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[bookmark: _Toc17923618]                                            Executive summary 
Coaching and mentoring are the two fundamental elements of any organization through which the staffs and new recruited ones are developed if they have any difficulties or weaknesses in any skill (Cimaglobal.com, 2019). Moreover ,coaching and mentoring are offered the ones whom are needed by an organization to fulfill or achieve the goals or objectives of that specific organization .Coaching is an approach which is based on formal structure and relations with a defined and short-term period while on the other hand , mentoring is a bit different from coaching as it takes long time with informal relations and structures between the trainers and trainees .In an organization these both are required in line with or demand of goals and objectives set . Anyway , this report will focus on some significant issues regarded to coaching and mentoring such as-an evaluation of coaching and mentoring with demonstration of their importance in workplace taking into consideration British multinational energy and service company  Centrica.





[bookmark: _Toc17923619]Introduction 
Centrica is multinational energy and Services Company of England which has branches in countries like UK, Ireland and North American countries .It virtually provides services like gas and electricity services for which the company is famous in these countries. In line with the data of 2018, the company’s net revenue is £29.686 billion and net income is £1.392 billion (Centrica.com, 2019). However, this report is specifically going to discuss the aspects like in workplace what are the purposes of coaching and mentoring skills with demonstration of differences in between them, for the development of workplace effectiveness of individuals what are the benefits of coaching and mentoring, sorts of knowledge, skills, and behaviors which are needed for an effective coach or mentor in workplace in the context of British multinational energy and service company Centrica.
[bookmark: _Toc17923620]Purposes of coaching and mentoring skills in the workplace .Moreover, a demonstration of similarities and differences between coaching and mentoring
There are various skills which are needed in workplace for accomplishing the activities and responsibilities properly. Apart from that, coaching and mentoring are the skills which are also required in workplace like other general and special skills which are crucial for organizational activities. For some specific and crucial needs and purposes the skills like coaching and mentoring are required at workplace such as-
The purposes of coaching-
Improve the morale of the employees 
Employees as well as others in the high-ups they might be in the problems with moral degradation which is very harmful for any organization to grow. Therefore, for growing smooth and stay on track there needs the moral improvement and this task can be done by coaching (Forbes.com, 2019). As it is the skill which is offered at the very first of organizational activities or starting of a position or job. Hence, the employees can learn it significantly. On the other hand, when in work they get with the problem of moral decay then the coaching which works like a catalyst than any other skill or tool.
Assisting in achieving the goals of the organization 
As, we already knew that every organization somehow is related to any goal or objective then for achieving these goals and objectives there need sometimes or often different undertakings like plans, new activities, responsibilities, and so on. For these there needs change in the normal work or activities flow in the workplace. Alongside with the change of normal activities, there needs change in the plans and other activities and finally the adaptation with these of employees and others in organization. But, who will do the task. The task then goes for the coaching. The coaching only can heal this problem .And thus, helps in reaching the goals and objectives of an organization.
Building a relationship based on trust 
Trust is significant enough in an organization which can improve the performance dramatically. When trust will be established among various components of an organization that might be the employees, high-ups and others it might lead an organization towards its set destination .Coaching can considerably improve the trust or establish the trust among various components and stakeholders of an organization (Psychology Today, 2019).In an organization there might have various sorts of relationship –social or personal or others but all should be based on trust otherwise they don’t last long.






Helping to ensure the accountability 
Here comes the accountability which is the significant element or factor in an organization or in other entities that has been considered for long. While on the other hand, as the technology and other advancement have been in our spheres therefore, the factor came vigorously fore (Time and Attendance Tracking Software | TimeWellScheduled, 2019). Currently, every specific organization is focusing on this as it is the way to improve the morale and performance of employees. When in an organization there will have the accountability the employees will feel the organization as their own and everything will be before their eyes which are clear and without any corruption .Apart from that, the coaching can help to ensure the accountability in organization.
Adapt the staffs with the changes in organization 
Already it is mentioned in the previous several section or points that organizations go under various changes while achieving goals and objectives set for the improve of the organization . Apart from that, the employees must adapt with these changes without which the organization cannot improve or go forward. Coaching at that case, plays the critical roles to make the employees adapt with the changes which take place in an organization.
The purposes of mentoring-
Mentoring is a bit different from coaching. One is shot time based and other is long time based. Apart from the differences, the purposes of these two terms are also visible significantly in any organization. An organization can fulfill its following purposes through mentoring-

