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	Candidate name: Kimberley Low 
	CIPD Membership/registration No.:
57493170

	Qualification title: CIPD Applied Diploma in Human Resources 
	Unique Learner No. (ULN):
1400169

	Unit code
	Unit title
	Assessment criteria no.
	Evidence description
	Evidence reference number
	Assessor
initials
	I/V initials if sampled

	
	Contributing to the Management of Change
	LO1
	SWOT- Planned re-structure of finance department and introduction of new software
	Ev.1 
	
	

	
	Contributing to the Management of Change
	LO1
	Stakeholder mapping 
	Ev.2
	
	

	
	Contributing to the Management of Change 
	LO1
	Change plan – Restructure of Finance department and introduction of new software
	Ev.3
	
	

	
	Contributing to the Management of Change 
	LO1
	Gantt chart – Restructure of finance department and introduction of new software
	Ev.4
	
	

	
	Contributing to the Management of Change
	LO1
	Initial meeting minutes
	Ev.5
	
	

	
	Contributing to the Management of Change 
	LO2
	Finance Manager Job Specification
	Ev.6
	
	

	
	Contributing to the Management of Change 
	LO2
	Social media recruitment post – finance manager 
	Ev.7
	
	

	
	Contributing to the Management of Change 

	LO2
	Screen grab - invite to meeting email
	EV.8
	
	

	
	Contributing to the management of Change 
	LO2
	Meeting 2 minutes – office team 
	EV.9
	
	

	
	Contributing to the Management of Change 
	LO2
	Screen grab – invite to training 
	EV.10
	
	

	
	Contributing to the management of change 
	LO2
	Screen grab – email confirming permission to sponsor job 
	EV.11
	
	

	
	Contributing to the Management of change 
	LO2
	Questions used in one-to-one meetings with office team
	EV.12
	
	

	
	Contributing to the Management of Change 
	LO2
	Statement from Head of Department confirming involvement
	EV.13
	
	

	
	Contributing to the Management of Change 
	LO3
	Summary of feedback from one-to-one meetings
	EV.14
	
	

	
	Contributing to the management of Change 
	LO3
	Screen grab – recent procurify orders. System in place 
	EV.15
	
	

	
	Contributing to the Management of Change 
	LO3
	Meeting 3 minutes – sign off 
	EV.16
	
	

