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Activity 1.

The HR Profession Map has been developed by CIPD and after numerous years of research including detailed investigation with HR Directors across a broad range of industry sectors. It comprehensively outlines the needs of the HR profession. No doubt the industry will change and with it so will the Map. The map is set out around ten professional areas of HR encompassing eight behavioural areas and divided into four bands (Beevers and Rea, 2010 p.5) describe as: “defining the different levels of work activities and responsibility within the area”. 

To use the HR Profession Map to relate to my current employment status I would chose the professional area of Learning & Talent Development and place myself within Band one. The CIPD suggests that a HR professional in band one: “Supports colleagues with administration and process. Effectively manages information and data and is customer orientated” CIPD (2012) The HR Profession Map http://www.cipd.co.uk/cipd-hr-profession/hr-profession-map/ (Accessed 21st October 2012)

I currently do not work within HR but have a goal to be in a HR role in 12 months, focusing on Learning & Talent Development. I have put myself in band one as I believe that this stage provides essential criteria as a foundation, giving the tools to excel in this field. There are many behavioural areas that should be demonstrated but I feel that being ‘Personally Credible’, ‘Collaborative’ and ‘Driven to Deliver’ are key. 

Within the HR Profession Map, Learning & Talent Development is described as the professional: “Ensuring that People at all levels of the organisation possess and develop the skills, knowledge and experiences to fulfil the short and long-term ambitions of the organisation and that they are motivated to learn, grow and perform” CIPD (2012) The HR Profession Map http://www.cipd.co.uk/cipd-hr-profession/hr-profession-map/ (Accessed 21st October 2012)
Ensuring ALL levels of the organisation possess and develop skills, knowledge and experience is integral to a company or departments success as we all need to continually learn and develop no matter what level we start from or your stature in the organisation. I feel it is essential that development is central to the ambitions of any organisation, helping deliver a successful mission statement, vision and goals. I know that the above professional area is an apt area for me to have chosen, I feel passionately that I can identify deliverables that are relevant to the role I do now that isn't a HR role proving that this is a relevant statement and a worthy one. I am fully motivated to carry out a CIPD course to progress into a career in HR which is a significant diversification from my current role and I always strive to perform to my best ability. To allow me to carry out this CIPD course I had to present a successful business case to the board to allow funding and time from work.












Activity 2

I currently work for S.A Brain & Co, a regional brewer founded in 1882 in Cardiff, Wales, by Samuel Arthur Brain. The company owns over 250 pubs across South Wales employs over 300 office staff and outlet managers plus 500 retail staff. The company has recently acquired Coffee #1 a small chain of coffee shops expanding the company’s portfolio and employees. My current role within the company is a support role.

The role I have identified is Training & Development Officer, a role I am looking to develop into within the company. Within the role of Training & Development officer I would expect to deal with a wide range of customers of which I have identified three below:

Public - People applying for roles or attending courses
Colleagues - Having Training needs, needing advice or looking to move roles
External Agencies - Recruitment Agencies used to build a new management team

Prioritising external agencies as they would be contacted to recruit for roles within the company if there were any issues here then I would prioritise any of these needs especially if we were recruiting a new team for an opening which is very often the case. This would resolve most issues the public would have as the public would be our target audience that we and the external agencies would be looking at for roles. My colleagues would be mindful of the situation and would understand the need to prioritise the situation as they would have been in the same situations. All conflict encountered would have a need for resolution no matter how it is prioritised, but I do understand the need to have this prioritisation, as long as all parties are kept informed and you take responsibility to create a resolution.


























