Emma John Level 5 HR Management       	Assignment: Developing Professional Practice 

Activity 1
1.1 What is a HR Professional?

A ‘professional’ is a term used to describe a person who undertakes their job role to the highest standard. CIPD is the accredited body for HR in the UK. By a being member of the CIPD and achieving a CIPD qualification, a person can be classed as a professional in the world of Human Resource (HR). 
(Woodhams, et al., 2016) states it is the role of the HR professional to demonstrate leadership by being a role model whilst developing others, ensuring the workforce feel they are positively contributing to the organisations goals and objectives.  In my current role within HR it is integral that I recognise and manage knowledge, skills and behaviour, have the confidence to work with senior managers and have the capability to manage across an organisation. “Professionalism in HR is not one dimensional, it can be summarised in 4 categories: Managing Self - Managing groups/teams - Managing upwards - Managing across the organisation” (Johns & Perkins, 2016).
The CIPD promotes the concept that ‘the thinking performer’ is the core characteristic required to be a HR Professional.   The thinking performer will consciously contribute to an organisations objectives and present change in a diplomatic and non-aggressive means to ensure the buy-in from senior managers and workforce. 
The CIPD state “an essential characteristic of being a professional is moral integrity” (CIPD, 2017). An essential requirement of being a HR professional is that piers, colleagues and stakeholders have confidence in my knowledge.  It is important that I portray an aura of certainty and confidence in my role within HR.  The role of the HR professional can be seen as two fold; 1) working towards the organisations objectives. 2) ensuring the rights and needs of the workforce are not compromised for financial gain.
“All CIPD members must commit to upholding and maintaining the standards and behaviours (‘obligations’) set out in our Code of Professional Conduct document.” (CIPD 2017)
The four ‘obligations’ are: 
· Professional Competence and Behaviour
· Ethical Standards and Integrity
· Representative of the Profession
· Stewardship 
At the heart of being a HR Professional is having the ability to manage one’s own development and behaviours as well as being able to work confidently with senior management, not being scared to challenge when necessary.  
1.2 HR Profession Map  
Following years of research over an extensive range of industry sectors the CIPD have developed the HR Profession Map (Figure 1). The map encapsulates the knowledge and behaviours required in the HR field to meet the professional membership.  The professional map is divided into ten professional areas of HR, encompassing eight behavioural areas which are divided into four bands.  
Figure 1. CIPD Profession Map
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1.3 Core Professional Areas
The map has 2 “Core” professional areas:
· Insights, strategy and solutions – Understand the organisations goals and objectives and adapt strategy and solutions to meet the current and future needs of the organisation.  
· Leading HR – to lead and maximise the influence that HR has throughout the organisation by supporting, developing and measuring throughout the organisation. 
I am currently the only member of staff employed within HR for Wales Air Ambulance (WAA), I have as part of this assignment completed the student self- assessment on the 2 ‘core’ professional areas as outlined on the map (Appendix 1).  After evaluating the results, I would position myself between Band 1 and 2 on the map with the vision of improving on this banding by continually developing my skillset, through the recommendations outlined on my self-assessment. 
1.4 Professional Areas
1.4.1 Employee Engagement	
Employee Engagement is a term used to determine the level of commitment demonstrated by an employee towards the goals and values of an organisation, this includes but not restricted to job satisfaction, shared purpose and motivation. 
I chose to complete the self-assessment for ‘Employee Engagement’ (Appendix 1) as this is an area in which I am currently concentrating on within WAA. Analysing the results of the self- assessment I would currently position myself between Band 1 and 2 as I have experience researching the level of engagement within the charity, this includes online surveys, appraisals and informal discussions. By developing this area within my skillset, it will aid in the evolution of employee engagement within the charity. 
1.4.2 Employee Relations
Employee Relations outlines the “relationship between an organisation and its staff is managed appropriately within a clear and transparent framework underpinned by organisation practices and policies and ultimately by relevant employment law.” (CIPD, 2017).  
[bookmark: _GoBack]The charity recently requested staff complete an online survey based on their values.  The results of the survey outlined the lowest scoring value was ‘valuing people’. Based on the results of the self-assessment (Appendix 1) it would be prudent to explore the benefits of my own personal development to aid the charity’s development of this area. 
1.5 Behaviours
1.5.1 Curious 
Curious as a HR Professional demonstrates the ability to constantly strive for improvement and research innovative ways in which the organisational goals and objectives can be achieved and exceeded. Being curious is vital when working within the field of HR as it allows for new ideas and opportunities to aid in the continuous development of the organisation.  
1.5.2 Collaborative
Collaborative is defined as working “effectively and inclusively with a range of people, both within and outside of the organisation” (CIPD 2012). For a HR Professional to have the insight to work collaboratively with its piers and stakeholders they must be transparent with their communication and demonstrate both active and reflective listening.  
1.5.3 Behavioural Evaluation
It is important to understand not all HR professionals are at the same stages within their careers, this can also be said in relation to their placement within the ‘professional map’ criteria.  I would currently place myself between Band 1 and 2 in relation to the ‘curious’ behaviour and for the ‘collaborative’ behaviour I would confidently place myself between Band 2 and 3 as I consider myself to be transparent with excellent communication skills. 
Activity 2
2.1 Group Dynamics
“Group Dynamics is a set of behavioural and psychological processes that occur within a social group or between groups” (KB Manage, 2017).  
According to (Kurt Lewin’s theory 1939) group dynamics impacts how the the accumulation of different psychological traits by individuals determine the outcome of people’s behaviour in a group environment.  
To have a positive dynamic within a group, the members must feel comfortable enough to challenge and question instruction.  Having the confidence to question an instruction and challenge if necessary will break down barriers, which lay foundations to later build upon. 
2.2 Wheelan’s Model
Wheelan (1977) model states there are four stages to achieving positive group dynamics:
· Dependency and inclusion
· Counter-dependency and flight
· Trust and structure
· Work and productivity