Helps evaluating the quality of work
Mentoring is a long term process which is accomplished or run by senior officials of an organization. It is for the long-term purposes or fix for any entity (dummies, 2019). The quality of task or activities is evaluated by mentoring as the seniors observe the activities and performance of subordinates closely which creates considerable impacts on the activities of the subordinates. For the performance appraisal, evaluation of the work or quality of work is very vital .Mentoring can help at that case to evaluate or appraise the performance and work of the employees thus the quality of work.
Increase the productivity 
Out of several goals and objectives of an organization productivity increment is one of the prime goals. Now-a-days, profit margin increment is a basic purpose of any organization which is only met by productivity increment as the more an organization will sell it product or enlarge the market and productivity the more it will get profit. Apart from that, the mentoring in long run can improve the productivity significantly by motivating and directing employees in favor of these goals. Therefore, for meeting this purpose organizations resort mentoring.
Minimize the rate of employee turnover 
Employee turnover is a regular phenomenon in many organization especially presently due to various reasons like improved lifestyle, price hike, and so on. An organization needs to invest labor, money and others in order to develop various professional skills of an employee and when it loses the employee that turns into biggest loss for it (Insperity, 2019). Organizations for long time since have been striving to minimize the rate of turnover. And in doing to so, they have been employing various tolls and methods while among them the mentoring is most significant which with time can heal this problem through listening and solving the problems and demands of the employees. 
Helps to create more effective work environment 
In organizations there might have numerous difficulties which most of the time cannot be identified by research or survey rather through other formal and informal means or ways and out of them mentoring has its fame. Among various problems the problem related to work environment is the most concerned which most of the time identified through close monitoring and observation. Mentoring is the method through which observation and mentoring can be done easily therefore, it can help to establish an environment which is more effective.
Helps in flowing information freely in organization 
As, the immediate previous point mentions aspects which most of the time remain occult in an organization like these aspects and problems many information which is crucial for an organization remains occult in an organization that might be pivotal for the organization (Zucker, 2018). So, to have the information organization sometimes should go in the informal ways. Mentoring is one of the informal ways to have knowledge on the information which should be known by an organization to bring about revolutionary changes in it .Through, close observation and monitoring an organization via mentoring can get intended informal information.
From the above discussion as well as the definition of coaching and mentoring we get little knowledge on the differences and similarities of coaching and mentoring .Some of the differences and similarities in between these two tools are-