	
	Contributing to the Management of Change 
	LO3
	Statement – evaluating and confirming contribution to change plan 
	EV.17
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[bookmark: _Toc92142647]Learning Outcome 1 
At present Folly Farm is not carrying out its purchasing and ordering in the most efficient ways possible, this is leading to duplicate purchasing, loss of departmental budget controls, invoices not being paid and unexpected invoices as things are not being correctly recorded, this is also combined with the fact the finance department is stretched thinly and unable to carryout as much future planning and forecasting. The key driver for change in this case is internal as there is a need to upgrade a system, completing a gap analysis and SWOT (EV.1) highlighted the reasons certain business goals aren’t being achieved, Leonard and Bottorff (2021) note that a gap analysis is an excellent starting point and looks at where the business currently is and what its desired goal is and what needs to be done to reach this. In the case for Folly Farm the current stance is purchasing system is inefficient and costly and finance department is stretched thinly and the end goal is to have a larger team to ensure payroll and payments can be done accurately and free up more time for forecasting, what needs to be done is the introduction of a new finance manger and purchase order system. The main potential benefits will be efficiency, and accuracy meaning a reduction in costs and purchases being done quickly ensure park operations aren’t compromised. 
After completing a stakeholder analysis (EV.2) to highlight those who would be affected by the proposed changes, it meant that appropriate measures could be planned to ensure the right information and support could be provided to them to aid with adjustment and buy in, Springman (2011) notes that this is a crucial exercise and it is important to look at each stakeholder groups needs to ensure they are being prioritized equally which will help gain their trust when implementing the changes. Top priority groups to consider are the main admin office team as they currently carryout all purchasing and this is likely to change in line with the plan so it’s important to communicate with them regularly and honestly about how their roles will evolve with the introduction of a new finance manager who will take on the majority of the purchasing. It will also be vital to communicate with the management team as they will likely have less control over their budgets if we move to a central ordering system and they will need to be kept up to date and trained on new software to ensure they use it correctly and appropriately. The finance team will need to be given information and input into the selection of the new manager due to be appointed, especially the head of department to ensure the successful candidate is a good fit for the team and experienced enough to take on payroll duties etc. The director team will also need to be kept informed of plans and decisions as although hey will be unlikely to be affected day to day, one of the key resources needed will be financial means as there will be a large new salary for the new manager and cost of a purchase order system, and they will need to be able to see that the benefits of both things made sound business sense. Support needs identified include continuing with an open-door policy to ensure questions, comments and concerns can be addressed as well as scheduling training sessions on new software to ensure those who will be using it are aware of new systems and what is required. The main resources required to successful implement this change is labor in the form of a new member of staff and a new software system, there also needs to be considerations for labor hours facilitating training of new staff member and also of existing team on the use of a new system. Setting out the key resources needed for a change plan can aid its implementation and it is important to give consideration to upskilling and re-training not just physical resources such as software packages, (Ramos 2016). 
After giving considerations to the business case and benefits that could be yielded from implementing the proposed changes, a change plan was developed for consideration (EV.3) the plan outlines the key objectives which are relieving pressure on the finance department and improving the purchasing system thus making efficiencies. Dickson (2020) discusses that the main reason organisation changes fail is due to lack of or poor planning, this is why it is important to clearly outline the current situation and where the end goal is as shown in the change plan I have completed for this particular change. The key actions to achieve the objectives are hiring a new finance manager and purchasing and implementing procurement software, by having these two clear actions the change plan is clear and this will help communicate the vision to the wider team and ensure the focus remains on these two key areas. CIPD (2021) discusses that implementing change can be challenging and effective project management and avoiding slipped timings of missing key deadlines can help strengthen the wider teams buy in, if targets and time scales are missed then employees may lose trust, this is why this change plan has been developed with specific timescales in mind. The time scale for the project is 2 months with the initial focus on hiring a new finance manger and the admin associated with that, this is due to the new candidate possibly having a large notice period which could slow the project down, once this stage has commenced it will run alongside phase 2  as indicated on the gantt chart (EV.4) to ensure software and training are all in place ready for the new finance manager to start, this concludes with both phased aligning and nearing completion after 2 months. 
The change plan was communicated and presented by the head of HR and I to the director team initially to gain authorization this can be seen in the meeting minutes (EV.5). Mindtools (2007) discusses Kotters 8 step model and highlights forming a strong coalition and getting leaders of an organisation to believe in the need for the change as a crucial step, this means that having buy-in from the directors who carry a lot of influence over managers within the organisation can help drive the change plan forward. 
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Once the change plan was agreed, it was then put into place on 1st October 2021, there were multiple members of the team working on the project, all taking responsibility for different areas and logging progress on the gantt chart (EV2). I started by preparing for a new role, this involved admin-based activities such as writing a job spec (EV6) and advertising the role on the organisations social media pages (EV7). I played a large role at this stage of the plan and also carried out pre-screening of applicants and arranged interviews.  Sitar and Hardy (2021) note skills for project management including time management, communication and patience, the latter was key as initially there were very few applicants for the finance manager role. 
Brown (2021) notes that trust is crucial when implementing change, especially when change affects individuals within an organisation, due to this and as discussed within the change plan, communication with all stakeholders is essential. Heathfield (2021) agrees with Brown (2021) and also discusses the value of a trusting relationship with employees when implementing change, largely due to the fact they are more likely to buy into a new concept as the trust is already there. This has been done through regular meetings to keep the admin team, HR team, Finance team and directors all up to date and involved at all stages of the process. The admin team’s role will arguably change the most as they will loose ownership of the purchasing and ordering and will take on more customer service and bookings, this needed to be managed carefully and meetings were arranged (EV8) and during these meetings they admin team were given the opportunity to give their thoughts, the finance team were also given the opportunity to highlight which software options they felt were best suited as they would be the primary users, this can be seen from the second meeting minutes (EV9). Other Support which aims to maintain positive relationships during the change process has been given to the management team who will now have to get orders approved first (changing their current system and essentially giving them less control) they were invited to training sessions on the new software, anticipating reactions, these were specific to each department and done in smaller groups, this was to tailor the approach and avoided a situation where the entire management team were all together and had the potential to resist the change and group together negatively, invites were sent out via email (EV10). The company’s open-door policy also encourage open and honest communication to ensure concerns can be raised, this has been important also to the admin team who have needed to adapt well to the new finance manager and an informal meeting was set up during the onboarding process in a relaxed way involving a coffee to introduce all parties who need to work closely, this was to avoid resentment from the admin team as they were loosing some of their work load to this new person. This was monitored at all stages with regular and informal catch ups to ensure relationships were maintained, Lipman (2016) discusses that there can never be too much communication during the change process and that approach was applied throughout the project. 
Procsi (2020) discusses that monitoring change is important as it is simply not good enough to put a plan in place and assume the rest will follow, if monitoring doesn’t take place, then potential obstacles can’t be identified and rectified. This occurred during the process as the initial pool of applicants for the new role was very slim, and time was moving on and with time frames to meet the situation had to be re-evaluated and thus lead to a larger social media drive as the initial stance was ineffective, and a sponsored push on indeed, although this wasn’t a large cost it was an unbudgeted cost, however it kept the project on course. I gained agreement for this from the head of department (EV11).  In terms of monitoring the effectiveness of change, I focused on how the admin team were adjusting to their new roles and responsibilities, this was done through informal meetings one to ones using probing questions (EV12), and generally reviewing their motivation and performance, although informal, this style best suits the organisations culture and requirements as it is a small-scale family run business.  Heathfield (2020) discusses that co-worker trust and informal communications can help employees adapt to change and this is especially true within the culture at Folly Farm, as a small family run business there is a great deal of loyalty and trust so it would be clear straight away if employees were not happy and had not adjusted well just from informal interaction.  I believe my contribution to the change plan was valuable especially in terms of this area and communication as I’m in a non-management position and often this makes employees view me as more approachable, communication and adapting to challenges were large parts of this project as noted in a statement by the head of department (EV13). 






