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Q1.1 

At Hywel Dda, our organisation prioritises nine ethical principles values which it encourages all staff to demonstrate during their service. (HDUHB, 2024) One of the values that I demonstrate daily is integrity. 

Waite (2021) says that integrity is ‘consistency between the self, values, and practice; between past, present, and future and between different relationships, situations and contexts.’ This forms part of my definition of integrity, but integrity also means to look entirely objectively, not holding bias or having strong opinions based on hearsay or past experiences. 

During my role daily, I deal with hundreds of enquiries from staff regarding their mandatory training and treat everyone with the utmost care and respect that they each deserve. Whilst it can sometimes be frustrating having to deal with similar queries multiple times a day, it is paramount to ensure that this frustration isn’t shared or passed on to the staff with which I deal with. 

Part of having integrity also means being honest, so, when I am unable to deal with something or require further assistance, being transparent and open to my customers is important as it provides them with the respect that they deserve, which in turn ensures that they treat me and my peers with respect knowing that we are doing all that we can to deal with their request in a timely manner and will always get back to them as soon as possible. 

Wright et al (2021) Suggests that professional values such as fairness and equity, professionalism and collaboration are all imperative for any organisation, especially a public facing one as they cite healthcare in their text. Being trustworthy is something that I value incredibly high in my personal and professional life, and I make a point of being available to all my team at any time for any queries which come up, or if they feel they need to talk something through. This has allowed me to form close working relationships with all members of my team. 


Q1.2

 As part of my role as administrator for the learning and development service within Hywel Dda, I adhere to the guidance laid out in the Equality Act (2010) which prohibits discrimination based on protected characteristics such as age, disability and gender reassignment. The legislation also covers disabilities, as part of my role, I also ensure that all material produced by myself, and team are accessible where possible and ensure that all our resources are translated to Welsh.  Our service also offers training courses to employees, more specifically managers, on how to engage with their employees effectively which help implement these behaviours into the organisation. 

As part of my role, I handle sensitive data daily. I can access data on any member of staff within the health board, and therefore must adhere to the regulations of the Data Protection Act (2018). All personal data that I access is processed on a need-based basis, and I do not access any staff records without a specific reason. When I create Forms for our staff to fill in, I ensure that I contain their consent to process their information and store it for the intended purpose only. 

By adhering to the legislation above I also adhere my organisation values of trust, openness, honesty and integrity. By reinforcing my organisational values in the way I work, I hope to ensure that every customer that I deal with daily is treated fairly and made to feel valued and respected. 

Q2.1 
Contributing your views and opinions
· Within my own team, I have noticed a trend with one of our quieter members where they don’t feel they are able to contribute in team meetings or suggest before or after a meeting and don’t feel confident enough to speak up in the team meeting. Because of this, I always make the effort to try and encourage them to share their ideas, which they often receive great praise from our managers for. 
I often in team meetings will be rather quiet myself as I prefer to hear other people’s opinions and views on issues before expressing my own. I will always contribute to team meetings, but I ensure that I only provide opinions that are relevant to the conversation. 
Clarifying problems or issues
As an administrator for a team of facilitators, they often have some technical issues which need resolving. Whilst dealing with my team, who aren’t all I.T savvy, I will always do my utmost to try and avoid complex language and acronyms to avoid any confusion as I appreciate that their skillset differs from my own and they may struggle to understand what I’m saying/asking if I use the ‘correct’ terminology. To enhance the way, I work with my team, I could slowly teach them different parts of my job-role to develop their I.T skillset if they showed an interest. I have previously coached two apprentices within my role to further enhance their I.T skills with great success. 
Working Effectively as part of a team
As part of my role, I develop presentations and systems for my team of facilitators to use. I always actively seek input from all members of my team when making decisions to ensure that everyone feels they have an input to changes which I make within the team, and that they feel valued. This also contributes towards my team having a high level of trust in me, as they know I will take anything they say on-board. To improve upon how I work within my team, I think I need to have more one to ones with each member to understand any issues they may be having and how I can develop new systems or alter current systems to ease their workloads. 

