (Camrbia Dental, n.d.). I attended Cambria for placement on most Wednesdays as this is when Gareth Lewis (who overlooks all HR duties) is situated at the practice. Also, due to COVID-19 I completed some of the hours at home where I was in constant contact with Gareth via telephone and email. The reason why I choose Cambria as a suitable place to complete my placement is that due to there being a small staffing team, I was able to receive the help and support I needed to understand how human resources is important to a business and to complete my investigation.
Within my time at my placement, I choose to investigate the problem with Cambria’s induction training program.

4. [bookmark: _Toc77250981][bookmark: _Toc77251618] 	Placement
 An article written by (Tiffin, 2019) suggests that “An induction refers to the process of getting new employees acquainted with your business…Giving them the information required for them to become a valuable team member”. 
At the beginning of my placement, I was given a tour of the four-story practise, shown fire exists and procedures and read essential staff policies. After this, I discussed with Gareth what my project requires and we both agreed that the best thing to investigate within the business is their induction training programme. Every employee starting a new job within a company should take part in an induction training programme. “Induction is the process through which employees adjust or acclimatise to their new jobs and working environment”. The purpose of having an induction in the workplace is so that new employees can understand the role and what is expected of them and depending on factors such as the job role and the size of the organisation would determine the length of the induction training. There are many benefits of having an induction training within the workplace; 
· New employee will understand the organisations aims and values
· New employee can integrate into the team well
· New employee can work to their highest potential 
However, if a work place doesn’t have an effective induction it can reflect on the company and result in new employee’s intentions to stay within the company and result in;
· Wasted time for the inductor
· Higher staff turnover
· Damage to the organisation’s employer brand
(CIPD, 2020). As part of my investigation I undertook primary and secondary research in order to find out what did the most effective induction training programs contain. With this research I was able to use the information to recreate and update Cambria’s induction programme to be better structured and more logical which will benefit the employees and employers. One method of research I carried out which I felt was the most effective was interviews. To create a more efficient induction programme for future new employees, I conducted a handful of questions which were relevant to the investigation. I was able to interview three of Cambria’s new employees (employed within the last 6-12 months) and get their feedback and input of the current induction training programme they had when joining the company. The reason I choose to ask the most recent employees at Cambria is because the induction training they received would still be fresh in their minds as it wasn’t to long ago they were employed. 
Throughout my time at Cambria, I think that I have worked on and bettered my existing transferable skills, but I have also unquestionably learned new skills that I will be able to demonstrate professionally in the workplace in the future. Although my time at placement was a lot of 1-2-1 with my placement manager Gareth, and littler interaction with the team as a whole, I have definitely improved my teamwork and communication skills which has allowed me to understand the importance of team work more. Being in constant communication with Gareth in regards of sending research/ information and draft work back and forth I was able to receive feedback which result in a better outcome to my final draft of the investigation. Another transferable skill I have developed from my time in Cambria is my commitment to excellence, this placement was my first experience within the human resources department and I was very passionate to learn more about the role and what it entails. When I finished my placement hours I was determined to be able to continue working within or alongside HR. 





5. [bookmark: _Toc77250982][bookmark: _Toc77251619] 	Gibb’s reflection cycle (1988)
Graham Gibbs is an expert in qualitative research methods and the man who developed Gibbs’ reflection cycle. As claimed by (Oviawe, 2020), “The use of Gibb’s model represents a fundamental shift from the ideas of Kolb… Gibb’s model specifically refers to the key process within reflection itself, rather than reflection as a process within general learning”. There are six stages of the model these are;
1. Description: What happened, when did it occur, who was there, what did they do, what was the outcome?
2. Feelings: How did you feel at the time? What did you think at the time? What impact did your emotions, beliefs and values have? What do you think other people were thinking? What did you think about the incident afterwards?
3. Evaluation: What went well? What didn’t? What was good and bad about the experience? Were your contributions positive or negative?
4. Analysis: How can the theory explain what happened? Could I have responded in a different way? What might of improved things?
5. Conclusion: What have you learnt? What can I now do better? What skills would I need to handle this better?
6. Action Plan: How / where can I use my new knowledge and experience? If the same thing happened again, what would I do differently?
(University of Cumbria, 2020). 
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[bookmark: _Toc77250983][bookmark: _Toc77251016][bookmark: _Toc77251620]Figure 1 - GIBB’S reflective cycle (The University of Edingburgh, 2020)


					
Using Gibbs’ reflective cycle, I am able to describe my time at Cambria in better detail adding in factors such as how I was feeling which when self-evaluating I tend to not mention or talk about.
1. Description: From December to April I attended Cambria Dental Practice in Sketty, where I spent time with Gareth Lewis from HR to complete my individual project investigation for my degree at UWTSD. Me and Gareth spent some time researching other induction training programs and I was able to involve some of the newest dental nurses as part of my investigation research. My desired outcome for my time at Cambria was to develop a new and more efficient induction programme. 

2. Feelings: Before I started my placement at Cambria I felt very nervous as I was not sure what to expect and what was going to be expected of me, I also felt nervous as I had no workplace experience of Human Resources and was completely reliant to what I have learned from my studies. On my first day at the placement my nerves eased a lot when I received a warm welcome from the whole team and once I had discussed with Gareth what I had to do as part of my project, we came up with a plan and I felt more excitement rather nervous. Looking back at my time at placement I feel very grateful to have had the opportunity to complete my investigation there and to receive the support that I did. 

3. Evaluation: Referring back to my experience now, I felt the things that could of gone better was my understanding of the project, as at the beginning of my placement I was confused as to what I needed to do. I also feel like I could of asked more questions relating to a HR role to broaden my knowledge more. However, what went very well at my time in Cambria was the work I was able to produce, this was achieved by constant communication and feedback from Gareth. My experience as a whole was very well. 

