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https://sophie215559984.wordpress.com 
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UnitBirwelco Ltd (UB) is the parent company to five companies, Unit Superheater Engineering Ltd (USE), Birwelco Ltd, Unit Engineers & Constructor Ltd (UEC), UnitBirwelco Energy Ltd (UBE) and UnitBirwelco IISP (UBIISP). Specialising in design, engineering and manufacturing across the UK & India.
I am currently employed as the IT Manager for the UB group and I am also progressing to be part of the HR department for USE.
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Using Gibbs Reflective Cycle (Gibbs, 1988) I will identify real-life scenarios where I have demonstrated the acquired skills based on the CIPD Professional Map, this will also form the bases of the Personal Development Plan (PDP). Using the 6 step model will structure my blogs using the below headings;
· Description
· Feelings
· Evaluation
· Analysis
· Conclusions
· Action Plan
As identified by Gibbs (1998) this model helps to pull together the strengths, areas for development and what actions can be taken to improve my professional skills.
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This blog will reflect on an IT infrastructure upgrade within the UnitBirwelco group, reflecting on this relates to LO2 & LO6.
Description
In 2019 it was an essential requirement that UB upgraded all IT infrastructure due to the end of support on the current licensing, it also became apparent the equipment in place was old and having a negative impact on the employee’s performance. Being a design and engineering company, it was essential that employees were given adequate equipment to work with to carry out their job efficiently.
The upgrade included new workstations for all employees and new servers, with this we also carried out a change to our external IT support company which included receiving quotation from three different companies to ensure we were receiving the best and most appropriate support UnitBirwelco required, including an evaluation of the costs involved in the upgrade and the new support.
As UB is spilt across three different sites, one based in Wales and two based in England the upgrade had to be across all sites, this included 115 new workstations and 7 servers.
Feelings
At the time this was taking place I was in the role of internal IT support for the company, this was my first major implementation in the company. I had previously dealt with day-to-day issues that arose, such as downloading new software, creation of new user accounts, any simple PC issues that became apparent, if I was unable to resolve the issue, I acted as first line support for the external support company who would assist with the issues as second line support.
When I was tasked with implementing the upgrade by the new management, I felt extremely nervous and didn’t know where to start with the upgrade. I have now understood that feeling nervous with changed to the routine of work is normal, this has been confirmed by (Smith, 2014) who states that employees react to changes in the work environment with nervousness which most often than not causes resistance. I also felt embarrassed to ask for help, with the new management in place I felt like I had to impress and carry out the implementation successfully and to ensure there were minimal or no issues. However, it has been identified by (Micheal Page, 2020) that asking for assistance shows strength and isn’t generally seen as a weakness. 
Having to examine the costs of the upgrade as well as the new support from three different companies was a lot of work, I didn’t know where to start, how to compare, what costs were a necessity and what were seen as a ‘luxury’. I had never been included in the costs analysis before therefore this was a very daunting task, having to produce a professional document to be reviewed by the senior management team was overwhelming but I was too nervous and proud to ask for help.
At the time there was another IT support employee based in one of the sites in England, he had been working with the company for a lot longer than I had but getting his assistance in the upgrade and implementation was a struggle. I believe he felt as if he should have been heading the task but as UB head office was based in Wales, where the senior management team worked, the task was automatically appointment to myself.
Evaluation
When I was first presented with this task, I thought that I had to complete all requirements on my own. However, looking back, if I had asked for assistance in the very beginning from different department managers, I believe this would have assisted in several elements of the task. Implementing such a major change across three sites by one person isn’t achievable and would likely result in some issues.
Gathering the required information from employees, such as, software requirements for new hardware from the engineering department, previous cost information and budgets from the Accounts department would have eased the pressure and allowed for a more reasonable and accurate proposal to be achieved, managing interpersonal relationships at work ensures for a more effective process and outcome.
Teamwork within an organisation improves the end result and has many benefits to the organisation as well as the employees, as identified by (BIT.AI Blog, 2020) some of these include, improved productivity, more engaged employees, overcomes obstacles, builds trust within the organisation as well as simplifying any resolutions in conflict. 