Figure 2. Wheelan’s model
[image: Image result for wheelan's model]
Based on Tuckman’s (1965) forming, storming, norming, performing team-development model, Wheelan’s model is built on over 20 years of extensive research.  The model identifies, to establish a positive group dynamic the members of the group must go through a process, which can be likened to ‘cleansing and acceptance’.   It is essential that the efforts of all members are recognised, not just the leader.  A major factor in completing the process successfully is communication and the ability to listen, this will result in the minimal necessity for conflict resolution.   
2.3 Conflict Resolution 
A key role within the HR profession is the ability to manage any conflicts which arise within the organisation as efficiently and as promptly as possible.  Conflicts within the workplace can be the result of human emotions felt by one or more members of the workforce. (Watson & Adamson, 2010). Communication errors and structures within organisational are the contributions factors to conflict in the workplace. 
2.3.1 Active Listening
Active listening is a communication method which is widely used in conflict resolution.  Active listening is simply “listening” to what is being said.  “The purpose of active listening is for the speaker to understand their own thoughts and feelings about the destructive conflict they are involved in” (Sharland, 2008-2017).  Active listening requires the ability to listen without interruption, opinions and feeling the need to give advice.   It is normal for people who are in a destructive conflict situation to talk about it with colleagues as they are looking 1) to gain allies, 2) for advice.  By doing so usually escalates the problem further (i.bid). 
Five techniques as outlined below (Table 1) are key requirements for demonstrating active listening (Manktelow, et al., 2017)
Active listening techniques (Table 1)
	Technique
	Definition

	
Pay Attention
	· Look directly at the speaker
· Avoid being distracted.
· ‘Listen’ to the speakers’ body language

	
Show that you are listening
	· Nod occasionally
· Smile 
· Note your own body language
· Encourage the speaker to keep talking

	
Provide Feedback
	· Ask questions to clarify a statement
· Summarise the speakers’ comments


	
Defer Judgment
	· Do not interrupt with counter arguments
· All the speaker to finish their point before asking questions.

	
Respond Appropriately
	· Be open and honest in your response
· Assert your opinions respectfully
· Treat the person with respect



2.3.2 Influencing
A HR Professional must show knowledge and expertise in their field to have the ability to influence in situations such as conflict resolution.  For a HR Professional to influence employees it is essential to have the ability to communicate effectively across all levels, this demonstrates confidence.  The absence of the required knowledge would severely undermine the competency of the HR Professional. (Johns & Perkins, 2016) cite the work of Yemm (2008) stating effective influences should have the following characteristics:
· Friendliness
· Empowerment
· Vision
· The ability to build alliances
· Expertise and knowledge
· Bargaining skill. 
2.3.3 Active Listening and Influencing – HR Context
To effectively deal with a grievance received (appendix 3) from a volunteer regarding her unfair treatment by one of our managers I used ‘active listening’ in order to gain a greater understanding of the situation from both parties involved.   By active listening I could gather an insight into the thought process of the volunteer and manager and measure the severity of the grievance and how best to remedy the situation.  By having the confidence in my capability within the HR field and having the foresight to know how to remedy the situation, this allowed me to ‘influence’ an outcome which may not have been entirely positive for both involved (appendix 4), as the grievance was upheld, I was able to influence both parties to understand each other’s point of view.  The exercise demonstrated that as an organisation we follow process and work towards finding a middle ground which to build upon (Appendix 5).  


