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Term
We will work through a series 
of sessions focused on 
developing your 
professionalism and preparing 
you for employment or further 
study. 



Session Objectives 
During this session you will: 

• Evaluate behaviours that contribute to professional identity and credibility; 

• Analyse how individual professional behaviours affect colleagues and team 
effectiveness;

This session helps students move beyond identifying desirable 
professional qualities towards understanding how their behaviour affects 
colleagues, team performance and professional credibility. 



Who Would You Want on Your Team?



Who Would You Trust with Responsibility?

Read the six profiles. Then, decide who you would choose to join 
your team?

You are part of a team recruiting a new trainee 
employee.

All six candidates have the qualifications required 
for the role. 

You are going to work alongside this person every 
day.



The profiles
Candidate A – Alex: 
Alex achieved excellent academic results and has very strong technical knowledge. 
Alex is confident in her ability and usually completes individual tasks to a very high 
standard.

When Alex believes someone else's idea is incorrect, she tend to say so directly. She 
sometimes becomes frustrated when colleagues take longer to understand 
something that seems obvious to her.

Alex prefers completing important work personally because she knows it will be done 
correctly.

Colleague comment:
"Alex is brilliant at what they do. I'm just sometimes reluctant to ask her for help."



The profiles
Candidate B – Morgan

Morgan is friendly, enthusiastic and very confident.
He regularly volunteers for additional tasks and is usually the first person to say:
"Yes, I can do that.“

Morgan contributes lots of ideas in meetings and gets on well with colleagues.
However, Morgan sometimes underestimates how long work will take. He has 
missed several deadlines because he agreed to too many things.

Colleague comment:
"Morgan's great to have around, but I'm never completely sure whether something 
will actually be finished when he says it will."



The profiles
Candidate C – Sam

Sam doesn't usually speak first in meetings and can appear quiet when joining an 
unfamiliar group.
She listens carefully, takes notes and asks questions when she doesn’t understand 
something. Sam reliably completes agreed tasks and will tell colleagues early if they 
encounter a problem.
After becoming comfortable with a team, Sam increasingly contributes ideas.

Colleague comment:
"Sam doesn't make a big impression immediately, but if she says she'll do 
something, it gets done."



The profiles
Candidate D – Taylor

Taylor produces excellent work independently.
She rarely need assistance and prefers getting on with her tasks without 
unnecessary meetings or conversations.

Taylor sometimes doesn't respond quickly to messages because she doesn’t want 
communication interrupting her concentration.
She rarely asks colleagues for help and doesn’t particularly enjoy group work.

Colleague comment:
"Taylor's work is excellent. Sometimes we just don't know what she is doing until it's 
finished."



The profiles
Candidate E – Jordan

Jordan is supportive and gets on well with most people.
If someone is struggling, Jordan will usually offer to help. He dislikes conflict and 
tries to keep everyone happy.

When Jordan disagrees with a decision, he will sometimes remain quiet rather than 
risk upsetting someone.
He has occasionally taken on additional work because he found it difficult to say no.

Colleague comment:
"Jordan is lovely to work with. I sometimes wish he’d tell us what he really thinks."



The profiles
Candidate F – Casey

Casey has less experience than some of the other candidates.

He openly acknowledges this and asks plenty of questions.
Casey regularly asks colleagues for feedback and keeps notes about things he 
needs to learn. He made a mistake during his placement but informed his supervisor 
immediately, helped correct it and changed his working process so it didn't happen 
again.

Colleague comment:
"Casey doesn't know everything yet, but he learns incredibly quickly."



Work in a group to consider the following:

1. Who would you most like to work alongside?

2. Your manager is away for the day. Which person would you 
trust to coordinate an important piece of work?

3. Which employee has the greatest potential for increased 
responsibility over the next two years?

Justify each answer with specific evidence from the profiles. 

Who would you choose to join your team?

Share and discuss your choices and reasoning



Knowledge and skills Vs Professional Behaviours 
• Being professional does not mean perfect.

• Casey making a mistake is not necessarily unprofessional

• Hiding the mistake might be.

• Alex's expertise is an individual strength 
• Colleagues becoming reluctant to ask questions may 

reduce team effectiveness.

Professional effectiveness is not only about how well you perform. It is also about the 
effect your behaviour has on other people and shared outcomes.



Professional, Unprofessional, or "It Depends"?



Professional, Unprofessional, or "It Depends"?

For each workplace behaviour listed below, vote:
‘Professional’ or ‘Unprofessional’ or ‘It depends’ 

You complete a colleague's unfinished work because the deadline is approaching.

Your team agrees on an approach that you believe is wrong, but everybody wants 
to move on.

You notice a colleague repeatedly making the same mistake but they haven't asked 
for help.



Professional, Unprofessional, or "It Depends"?

What was the most common answer?

The interesting answer to many is: 
“It depends”

For example:
Disagreeing with your manager 
is not inherently unprofessional.