Analysis
From the beginning I didn’t feel comfortable in completing the project I was given; I didn’t have the confidence to seek help from my co-workers which lead to an overwhelming feeling that I was unable to complete the task. Seeking help from the beginning or asking management to ensure there was relevant people in each site that could assist with such a major implementation to ensure all sites were happy and understood what was required, bring a variety of skill sets to complete the job.
Asking for assistance doesn’t mean you are unable to complete the job but allows for a more structured plan to be in place.
Conclusion
I now understand that asking for assistance in elements that aren’t part of my role doesn’t have a negative impact on my position in the company but will allow my position to grow and have a more positive relationship with other departments.
Collaborative working is beneficial to an organisation as identified by (Gardner, 2017) it sets out the business case, strengthen skills and drives a change in behaviour which will facilitate in keeping the task on track. 
After, finally, completing a successful upgrade in the company infrastructure, I was promoted to IT Manager for the UB group, this has given me the confidence to feel included in the company and part of the team and allowed me to believe that I have the enhanced IT skill set required in a professional environment.
Unfortunately, there were some issues that arose in the implementation of the IT upgrade which resulted in in higher costs and some employees not receiving the correct hardware. However, with the successful change in the external IT support the issues were kept to a minimum and were resolved as efficiently as possible.
Action Plan
For future instances like this, I will ask for the resources and guidance from the relevant departments. I have already built a better relationship with my co-workers after completing this task and I now feel I can voice my issues instead of keeping them to myself and trying to complete work that I do not understand.
I plan to look into completing a management course relevant in IT to assist with achieving a career in IT as well as gain confidence in areas I am not familiar with to ensure if I am tasked with another project I will feel more prepared in what I need to achieve and how to achieve a high end result with no issues. Management courses can focus on many areas to improve your career and gain experience and knowledge of the variety of management tools available, (Barker, 2020) states that having skilled managers enables efficiency within the business and drives progression.
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This blog will reflect on the implementation of a new CRM system for the UB group and relates to LO4 & LO7.
Description
It was identified that UB required an upgrade on one of the systems to a more efficient, streamline and professional system. The old system, although held all the data required held a lot of security risks and it became apparent that putting a new system in place would be more effective to the organisation. It was decided that implementing a CRM system would allow the business to operate in a more professional manor and would promote an advantage over the market competitors.
As learnt from previous experience in the IT upgrade project, ensuring there was effective communication across all sites from the start of the project was a requirement as well as ensuring all parts of the management team were involved to facilitate with the change.
Unfortunately, not everyone was happy with the change in the system which created push back on the roadmap as critical elements were not completed on time which resulted in a delayed start with the new system.
We had a Sage system in place for the Accounts department, so it made sense to implement a Sage CRM system to ensure a more streamline process across all departments. 
Feelings
At first, I was excited to have another major project in the organisation to improve the old system as this was not professional, and although held all the required data there was the ability to change to a more streamlined process which would create more opportunities of the company. 
It quickly became a struggle to get everyone involved and to complete their jobs for each stage of the process. People would either not do the task set at all or it would take a lot of pushing to get them to complete, this became very stressful and tiresome. Unfortunately, it felt as if my position as IT Manager was overlooked by senior staff, and I was not being taken seriously. It felt as though every task I asked people to complete was ignored and it wasn’t until the Finance Director (FD) and CEO got involved that people started to complete the work required. 
They provided me with ideas of how to overcome the barriers in place, which made me feel more comfortable and confident in putting tasks to the senior team. 
Evaluation
The senior management didn’t complete the tasks I had set, meaning this would push all deadlines back in the implementation. I need to make sure I changed the way I was leading the project and implementation. 
I requested a meeting with the FD and CEO to discuss the issues and we came up with different ideas of how we could get the senior team to be more effective in their responses. Although I was setting the tasks, I wasn’t giving strict deadlines and dates to work to, therefore people felt they could do the tasks whenever suited them when in fact this had a bigger impact than they expected or realised. Increasing my communication on this would have benefited from the beginning and ensuring they had all the information needed would have provided a faster response. The (CIPD, 2021) identifies that communication is an important role of the organisation, it can develop trust and will have a substantial impact on engagement and productivity of the employee. 
