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This report is a reflection on my own experiences during peer coaching and mentoring sessions as part of the Coaching and Mentoring Skills for the Workplace module at the University. The purpose of this reflection is to look at what I learned from these sessions and how they can help me in my future career. Throughout the report, I will focus on the important skills I gained, like setting goals, communicating clearly, and giving useful feedback – all of which are essential for leadership roles.
To guide my reflection, I will be using Gibbs’ Reflective Cycle, which is a popular method for thinking about past experiences. This model helps break down an experience into different stages, such as describing what happened, evaluating how it went, and planning how to improve in the future. Galli and New (2022). This will allow me to think deeply about the coaching and mentoring sessions.
Although people often mix up coaching and mentoring, they are not the same thing. According to Clutterbuck (2008) coaching and mentoring in organisations are undergoing significant developments, Coaching is usually focused on helping someone improve their performance by setting clear, short-term goals. Mentoring, however, is more about offering long-term guidance to support someone's personal and professional growth. Coaching tends to be more structured, while mentoring is about overall development. Clutterbuck, (2008). I will explore these differences further in the report, with examples from what I learned.
In this reflection, I will look at how I used the GROW model in my peer coaching session and the Johari Window in the mentoring session. I will also explain how these experiences have helped me grow and how I can reliably apply what I have learned to my future work.
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Coaching and Mentoring in the workplace serve several critical purposes:
· Improve Performance: According to the research, The effects of coaching in employees and organizational performance: The Spanish Case (Núñez-Cacho, Grande & Lorenzo, 2015). Coaching helps improve performance for both individuals and organisations. It suggests using social exchange theory and the resource-based view to better understand how coaching works. In coaching sessions, the mentee’s improvement in skills not only benefits them personally but also positively impacts the entire team and organisation.
· Leadership Development: Through coaching, individuals can hone leadership qualities, for instance executive coaching helps leaders get better by showing them how to understand their actions and how these actions affect their team. This helps them make better decisions and manage people well. Jose Manuel (2011). Even a single coaching session can help develop specific skills, such as decision-making, communication, problem-solving, self-awareness, empathy and managing others.
· Employee Satisfaction and performance: Coaching supports personal and professional growth, leading to increased job satisfaction and retention. For instance, the research on the UK hotel sector shows that coaching and mentoring significantly improve employee performance by boosting their skills and confidence. These programs are effective not only in the hospitality industry but can be beneficial in various sectors by helping employees handle their responsibilities more effectively, improving their confidence, and fostering a positive attitude toward their work. This leads to a more efficient and motivated workforce across different industries. Neupane, (2015). From my experience, I have seen a change in perception during the coaching session I conducted, with clear improvements in both performance and job satisfaction. The sessions were highly positive, and it was proven that there was strong engagement in improving one skill, as well as several others, during the mentoring sessions.
· Self-Awareness and Emotional Intelligence: It encourages reflection, according to the book Coaching and Mentoring Deshpande and Sindhu (2024). The author explains how these methods help people understand and manage their feelings better, which is important for working well with others and improving oneself. Coaching helps people become more aware of their emotions and reactions, which is key for self-control. Mentoring helps people understand others' feelings better, leading to stronger relationships and better teamwork. Both coaching and mentoring help people grow by making them more emotionally aware, which makes them better at handling workplace challenges and leading others.
· Skill Development: According to the article Exploring mentorship as a strategy to build capacity for knowledge translation research and practice: a scoping systematic review. Gagliardi et al., (2014). The main finding is that mentoring helps people get better at their jobs by teaching them important skills through regular meetings and feedback. This way, they learn what they need to improve and how to do their work better. From my experience, I have seen this in my mentoring sessions. Alexandra improved her skills and was engaged in learning how to do her jobs better. The sessions were positive and effective. 
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Table 1. Revisited Gibbs’ Cycle (Adapted from Galli & New, 2022)
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Description: I have carried out a coaching session with Alexandra, my colleague from the class at the university group formed for the purpose of this assignment. We talked about her recent experiences at work and her workplace struggles and the potential quality and performance problems which could arise from it. She acknowledged time management as something to improve on as her workplace enters a busy season and the demand rises. This causes her a problem as she is alone and has been allocated a large number of tasks to complete in a short amount of time which can only be achieved with efficient time management. She decided to improve her skill, which ideally matches the adoption of coaching formal sessions, as those sessions can help in developing a particular skill in any aspect of personal or business settings. It is nothing else, as unlike most other discussions, it involves an unusually high level of trust and candour on both sides. Jenny Rogers, (2004).