Q2.2
Staying up to the with new developments in the world of work is very important as it allows people professionals the opportunity to continue to learn and develop. Being adaptable in the world of administration is very important as new software packages and updates are constantly being produced. 
Gbadamosi (2009) suggests that CPD is one way that people professionals can continue to develop themselves through workshops, webinars and conferences. By developing yourself in these external settings to your organisation, you can create new contacts, learn different perspective and and allow people professionals to consider best practice in terms of theory which they can then take back to their own places of work and implement and adapt through policy. 

Networking within my organisation is also a key way in which I learn and develop further skills. Within Hywel Dda, there is a group that is open to those who work within administration called ‘Digital Champions’, which allows for staff who work within the digital areas of our services to share their skills, answer other people’s questions and ask their own questions. Through using this networking channel, I have been able to independently from my own team develop my skills in various software packages such as ‘power automate’ which allows me to create automated e-mails and answer certain e-mails without having to input anything manually, saving myself time and allowing myself and my team to operate at a more efficient level than which would otherwise be possible.


Q2.3 Answered using CIPD CPD Reflection Tool


	Record Name:
	'Managing Change' Internal course

	Date:
	12/04/2024

	Profession Map Area:
	Learning and development 

	Type of Learning Experience:
	Attended an event

	Supporting material:
	N/A


If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).
1. What did I learn?
During the 'managing change' course I learned about the Kubler Ross change model, as well as Lewin's change model of Un-freeze - change, refreeze. We also reflected on how changes impact individual staff members in different ways and how to address any concerns from staff whilst implementing changes. 
2. What did the learning experience tell me about myself?
The learning taught me to be mindful when implementing any changes to my own processes/systems and dealing with my own team, as well as different ways to implement different types of change. For example, the Lewin Model is more useful than the Kubler Ross model when implementing smaller changes. 
3. How does this learning experience impact my professional practice and the way I'll approach situations in the future?
It has taught me to be more mindful about the language and approach when implementing changes.
4. What do I need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the profession, society)?
I have already implemented the Lewin model of change in my own professional environment. Making people aware of the training that is being offered internally at no cost to other peers and staff would help broaden the impact of this learning.
	Record Name:
	Office 365 Automation development training

	Date:
	12/04/2024

	Profession Map Area:
	Learning and development 

	Type of Learning Experience:
	Something I'm doing/I've done at work

	Supporting material:
	N/A


If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).
1. What did I learn?
This training taught users the basics of the office 365 work environment and how to implement some of the more advanced features to their everyday working. This was an internal course provided by the health board and delivered by learning and development.
2. What did the learning experience tell me about myself?
The learning experience was interesting, as someone who has experience in automations and the 365 work environment it was encouraging to see that all of the things at the 'basic' level I was already well versed in. Some of the advanced tips were really useful and allowed me to further my knowledge.
3. How does this learning experience impact my professional practice and the way I'll approach situations in the future?
The learning experience helped reinforce and embed a lot of knowledge which I already held, as well as showing me new ways to work more effectively and efficiently.
4. What do I need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the profession, society)?
Continue to implement automations to processes which streamline my own workload and that of my team and department.
	Record Name:
	Video Editing

	Date:
	12/04/2024

	Profession Map Area:
	Learning and development 

	Type of Learning Experience:
	Something I'm doing/I've done at work

	Supporting material:
	N/A


If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).
1. What did I learn?
As part of my own CPD and job role, I have learned to use the Vyond video editing suite. My team are facilitators therefore deliver a wide range of different training. Having the ability to animate videos so that our learners have different ways of viewing content improves their learning experience, and has allowed me to develop a new skill
2. What did the learning experience tell me about myself?
It was difficult to learn as no one was training me on how to use the software, I was unfamiliar with it at first and used multiple YouTube guides. Now there are 7 videos that I've created being used in training across our service which is positive to see. 
3. How does this learning experience impact my professional practice and the way I'll approach situations in the future?
Having this skill is useful to my team and benefits everyone in our organisation who attends our training. An interesting presentation makes learning far easier. 
4. What do I need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the profession, society)?
Continue to develop and fine tune my abilities to ensure high quality videos are created which support our facilitators to deliver the best training that they can humanly provide.
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