Analysis
After my meeting with the FD and CEO it was identified that I needed to be more structured in my communication on the tasks that needs to be completed. This has been identified by (Gratton, 2007) who states, collaborative work improves when specific tasks are clearly set and understood. 
To do this I needed to ensure they received all the information, this included.
1. Setting strict timescales and giving actual dates to work to
2. Explain the reason for the process and what it will do to guide the next steps of the implementation.
3. I also set weekly catch-up meeting with the senior team to discuss any issues or for them to get a better understanding of what was expected.
Conclusion
Due to my lack of experience in the role of IT Manager I didn’t set the tasks as structured as I could have. Doing this gives more meaningful information to the team and allows them to work towards set deadline instead at their own pace. 
Sitting down with the FD and CEO enhanced my understanding of how to effectively deliver tasks, communicate thoroughly and ask for the information required, I believe this gave me the structure to lead and influence others more effectively as well as demonstrating communication as an essentials people management skill set.
Action Plan
Going forward in any other projects I will need to ensure to give the same structure to the tasks and ensure effective and relevant information is given to all parties. I have requested that I sit down with the FD for monthly sessions on how to progress further in this and ensure I can demonstrate stronger communication skills at a senior level and ways to make myself included within the management team. 
I also believe that completing an Effective Communication course will facilitate with gaining more knowledge and how to successfully communication as a manager, it has been identified (Whitehouse, 2019) if a manager doesn’t have good communication skills it is possible to learn these skills which will result in a more valuable manager.  
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This blog will reflect on the HR Policy & Procedures structure and process we are working towards in USE. This will focus on LO1 & LO3.
Description
USE has had no official HR department in place since I joined the company in 2014. When the new owners took over HR was outsourced using an external HR company, therefore any documentation required came from this company and there was nothing internally in place. I am currently working with the HR administrator in UEC to put together group policies and ensure these are put in place group wide during the year.
Unfortunately, there was nothing to work with and we had to start from fresh. Although this can sometimes be easier than adapting existing policies to suit it is a very lengthy project. 
Having HR Policies in place in an organisation, as stated within (CIPD, 2022), provide guidance to employees and managers in a variety of employment issues. They provide clarity for employees and managers which helps to create a positive organisation culture.  
Feelings
At first it was a very daunting task as there was nothing to work with, there were no templates to go from within the company. I felt extremely frustrated having to start this task with no information to work with. As I haven’t long been working in HR and being given such a large project to complete was worrying.
However, having someone else to work with on this process gave me the security to proceed with the task and make good movement over the last 4 months. 
Annoyingly, we are not given much guidance from management and when we put the draft version for review, we receive quite a few amendments, which can be time consuming. However, as the process progresses, we can make reasonable decisions in what we are looking to achieve in each of the policies and what is relevant to the organisation. 
We are now making good progress and we feel more confident and comfortable going forward.
Evaluation
We started by creating a roadmap for the process and ensuring we had a specific document layout to work with. This ensured we worked effectively on the task and allowed us to have structure in what we were doing. (TeamClarizen, 2021) confirms that having a roadmap in place sets the main objective of the task, identifies the smaller tasks to focus on making it more manageable and allows for an easily managed project.
Putting together a document layout ensured we followed company branding as well as a formal structure in the policies to be consistent throughout. 
Although we are receiving a few amendments as we work through more of the policies these are being less each time and we are understanding what the management are looking to achieve. 
We are now making good progress in the documents and are on track to complete the end of this year, we have ensured to be consistent in the steps we are completing, and senior management are pleased with the progress made. 
Analysis
Having a robust structure in place has aided with the fast progression of this project. As well as having a road map in place to follow allows us to work to set deadlines and ensures I am managing my work effectively.
Conclusion
At first this was a daunting task to be set, however, from previous projects completed it has been learnt to use all relevant people to guide and assist with the task. 
Breaking down the project into smaller, more manageable tasks and setting out specific deadlines has aided with the successful implementation. 
Action Plan
Going forward I will look to use Microsoft Planner as a way of forming a roadmap for projects as well as managing daily activities. I will look to complete a Microsoft course specific in additional software such as planner, forms etc. to ensure I can gain the most out of what is available. I believe this will be the basis of managing my workload more effectively guaranteeing more structure within other projects and enabling a stronger problem-solving process and ensuring initial decisions are made in the correct stage of the project. 