Similarities 
Both help to share experience and information as well as expertise 
Coaching and mentoring both need to interact with the employees and others in an organization. We know that interaction is only one way to get information, exchange information, and thus get expertise as well as sharing.  Every employee is different from one another therefore, each has a distinct level of knowledge and information as well as expertise and acquiring these by an organization will be the best way to get the employees employed in their own task and the task which are for the welfare of the organization .Aside from that, the coaching and mentoring both help to ensure this purpose.
Both are employed for achieving the goals and objectives of an organization 
As the tools of an organization both have the same activity that means they help an organization to get different activities done or achieved the set goals. Mentoring and coaching are the tools which help the employees and others in an organization to get adapt with the changes which are needed to do in line with the demands of organization. Thus, they help employees, stakeholders, management and broadly organization to go along with its set ways.
Part of HRM 
Human Resource Management is the vital sector of any organization which trains and modifies employees and others concerned in line with the objectives of an organization. Both the coaching and mentoring are the part of HRM activities which gradually modify employees to get fix with the demands of organization (Hoffmann, 2014).  HRM deals with the activities which are regarded to employees, their development and mutation while coaching and mentoring are the activities or skills which make the activities easier and they are the fundamental parts of the HRM activities.
Differences 
Although the terms look like similar or apart from their functions they are almost similar nevertheless they have considerable differences between them. Like-
Mentor is the person with lot of experiences but not the coach
Mentoring is run by the person who is senior or most senior in an organization in terms of ranking or experiences as the mentoring is needed counselling or providing guidance to the staffs while on the other hand , the coaching is run by any sort of person might be experienced or inexperienced as it is conducted at the primary level of an organization most of the time .Moreover, coaching is run by the persons who are comparatively juniors in ranking or sometimes seniors in an organization while mentoring is definitely run by the persons or staffs who are seniors in ranking and experiences . Thus, in terms of experiences and seniority mentoring and coaching are different from each other.
Coach generally teaches while mentor provides counsel or guidance 
Coaches generally impart various lessons which are important for the development or improvement of any employee or organization while on the other hand, mentors provide guidance and do counsel for the assigned staffs (Sawiuk, 2017). Mentors in organization are assigned for the persons or staffs who are senior and need counselling and suggestions. That’s why the mentors provide guidance and counselling to the assigned persons. While the coaching is run by the persons or employees who are less experienced and to the large number of employees. Hence, it just teaches different activities and directions.
One is active role player while another one is reactive 
Coaching is definitely active role player as it is for the entry level officials and employees while on the other hand, mentoring is reactive in terms of role playing. In coaching the employees have less chances to react on different activities they just have opportunity to learn various activities but in mentoring there have chances for learning and as the same time reacting on various activities which are imparted by the mentors .thus they are different .

Formality, informality, and time range
Coaching is informal from several fronts like dealing with the employees, numbers of trainees, and imparting lessons (Sawiuk, 2017). While on the other hand, mentoring is completely formal from all fronts. Coaching is run for large number of people at a time while mentoring is for fewer number of people. Coaching can take place outside of the organization but mentoring is completely in organization and on work moment .Mentoring is observed by the high-ups most of the time but not the coaching. Moreover, coaching takes place for a shorter period of time while mentoring takes place for longer period of time. Mentoring deals with counselling and providing guidance which need longer time but for just teaching coaching needs less time in comparison with the mentoring.
Thus, similarities and differences between these two ideas can be demonstrated.
[bookmark: _Toc17923621]OSCAR model of coaching and mentoring and a critically evaluation of its benefits for developing individuals’ workplace effectiveness.
Effectiveness refers to improving the outcome of specific entity with the time. While on the other hand, workplace effectiveness can be defined as the increment of productivity in workplace regarding to specific or respective position. Coaching and mentoring can improve the product that means ultimately the workplace effectiveness significantly. In the following the OSCAR model of coaching and mentoring has been elaborated with its benefits to develop of employee’s workplace effectiveness.