	Communication Type
	Example

	Verbal
	Telephone

	Written
	E-mail

	Face to Face
	Meetings




There are numerous methods of communication, including verbal, written and face to face encountered on a daily basis. Verbally we could talk over the telephone, this could be to colleagues or to external sources and we could achieve immediate feedback to ensure a point is made and has been understood, or answered it could also be seen as the fastest way to interact with people. The drawback to this method would be that you are not in physical proximity to the person you are talking to and therefore wouldn’t be able to gauge body language or eye contact so you would be unable to tell if your points had been understood from reading a response that body language and eye contact would allow. You may also forget easily what a person has just told you during that conversation and ultimately would lead to incorrect responses later on. Written communication such as e-mail or letter can be beneficial as you can be precise and explicit and will provide records which can be referenced at a later date. However written communication is likely to be more often to misinterpretation and is less personal. A solution would be to follow up a phone call with an e-mail confirming points you had discussed.
Face to Face is probably the most beneficial form of communication providing a more immediate response. For example a meeting with a perspective trainee, you would be able to see if the person has understood what it is you were talking to them about through body language and eye contact and being responded to listening to the tone of voice. As with every form of communicating this would bring its disadvantages, you may not have good inter-personal skills and may not be able to communicate your points effectively. There could be an issue with a noise preventing the communication being understood, or clear. I would however opt for face to face communication above all the others mentioned as I feel I could gain more from this, getting my points across in a way I am comfortable with and getting an immediate response from the person and immediate debate should it be needed and the other person would also gain more

















To ensure effective service delivery in reference to training as a Training & Development officer you need to know your overall objective in this case -being able to deliver a successful training course. 
The recipient’s needs should be considered and identified. Are they the correct person to receive the training? What types of information would I need to provide? Identify how long the training will take and plan activity around this. Time management is crucial, set SLA’s for yourself and the trainee to meet so you know you are on track with the training. Rank the importance of each task and deliver this so you know the closer you get to a deadline that the important tasks are already complete. You wouldn't want to over run on the training and most importantly you wouldn't want to have too much time left over and find yourself filling. Create a contingency plan for these situations. Make sure you have all the information prepared and available, course notes available and other equipment ready. To ensure a budget is met you could ensure that venues are accessible, minimising expenditure preparing all notes and literature yourself. Create a budget sheet to monitor spend so your budget isn't exceeded. Consider how you reach your audience, the forms of communication you use, e-mailing information to cut costs, use webinars and consider online learning through e-lectures as this could be seen as more cost effective. Being organised through good time management will ensure you don’t exceed a budget not needing to add extra unforeseen days to learning creating a larger workload. Ultimately working to a structured budget sheet should eliminate over running on budget. 
As you would have already identified the training needs then you would have done your best to avoid any issues arising, should you find that that difficulties surface then you firstly need to consider if it is actually you that needs to solve issues, it may be that the issue needs to be dealt with by your line manager. You should have a policy in place that will help you deal with complaints or issues. You will need to remain calm, confident and focused on getting a resolution also being supportive and professional; it will also give the other person confidence. Be empathetic with the person and treat them with respect so they know they are being taken seriously. Arrange a meeting face to face at an appropriate time and venue suitable to yourself and the other person identifying needs and resolutions. Always keeping the person informed of action taken. It is important when dealing with complaints or issues that you stick to policy and guidelines so everyone is treated equally and fairly and documented for future learning’s or for evidence. Ultimately you want a successful resolution and for the person to be confident in using your services again. Accountability, confidence and responsibility are key. 















Activity 3

I have studied the CIPD Associate Membership criteria and as I currently do not work within a role of HR then I would need to work through a number of the criteria to be able to meet the levels stated. A successful way of doing this would be to create SMART objectives to be able to measure progress towards my objectives of completing a CIPD course and obtaining a position in L&D at the company I work for. (Beevers and Rea, 2010, p.20) outline the SMART objectives as being: 

Specific – be clear about what you want to achieve; what is the actual result or outcome that you want.

Measurable – how will you know that you have achieved? What will you see, hear and feel that will tell you that you have achieved.

Achievable – the objectives in your plan should be realistic and achievable steps to take you closer to your overall ambitions.

Relevant – your objectives should be steps to larger career and personal aspirations, not just random pieces of learning.

Time-Bound – each outcome should have an achievable end-date ideally within the timescale of your CPD planning period.

In my case I would use SMART objectives as a planning tool as I have a goal I want to get to, running alongside a personal development plan enclosed within the assessment (appendix 1). My specifics would be that I want to achieve a CIPD in L&D and want to be in a role within 12 months or sooner. 
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