4. Analysis: I think things went so well within my time at placement because I was able to receive 1-2-1 support, this is one of the reasons why I wanted to complete my placement hours at Cambria because there is a small work team. The things that didn’t go so well I feel was because of my lack of understanding of my project task at the start. 

5. Conclusion: What I have taken away from my time at Cambria is that I need to be more prepared when approaching a new workplace or even task in the future. I think I definitely need to work on my professional development skills also. 

6. Action Plan: If I were to undertake this placement again, there are things I would do differently for example, as already mentioned I would be more organised going into the placement. 


5.1 [bookmark: _Toc77250984][bookmark: _Toc77251621]communication theory
According to (Novak, 2019), the definition of communication theory is “the scientific process of sending and receiving information. There are many principles, methods, and components that can affect a message”. When we communicate to people, we use a lot more than just our voice. Our actions and emotions also play a big part in how communication is received by the other person. 
The 5W model was first created by Harold Dwight Lasswell. Lasswell was born in America in 1902 and died in 1978. He was an American political scientist and communication theorist. (Muth & Muth, 1990). Thee 5W model is made up of 5 questions,
1. Who?
2. Says what?
3. In which channel?
4. To whom?
5. [image: ]With what effect?
[bookmark: _Toc77251268][bookmark: _Toc77251376][bookmark: _Toc77251622]Figure 2 – Laswell’s 5W Model (Communication Theory, 2016)


Lasswell 5W model was regarded as “one of the earliest and most influential communication modes” and also “it’s a convenient way to describe an act of communication” by many communication students (Shoemaker, Tankard, & Lasorsa, 2003)
At my time in Cambria, I distinguished there is a difference between when I communicate with staff members and when I communicate with my peers. The staff members at Cambria are considered professionals and when communicating with them I knew that it would not show professionalism if I was to communicate with them as I do my peers. The main methods of communication I used within my time at Cambria were speech, e-mails and written and text message. When sending e-mails or text messages to Gareth there was always a formal writing tone as I believe this upheld my professionalism throughout. Although when interviewing the dental nurses, a more informal speech was used, thus because I felt it would create a more relaxed environment and make the other person feel at ease when I ask them questions. When communicating in person to employees and employers at Cambria, I took into consideration that there are more factors that partake in when I communicate other than speech. Using a suitable tone of voice and the correct body language were all components I took into cogitation when communicating. From looking at Laswell’s 5W model, I understand that whatever I communicate and whatever medium I choose to communicate via will have an effect on the receiver. 


6. [bookmark: _Toc77250985][bookmark: _Toc77251623] 	Conclusion
In conclusion to my time at Cambria, I felt like it went very well and I was given all the right resources and support to be able to complete my investigation to high standards. My time at placement give me a small insight to what working alongside a Human Resource professional was like and allowed me to gain that experience that I am able to take with me and hopefully apply it to practice in the future. The only thing I would change if I was to do this project again is to be more prepared at the beginning as being unprepared shows un-professional. I feel like after my eighty-hours at placement and studying induction programmes thoroughly I have a high standard of knowledge of the importance and the effect of them within the workplace. I am thankful for the opportunity and experience I have been given from Gareth and the staff at Cambria


[bookmark: _GoBack]




[bookmark: _Toc77250986]
7. [bookmark: _Toc77251624]Testimonial 
	Key Information 

	Student 
	Jenna Elwood 

	Feedback provider 
	Gareth Lewis  
Practice Manager 

	Dates of placement 
	2 December 2020 to 21 April 2021 
83 hours recorded on timesheet 


 
	Feedback 

	Professionalism 
	· Jenna was a model example in terms of her professionalism.  
· Her punctuality and attendance were excellent.  
· She always arrived in work with a positive attitude, dressed in a professional manner. 
· Her commitment to her work was very strong. 
· The work she produced was very professional in terms of content and appearance.  

	Organisation 
	· From the outset, it was clear Jenna possessed excellent organisational skills.  
· In our initial meeting, we spent some considerable time understanding what work we could cover and what project she could help most with.  Once she had these objectives, Jenna planned effectively how to achieve all the goals we set. 
· She knew exactly what she wanted to achieve with the placement but was keen to see how she could add value to the practice. She wanted her time at Cambria to be beneficial for us as well as her. 
· She maintained an accurate log of her work throughout the placement. 

	Communication 
	· Jenna was always keen to seek out feedback on her work and on her softer skills. She acted on all of the feedback she received.  
· She participated fully in 1-2-1 meetings and was keen to show her work and show she was progressing. She came fully prepared to all 1-2-1 meetings with me. 
· She actively sought out feedback and responded well to the comments she received. She was very comfortable asking questions to anyone in the practice. She asked intelligent questions to expand her understanding and help inform her major project work. 
· As well as listening to feedback, Jenna was able to offer suggestions on how to improve her project work.  
· She communicated professionally across a wide range of media: e-mail, project work, telephone. 

	Teamwork 
	· As well as being happy to work on her own, she was comfortable interacting with the team in the practice. She interviewed all the nursing staff in the practice to inform her major project work. 
· Jenna worked very well with me as her key contact in the practice. She kept in constant contact and kept me informed about her progress on her main project task. 

	Key Strengths 
	· Organisational skills – getting things done. 
· Questioning to understand. 
· Receiving and acting to feedback. 
· Initiative – worked extremely well as a ‘self-starter’. 
· Drive to do a good job. 
· Commitment to deadlines. 
· The main output she has produced for us will help us greatly inducting new staff going forwards. 

	Key Opportunities 
	· Continue to develop your HR knowledge. 
· Research HR roles to understand what aspect of the profession interests you the most. 
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