OSCAR model of coaching and mentoring 
The abbreviation OSCAR stands for Outcome, Situation, Choices and Consequences, Actions, and Review (Gilbert and Whittleworth, 2009).Now, the model benefits in the following ways-
Outcome 
In outcome two issues are dealt specifically like the day to day activities and the long term goals or activities and their outcomes .The employees are taught about the day to day activities and outcomes in the first step because through the day to day activities and outcomes the final or long term goals , outcomes are achieved . The employees are mentored or coached how to carry out day to day activities and what they are needed to carry out these alongside of these the tools and materials are provided by the concerned persons (Woolley, 2009). Now, the long-term goals or outcomes, an organization would like to achieve or it is the norm of organizational activities to go along with the work breakdown structure. Thus, through the day to activities and outcomes the final outcomes are achieved .Moreover, at the outcome stage the employees are taught about their goals aligning with the goals and objectives of the organization. where they have to go, what to do, when to do and how to do all these issues are elaborated in this section .This is one of the significant stages in this theory .When an employee gets the idea on destination then he or she can concentrate specifically on their activities and the goal setting and achieving become easier for them .Thus, it helps to improve workplace effectiveness. while on the other hand, it is not effective from my point of view, to let the employees know on the long term goals rather they should be instructed on the day to day activities which are easier for them to accomplish but when they will be known about the long term goals then they might be demotivated with the workload ahead.
Situation
Organizations might be in different situations as per the changing business world as well as the objectives of organizations. the employees at this point or stage are taught about the current situation of the organization and what will be future situations prediction is provided for these .What about the improvement or reach of the organization in line with the goals or objectives as well what are the improvement and reach of others related to the goals and objectives of the company are explained in this stage .Where the organization is and what is going on in these also explained. On the other hand, in this stage the employees get clarification on various aspects of the goals and objectives and different activities which are going on and where different actors are in for reaching the destination (Abtahi, 2013) .When the situation is communicated to the employees then they get a specific stating point and they can run their activities smoothly. But on the other hand, they should be experienced the situation then through hand-on experiences they should be taught the situation about. Nevertheless, this stage helps to improve workplace effectiveness in the mentioned ways.
Choices and Consequences	
At this stage the theory helps the employees with providing choices and consequences of different choices. what the choices the organization has for achieving goals and objectives , what options can the employees choose from these options and provide brief on possible consequences of these options with the knowledge of best possible options and their consequences .In decision making and for planning or for any other activities there needs choosing options and alongside of choosing the perfect analysis and prediction of the consequences of all the possible consequences are needed to reach the destination on time and within the resources available (Dekker, 2009). Proper analysis and prediction is the best healer of any problem as this can provide knowledge on all possible sides related to any problem or objectives .When choices and consequences become clear then it becomes easier the activities and steps to be undertaken by the employees for reaching the destination .While on the other hand, proper prediction is very crucial for alternatives and proper analysis is needed to get the best result. In that case the “Bounded rationality” or “Satisfying rationality” can be the best collaborator as it can help to decide and analyze the consequences.

Actions
This is the stage in which every actions and steps which will be undertaken are detailed out with the timeframe. What actions will be taken for achieving the goals or what choices will be the best choices among many alternatives this gets fixed in this stage. What an employee will do next after choosing the alternative, the ways he or she will undertake for fulfilling the demands of alternatives with the possible timeframe .These are objects which are dealt in this section. That means this is the detailed plan based a stage. This is helpful as it provides the plan which is crucial for doing anything in workplace .But on the other hand, action plans must be accomplished for the sake of goals.
Review 
This is the last stage of this stem of the theory. In this stage the employees are instructed what should thy do to review the progress of them in their respective activities (Defoe and McVeagh, 2011). The time when the progress review should be undertaken and how should be undertaken and lastly, it is most significant to check either the plan and activities are going in line with the objectives and forwarding towards the set outcomes or not .This is an ongoing process that means the review .Review is required almost in all activities in workplace for checking the progress of activities in line with the goals. While the review must be proper otherwise goals achievement can be failed.
[bookmark: _Toc17923622]Critical exploration of the knowledge, skills, attitudes and behavior needed by an effective workplace coach or mentor
Coach or mentor is required at least one point of the career cycle of an employee. The career goals can be achieved properly and within bounded timeframe if the instructions are provided properly with all the materials and tools. Alongside of these, the coach and mentors must be effective to achieve workplace effectiveness. Apart from that, for being effective coach or mentor there need skill, attitudes, knowledge and behavior. Therefore, this section is going to elaborate these skills, attitudes, knowledge and behavior needed to be an effective coach or mentor.
The effective manager will be adorned with the following knowledge and skills-
Knowledge 
The mentor or coach must be knowledgeable otherwise he or she cannot able to instruct his or her subordinates on the required issues of an organization (Melbourne, 2014) .Now ,the question might come fore that what sort of knowledge he or she must achieve ? Then the answer will be that the mentor must achieve knowledge on all aspects related to the goals and objectives of an organization , different decisions and plans which are undertaken to achieve the organizational goals .Moreover, he or she must have knowledge how to motivate the subordinates towards accomplishing specific tasks and other required academic skills and knowledge.
Motivation 
When the word “motivation” comes fore then one particular object comes strongly before is the goals of specific person or organization .goal achievement and motivation these two terms are inextricably associated with each other . Motivation can be offered or achieved by incentives .In almost every stage of goals achievement of an organization the factor motivation is tremendously required as the employees would not like to do anything without the push from the outside while the motivation is the outer force . Apart from these, for a mentor or coaching he or she must be a best or an effective motivator. 