It has been notified by (NI Business Info, n.d.) that improving computer skills increases productivity and improves efficiency. 
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This blog will contain a reflection on the recent training programme that we have created within USE and have shared across the UB group. This will relate to LO5 & LO8.
Description
Having completed the Designing, Delivering and Evaluating Learning and Development Provision module it became apparent that UB different have sufficient training for their employees, as identified within the assignment not all training completed needs to be on a school like bases. Having interactive forms of training will engage the user and improve the effectiveness of the information (Jain, 2017).
Having put my case to management I was tasked with putting in place mandatory training for all employees within the UB group. Management wanted to use a different technique instead of outsourcing all training and we wanted it to suit specific areas that have been requested by some of our clients / customers. 
Working with the marketing team we made the decision to trial a 6 month ‘UnitBirwelco Ltd Training Programme’. Each training course is to contain a video based on a different topic each month with a quiz that each employee must complete. 
Feelings
Having completed and passing the Delivering and Evaluating Learning and Development Provision module I felt confident that I understood what UB needed to do to achieve a successful programme and engage the employees. 
Although, overwhelming that I didn’t have the skills to produce a video of professional quality to achieve the standard that we were expecting this was easily overcome after speaking with the marketing department and they were happy to aid with the creation of the video after receiving all the relevant information from myself. 
Having raised this idea with management and them keen to roll this out on a trial basis I feel quite pleased to be part of putting this programme together.  
Evaluation
After gathering information learnt from specific modules within my postgraduate studies it was clear that UB needed to put in place mandatory training and why this would benefit the employees in achieving a more successful career as well as putting the organisation in an advantageous position within the market. 
We have successfully rolled out the mandatory training programme for the first couple of months and this seems to be working well. 
Analysis
As this programme is in the trial process we are still gathering the information to decide if this form of training is going to be effective in the long term, however, we are receiving a great response and users are happy to complete. 
Rolling out a different technique of training has been successful to start with and we will progress with further research in this area to continually improve the training we are producing. 
Conclusion
This form of training is working well as a short-term tool, however, for this to progress as a long-term solution we will need to ensure there are sufficient areas to cover as well as the resources to enable an effective plan to progress. 
Action Plan
For this to become a long-term solution we will require further reading into the use of internal training and it will become apparent that having a dedicated L&D department and practices in place to guarantee a useful training plan. 
Having an L&D department within an organisation as identified by (Brassey, 2019) help development the people within an organisation to ensure they are reaching their maximum capability, they focus on 5 key areas of talent development, which include, motivating and engaging employees, build an attractive employer brand, create values based on the culture of the organisation, developing people capabilities and ways to attract and retain talent. 
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	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	Become more effective as a manager and gain relative skills in management to aid with correct implementation in managerial tasks. Specifying in People Management.
	Complete a management course.
	External management course. People Management Accredited Program via CIPD.
Support from organisation to complete the course
	As specified by (CIPD, n.d.) the course provides improvements to motivate managers and guarantee teams act accordingly and to their maximum to enhance the organisation.
	Complete by end of year 2023.

	Increase knowledge and development in effective communication – use for personal development as well as gain knowledge on how to provide effective communication within the organisation
	Complete an effective communication course.
	As provided by the CPD – Effective Communication course.
	As identified by (CPD, n.d.) Peninsula Business Services provide an accredited course which aims to gain an understanding of the communication cycle and provide ways to influence others to achieve effective communication techniques. 
	Complete by end of year 2023.

	Enhance Microsoft skills to give more knowledge in uncertain areas to improve efficiency in critical parts of a project.
	Microsoft Course
	Online advanced Microsoft course.
	Improved skills on office packages – specifying in MS Planner and MS Forms.
	End of 2022.

	Become more efficient in L&D strategies to improve knowledge in ways to improve L&D within an organisation
	Complete Leading Learning and Development course
	External CIPD course.
	(CIPD, n.d.) states the course will allow me to strengthen potential to effectively deliver L&D practices within an organisation 
	24-month online course to be completed by 2025.
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