How you disagree can be.

Context is often crucial to consider; 

• What is the issue? 
• Who else is present? 
• Is there a safety/ethical concern? 
• How certain are you? 
• Have you misunderstood something? 
• Is this the appropriate forum? 
• What are the consequences of remaining silent?



From Professional Quality to Professional Impact



From Professional Quality to Professional Impact

Write down five words you would like colleagues to use to describe you?

1.
2.
3.
4.
5. 



From Professional Quality to Professional Impact

Which 
words?

Reliable?

Confident? Helpful?

Knowledgeable? Approachable?

Which words did you choose? 

You cannot simply decide to be 
"reliable".

What would somebody actually 
see you doing?



Professional?

Do Keith or 
David show any 
professional 
qualities in this 
short 
appraisal? 



From Quality to Impact
Impact on others and workWhat I do.

Desired 
reputation

Others can plan around meCommunicate early about problems.Reliable

Colleagues are more willing to 
communicate

Listen constructivelyApproachable

My work doesn't delay othersPrioritise and meet commitmentsOrganised

Problems can be addressed earlierRaise concerns appropriatelyAssertive

Team capability can improveOffer appropriate helpSupportive



From Quality to Impact

Your professional reputation is built from repeated behaviours, not the words 
you use to describe yourself.

Choose five professional qualities 
and for each, write:
• one behaviour that will show 

your colleagues this quality 
• one impact this will have on 

others at work. 

Word 1 – …
Behaviour – …
Impact…

Word 2- …
Behaviour – …
Impact…



Professional Scenario Challenge



What Would You Actually Do?

Professional Scenario Challenge

For each scenario, work as a group to agree a response. 

Use 4 minutes per scenario. 

The key question for every scenario is:
What would you do, why, and what might happen as a result?



Scenario 1 – "I Don't Understand"

It's your second week in a new role.
Your manager explains a task and asks: “Is everything clear?“

You have already told your manager you understand and have spent two 
hours working on it before realising you don't..

Discuss
What do you do now?  Does delaying the conversation change 
your responsibility?  How could you protect your credibility?



Scenario 2 – The Mistake

You send some information to a client.

Twenty minutes later, you realise you've included incorrect information.
A colleague notices first and says: "It's probably fine. Nobody will notice."

Discuss
Who is responsible for deciding whether it matters? 
What information do you need? 
What are the consequences of action versus inaction?



Scenario 3 – The Impossible Deadline
Your manager asks: "Could you get this finished by 4pm?“

Your manager looks very busy.

Your manager asks: "Could you get this finished by 4pm?“

You already have another task due today and don't believe both can be 
completed properly. Both tasks affect other colleagues who are waiting for 
your work.
Your manager looks very busy.

Discuss
Do you simply say yes? How could you respond professionally? Construct 
what you would actually say to the manager.



Scenario 4 – Everyone Else Knows Each Other
You've joined an established team. Everyone appears to know one another 

new colleague too.

You've joined an established team. Everyone appears to know one another 
and there are lots of conversations and jokes you don't understand.

At lunchtime, most people disappear together without inviting you. After 
several weeks you notice that the established team often excludes another 
new colleague too.

Discuss
How could you begin building relationships?  What shouldn't you assume?
How much responsibility lies with you versus the team? At what point might 
you have some responsibility for helping create a more inclusive team?



Scenario 5 – "That's Not How We Do It"
You notice what appears to be a much easier way of completing a routine 

hours each week.

You notice what appears to be a much easier way of completing a routine 
task.  When you suggest it, an experienced colleague replies:
"We've always done it this way.“

You have evidence that your proposed method could save the team several 
hours each week.

Discuss
Do you push the idea?       Drop it?       Ask questions?
How could curiosity be more effective than telling experienced colleagues 
they're wrong?



Scenario 6 – The Group Chat
Several colleagues have a private WhatsApp/group chat.Several colleagues have a private WhatsApp/group chat.
Someone posts an unkind joke about another member of staff.

Other people react with laughing emojis. You don't find it funny.
A new team member privately messages you afterwards:
"Does everyone here talk about people like this?"

Discuss
Has your responsibility changed?  What effect could silence have? 
What could challenging achieve? What risks accompany challenging?



Professional Scenario Challenge

What responses did you come up with?

Did every group agree? 

Has anyone encountered these types of scenarios in real life workplaces? 



One Professional Commitment

One behaviour I will deliberately develop is...
I will demonstrate this by...
The positive impact I want this to have on other people or 
my work is...
I will know I am improving when...

As a final point of reflection and focus, choose a quality and behaviour that you As a final point of reflection and focus, choose a quality and behaviour that you 
will aim to develop in the coming term.
Complete the following sentences as a note in a book or a voice note on your 
phone 
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See you next week for: 

Week 2  

Confidence, Assertiveness & Communication.