Leadership 
For long since leadership has been considered as the skill which is strongly associated with the motivation and it acts like a catalyst in any organization and in achieving anything both in personal and academic lives (BARRACLOUGH, 2016). A great or best leader knows how to motivate his or her employees, what to do in line with the demands of any organization, what are the challenges, what will be the possible steps to take on in response to different challenges, and how to accomplish different activities etc. and so on .Alongside of being a good motivator, a mentor or coach must be a good leader.
Effective communication 
In the case of every particular activity and step they must be communicated effectively to the employees and other stakeholders of an organization .Effective communication can resolve many problems easily. The employees must have clarity on various aspects related to organization, plans, goals, and various activities regarded to these (Hunt, 2015). When they will be clear on these then the achievement of these will be also easier. Therefore, the coach or mentor must be an effective communication who will be able to communicate every ideas and activities properly and easily with his or her employees.
Now, here comes the attitudes and behaviors which the effective manager should be adorned with-
Willingness to share 
Sharing and caring are the factors which should be in an organization and must be in the ones who are associated with the leadership and motivation. Both the employees and others in an organization must have the behavior or attitude to share needed information and take in the needed one (Albertazzi, Bottero and Sene, 2014). If not the sharing can caring takes place in organization then it cannot go forward as information leakage can take place and other organizations who are the competitors can be benefited by the information .Apart from that, the coach and mentor must have the attitude to care and share everything freely.
Expertise 
The expertise in the coach or mentor must be demonstrated that means he or she must be showing attitude based which will be helpful for others who follow him or her. When the mentor or coach will have expertise then he or she can able to easily motivate the employees and the employees think so that the coach or mentor will be perfect from all grounds (Collins and Evans, 2009). The coach or mentor needs expertise like convincing easily others, motivating others, responsibility undertaking, problem solver, understanding and predicting various challenges and opportunities for specific goals from the business world which is competitive.
Accepting everything easily 
A person might have criticism and appreciation around ,moreover ,he or she might make mistakes and take wrong decisions but he or she must accept them easily otherwise ,he or she will not be able to go forward with numbers of people .this can be applied easily for any mentor or coach who will be effective in workplace . The coach or mentor might face difficulties, embarrassment or criticisms which he or she must face easily otherwise cannot able to lead the employees towards specific goals. In a big organization or small when it is time for mentoring and coaching it means that the organization has some problems and it must solve these problems by proper coaching and mentoring.
Flexibility 
Information flowing, informal or formal relationships development, performance improvement and so on can easily take place if the management structure broadly the organization becomes flexible (Labrecque, 2012). Moreover, who are the motivator or mentor will be flexible. Apart from achieving these factors, the mentors or coaches must be flexible for motivating their employees .Here, becoming flexible refers to share information freely, listen the employees what they think on goals and their sorrows and sufferings as well as problems etc., how the employees would like to go with the organization as well as the goals and objectives etc. For doing so, the mentor or coach should be flexible.


[bookmark: _Toc17923623]Conclusion
Coaches  and mentors are the persons who can play crucial rule in motivating the employees and leading as well as achieving the goals of an organization .For doing all of these effectively they must be effective and all the aspects with the stakeholders must be in favor of them .For workplace different activities specifically for achieving the organizational goals and for performance improvement and problem solving coaching and mentoring are the best skills .Taking into consideration the coaching and mentoring this report discussed the factors like- in workplace what are the purposes of coaching and mentoring skills with demonstration of differences in between them ,for the development of workplace effectiveness of individuals what are the benefits of coaching and mentoring ,sorts of knowledge ,skills , and behaviors which are needed for an effective coach or mentor in workplace in the context of British multinational energy and service company  Centrica.
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