Activity 3
3. Project Management

“Project Management is a methodological approach to achieving agreed upon results within a specified frame with defined resources” (Ohlendorf, 2001).  Project Management skills are vital for HR Professionals as it contributes towards many HR projects, such as amendments in policies, changes within an organisation and redundancies to name a few.   

For a project to be effective conventional project management procedures should be followed.  Olhendorf (2001) states effective planning will increase the success rate of a project if the four phases of the project management process are followed (Table 2).

Table 2. Summary of the four stages of Project Management Olhendorf(2001)

	
	Four Phases of Project Management
	Definition

	1.
	Project Initiation
	Preparing, developing procedures, devising a plan

	2.
	Project Planning
	Communication amongst the project team, costings, evaluating risk

	3.
	Project Execution
	Communicating and managing changes, monitoring progress.

	4.
	Project Closedown
	Evaluation, Reviewing and closing of the project. 





I was initially employed by the charity as a part-time book keeper, my role quickly evolved, and I was offered the position of Administration Manager within six months, where my duties included HR related activities, such as recruitment, payroll and the general housekeeping of personnel information.   As outlined in my CPD self-assessment map, I would currently place myself in Band 1 with the foresight of improving my knowledge and experience as outlined in my PDP (Table 4). 

As part of my CPD I was asked by the charity’s CEO to investigate the level of staff engagement.  The employees at WAA were asked to participate in an online Engagement Survey based on the charity’s ‘values’.  The results highlighted employees felt there was a lack of communication being fed down from managers, which contributed towards the level of disengagement within the workforce. 

To rectify the perceived lack of communication the implementation of a new Employee Staff Handbook (appendix 6) was introduced.  During the project I followed the four stages set out by Olhendorf (2001).  A sub-committee was set up which consisted of trustees who specialised in the field of HR, CEO, Management Accountant and myself. To help with the project I used tools such as a Gantt chart (appendix 7) and SWOT analysis (appendix 8). 

A Gantt chart is a demonstrates the beginning and ending of a project.  Each area is broken down with estimated deadlines for each section.  The purpose of the Gantt chart is to keep track of the process and record each stage to ensure the timeline is being met. 

A SWOT analysis is a tool used by organisations to evaluate the Strengths, Weaknesses, Opportunities and Threats involved in a project.  The purpose of the tool is to consider bother internal and external factors which may have an impact on accomplishing the desired result. (CIPD, 2017)

3.1 Problem Solving

3.1.1 Negotiation
The aim of negotiation is to mutually accept a compromise that both parties are happy with, ideally finding out what the other person is prepared to accept, and trade which can aid in the negotiation process. (mindtools, 2017) 

3.1.2 Persuasion
Berrien’s Persuasion Tools Model was derived by Kenneth Berrien (1940), it is based on the level of intuition and influencing required to achieve the desired outcome.  The model (Figure …) can aid in determining the importance of a situation and how imperative it is to the individuals involved.  

Berrien’s model focuses on Intuition and Influencing.  “The implication in persuasion is that intuition is basing methods and decisions on ‘gut feel’, emotion and other unconsciously-driven methods.” (changingminds, 2017)  In contrast working with low intuition requires more rational approaches such as facts and reasoning.  Influencing is simply having the ability to change an individual(s) mind.  
[bookmark: int][bookmark: top][bookmark: inf]
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3.2.3 Negotiation and Persuasion in a HR Context
Due to the continuing growth of WAA, the board of trustees felt it necessary to recruit two qualified personnel, a Management Accountant and HR Professional within the charity.  During my position as Administration Manager for the charity I was responsible for the finance, administration, payroll and HR.   

Having been employed by the charity since 2005 I have predominately followed the 70:20:10 model, the downside of this being I have years of experience but limited qualifications. The recruitment of the new Management Accountant would allow me time to concentrate on my HR development.   The CEO was reluctant to support my request, instead recommending I report to the Management Accountant which would make me the only ‘middle’ manager in the charity.  

Using the 4 stages of negotiation model (Figure…) I was able to submit a business case to the CEO outlining the benefit in supporting my application to undertake the CIPD Level 5 in HR Management course.  Using negotiation and persuasion this allowed me to influence HR qualification. 







 Table 5.   Four Stages of Negotiation   
	Prepare
	Discuss
	Propose
	Bargain

	Enrol on CIPD Course to gain required qualification


Discuss proposal with CEO.

CEO to feedback proposal to the board of trustees. 

	CEO questioned my capability to undertake the role. 

Employing a new HR Professional would be costly to the charity.  