Following the discussion of the core problem, I concluded that her core problem was time management and it needs to be addressed. I used the GROW model, which significantly helped me to establish a goal with Alexandra and predict the success of those challenges, to ensure we are on the right track Emily Ryan (2024). I tailored instructions to help her improve a specific area, as I was fully aware of the ongoing programs. We set up a goal to achieve, which was signing up for a time management support event at her workplace.
I also asked questions about her personal life to determine whether the time management problem affects her personal life as well. I concluded that while time management is an issue in her personal life, it does not significantly impact her personal responsibilities as she manages her time better in the home environment.
Feelings:
I could relate to and understand what she was going through, as I have experienced similar stress during the annual busy period at the company I work for. This personal experience helped me identify areas she needed to focus on in order to succeed. I showed empathy, as I had gone through the same process multiple times and knew how overwhelming it could feel. I also recognised the importance of maintaining balance during high-pressure times and used that insight to guide her in managing her workload and time effectively.
I was nervous to discuss the personal aspects of time management and made an effort not to probe too deeply into her personal life, ensuring the conversation stayed within the academic scope. We were able to have an open discussion, which proved effective in understanding whether the issue persists to her personal life.
Evaluation:
The coaching session was largely productive, as it allowed Alexandra to reflect on her time management challenges and helped me identify key areas where she needed support. That we were able to identify time management as the main problem was important, as it gave the session a clear focus. Additionally, setting a goal was a positive outcome, providing her with a clear action step moving forward.
I was able to show empathy and use my own experience to connect with Alexandra, which made the conversation more engaging and supportive. Another important aspect was our discussion about the impact of time management on her personal life. While it did not seem to affect her personal responsibilities significantly, exploring how she balances both her personal and professional life allowed me to understand whether additional strategies were needed.
Analysis:
I used the GROW model (Goal, Reality, Opportunities, Will) as the framework for this session which helped structure our discussion and ensure we remained focused on identifying practical solutions to her problem.
Goal: The goal of signing up for a time management support event was clear and specific, giving Alexandra something to work towards.
Reality: We discussed her current reality, where Alexandra was overwhelmed by a large workload during the busy season. This helped her to recognise the importance of efficient time management.
Opportunities: We identified the opportunity for Alexandra to learn valuable time management skills through the support event, which would help her manage her workload better.
Will: Alexandra demonstrated a strong willingness to take action, expressing a commitment to sign up for the event. This willingness to improve her skills was important for the success of the session.
Conclusion:
In conclusion, the coaching session successfully identified time management as the primary challenge Alexandra faced. Using the GROW model, we were able to establish a clear and actionable goal which was a positive outcome. 
However, due to the session's time limitation, we were unable to explore broader solutions, such as implementing time management techniques or providing more specific advice on how to manage her workload more efficiently. 
I kept the conversation focused on academic and work context, the discussion about her personal life provided valuable insights into how she manages her time outside of work, potentially uncovering additional opportunities for improvement.


Action Plan:
For future coaching sessions, I would focus on exploring time management strategies and techniques that can be applied immediately to address the challenge right away.
I will encourage Alexandra to make small changes, such as prioritising tasks and using digital tools for time management. I will continue to monitor her progress and offer support as she applies the techniques learned during the workplace support event and in our coaching sessions. Additionally, I will recommend mentoring as I believe she has the potential to benefit from this opportunity. 
I believe that this action plan will not only help her to achieve her goal but also provide valuable guidance on how to reach it.
My action plan is to improve my use of the GROW model with clear action steps and timelines and to practice asking permission before discussing personal topics. I also aim to strengthen my communication skills and empathy to better support others in coaching sessions.
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Description:
Following our coaching session we carried out a mentoring session with Alexandra as her problem has a potential to benefit from mentoring. As she mentioned on our previous coaching session, she has a problem with time management. During our mentoring session Alexandra revealed that she is also nervous when the deadlines are approaching and the stress causing her to lose focus on her job. 
We carried out our mentoring session at the university. I welcomed her nicely, I tried to maintain a positive atmosphere, I was thinking to talk about the previous time management session at her workplace. She found that event useful and took away usable techniques she could follow in her daily and work life to make her more efficient under stress and tight deadlines. Her feedback confirmed that our approach is on a good path. 
In the mentoring session I proposed that I would like to use the Johari Window which is a model that improves self-awareness and mutual understanding between individuals within a group. It is particularly helpful for leaders who want to understand how people perceive them. Sinclair, T. (2021)
Alexandra mentioned that she is already familiar with the Johari Window model, which made our session more intuitive. I started with asking her to describe herself and identify the traits she believes she possesses. Then, I asked her to consider how her colleagues might perceive her and what traits they might think she has. During the conversation, I categorised her traits into the four quadrants of the Johari Window. She described herself as extroverted, happy and friendly, and she believed others saw her the same way. I then inquired about traits she keeps hidden from others (the hidden quadrant), and she shared that she tends to get nervous about tight deadlines, fearing that this might negatively affect others' perceptions of her. I also inquired about any traits unknown to both her and others. Alexandra did not believe there were any, but we left open the possibility for future sessions.
Based on our conversation, I concluded that we should focus on her hidden traits. I recommended her to start sharing her internal feelings with others, particularly with her close colleagues and gradually expand this openness as she becomes more comfortable. I reassured her that it is normal to feel nervous about tight deadlines, as we all experience that. I also scheduled a follow-up meeting in two weeks and informed her that the organisation would support her by assigning smaller projects, helping her identify a manageable workload that does not overwhelm her.
Feelings:
I felt confident and comfortable during the mentoring session, especially since Alexandra was familiar with the Johari Window model, which allowed our session to go more naturally. I also felt empathy for her when she expressed how nervous she gets under tight deadlines, as I know that pressure can be overwhelming. 
I was happy to see her actively engage with the model and share her thoughts openly. At the same time, I was mindful not to overwhelm her with too much at once and wanted to ensure the conversation stayed productive and focused. I hoped that the session would lead to improvements in her self-awareness and help her manage stress better.
Evaluation:
Alexandra was engaged and open to discuss her traits and feelings. The use of the Johari Window was effective, as it helped her reflect on her behaviour and perceptions in a structured way. The fact that she was already familiar with the model made the session more productive and allowed us analyse her traits in a deeper perspective. 
However, I believe if the mentoring session were to last longer than the allocated time, we could have discussed unknown traits even though she did not think she had any. This might have helped her think about the traits that she might not be fully aware of. 
While Alexandra’s feedback about the time management event was positive, it would have been useful to ask more specific questions about how she planned to implement the techniques she learned and what she has already started to use in her work and personal life.
Analysis:
Using the Johari Window in this session proved to be an effective strategy, as it helped Alexandra increase her self-awareness. By exploring her hidden traits, I discovered that her time management issue rises from the pressure of tight deadlines, which had been a challenge in her work life that she had not fully addressed before, without external help.
I believe that encouraging her to open up to colleagues about her feelings will help her feel less isolated in stressful situations and improve her relationships at work, especially since she is an extroverted person who may be more willing to connect with others. The session also provided valuable insights into how external pressures, like tight deadlines, impact Alexandra's ability to manage her time and stay focused on tasks. This analysis proves that mentoring, when combined with effective tools like the Johari Window, can encourage self-reflection and help her to identify areas for both personal and professional growth.
Conclusion:
In conclusion, the mentoring session was successful in helping Alexandra to reflect on her hidden traits and identify how stress impacts her work performance. By focusing on her hidden feelings and encouraging her to open up to colleagues, we created a plan that would help her become more comfortable with sharing her problems, which can reduce stress and improve her performance under pressure and working with tight deadlines. 
The session also highlighted the importance of having a manageable workload and receiving support from the organisation. Alexandra’s openness to feedback and willingness to address her stress under pressure will help her to improve her time management and overall work performance.
Action Plan:
In two weeks, we will schedule another mentoring session to review Alexandra's progress in opening up to her close colleagues and identify any additional needs she may have in order to continue making progress toward her goal. I will encourage the management team to provide her with smaller, more manageable workloads and help her determine the right amount of tasks she can realistically handle within a given timeframe. Additionally, I will explore the possibility of helping her develop a personal development plan, which I believe would be beneficial for her.
I will also encourage Alexandra to seek feedback from her colleagues, asking them to identify any traits she may not be aware of. I will ask her to write these down and bring them to our next session for further discussion.
I will ensure that Alexandra continues to receive ongoing support from the organisation and will actively seek opportunities, such as events and training sessions, that could aid her further development. Therefore, my action plan is to expand my knowledge, improve organisation, strengthen communication and mentoring skills, and regularly review my progress.
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The coaching and mentoring sessions I carried out provided valuable insights into how these processes can effectively address challenges at the workplace. The use of the GROW model and the Johari Window allowed me to guide Alexandra in identifying key areas for improvement, specifically her time management and stress under pressure. The sessions gave us both the opportunity to explore strategies to improve her self-awareness, manage her workload more effectively and reduce stress.
The coaching session helped Alexandra focus on a specific goal while the mentoring session allowed for a deeper exploration of her emotional responses to workplace stress, uncovering hidden traits and potential areas for growth. Both sessions were important for her development, addressing not only her professional growth but also how these methods can be applied in her personal life.
I am confident that I can apply the skills and knowledge gained from this module with the insights from these coaching and mentoring sessions to support my future colleagues, mentees and coachees in improving their performance and development both at work and in their personal lives.
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Knowledge and understanding 8

Good implementation of the Johari window questioning during the mentoring session.
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