Supporting my development would be beneficial to the charity



	Be given the chance to be the HR Professional within the charity. 


Allowing me to attend CIPD Level 5 In HR Management would improve my knowledge and allow me the opportunity to gain the required qualification. 

More cost effective for the charity. 

Agree if I am unable to finish the course or am unsuccessful, will re-visit the option to hire externally. 

	Allow to attend University one day a week to complete CIPD course.

Allowing me to enrol on the course could save the charity £50k per annum, the approximate wage of a HR Professional in the charity sector. 

Give CEO regular updates of my progress











Activity 4

4.1 Self-Assessment – Development Plan
	NAME:


	
Emma John
	MEMBERSHIP 
NUMBER:
	
1705171

	COVERING THE 
PERIOD FROM:

	
October 2017
	TO:
	
May 2018



Planned Outcome:
	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 details for review and completion.

	Complete and pass the Level 5 Intermediate in HR Management
	Attend lectures at University.
Complete and pass assignments.
	Undertake research. Apply the research to my assignments.

Support from lecturers, fellow students and family support. 
	Passing all my assignments will enable me to graduate in July 2018.
	 May 2018

	Attend Seminars in relation to HR, such as CIPD events and ACAS workshops. 
	Research when and where events are being held.  
	Check websites such as CIPD and ACAS. 
Download the Eventbrite app.

Sign up to various solicitors’ mail lists 
	To attend at least 5 workshops/seminars between November 2017 and April 2018
	April 2018

	Develop an understanding of how to give a presentation to a group of people 
	Attend a Presentation workshop
	Research online for a workshops or courses.

Networking events

	Be able to confidently give a presentation to senior manager and staff on topics within the HR field. 
	 
December 2017

	Develop a greater understanding of Employment Law.



	Attend workshops/
seminars

Liaise with Employment Law solicitors
	Research online new legislations.  

Keep up to date with changes within Employment law using the media. 


	Attend at least 2 workshops/ seminars based on areas within Employment Law
	April 2018



Continuous professional development (CPD) is about learning and development, (Woodhams, et al., 2016) cites Madden and Mitchell (1993) “ the maintenance and enhancement of the knowledge, expertise and competence of professionals throughout their careers according to a plan formulated with regard to the need of the professional, the employer, the profession and society”. 
4.2 Myers and Briggs Personality Type Test

Using the Myers and Briggs Personality Type Test the result best describes how I prefer to deal with people, process information, make decisions and organise my life, the results indicated that I was a stereotyped as a The Guardian (ESTJ) at a glance which indicates that I am an Extraverted Thinking with Introverted Sensing. (appendix 8).   

The results of the test were reflective of my personality and indicate the roles I tend to assume within a team are that of the leader.  The Myers and Briggs test stereo typed my personality as an extrovert which is true in my personal life, however, I have many insecurities in my professional life, due to my lack of knowledge, experience and qualifications within the HR field.  Completing and passing the Level 5 in HR Management will give me the confidence and knowledge required to become a HR professional.  

4.3 Reflective Practice

[bookmark: toc-2]“Reflective Practice is a theory by which modern and traditional self-improvement ideas can be more clearly defined, refined, expanded, adapted, taught, adopted and applied, for personal development, teaching and coaching, and wider organisational improvement.” (Balls, 2017)

Reflective Practice is an extremely appropriate tool to use when evaluating one’s CPD as it enables us to evaluate how we evaluate the past and prepare to improve for the present and the future. 

Kolb’s Learning Process Diagram shows the four main stages of the learning proves as a continuous loop, as shown in Figure 1.

Figure 3.  Learning Process Diagram

[image: ]

According to Kolb (1974) the continuous loop typifies the four main qualities required for reflective practice to be beneficial in CPD.

The decision to enrol on the Level 5 HR Management course was even though I have been working as the HR personnel within WAA for over ten years I did not possess the relevant qualification in HR. 
Gaining my CIPD qualification is an ideal opportunity to enhance my knowledge and qualifications within HR.   

Using the Myers and Briggs Personality Type Test and being stereotyped as the Guardian I felt the results were reflective of my personality and highlighted that I prefer to work independently whilst learning.   

By undertaking the Level 5 HR Management it will allow me to enhance my knowledge which will benefit myself and the charity alike.  I envisage being able to conduct myself in a more professional manner and be able to implement new HR systems.  The modules covered during this course will aid in my growth and allow me to build on my HR knowledge.  

In my PDP I have identified areas which I believe I need to develop to become a competent HR Professional, they include using various tools such as:

· Completing and passing the Level 5 in HR Management
· Attending workshops/ Seminars
· E-learning
· Online research
· Formal and informal discussions with piers
· Networking
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