[bookmark: _Toc92142650]Evidence 
EV.2                                                                                                   EV.12 


[bookmark: _MON_1703239365]                                                                                                                         

EV.6                                                                                                EV.13 


[bookmark: _MON_1703239651]                                                                        
EV.7



EV.8 



EV.9 


EV.10 



EV.11 
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Procsi (2020) discusses that measuring the impact of change management can be difficult, especially when trying to measure the feelings of people affected and how they have adapted, the article goes on to note ways of measuring organizational and individual performance relating to change, looking at the adherence to timescales, performance improvement and then for individuals looking at employee satisfaction survey results and general employee behaviour. The results of the employee one to ones with office team (EV14) show qualitative data in the form of in-depth probing questions, these generally show that the office admin team are happy in their roles still with them expressing their enjoyment of trying new tasks such as bookings and having more time to put into sales reporting. The organisation as a whole has benefitted from the changes as they are experiencing more accurate reporting from the purchase order system that was put in place and are now able to break down purchasing into departments and product groups which allows for better forward planning, it is also clear that the new system has been adopted well by the management team as it is being used efficiently with multiple orders in place (EV15).  The finance team being strengthened has also helped the business as a whole as the team is stronger with new ideas coming in and accuracy has not been affected as there have been no concerns raised in the last 3 months regarding payslip/payroll discrepancies. Michels and Murphy (2021) discuss that as long as change is purposeful, it will be adopted by employees, this clearly shows there was a need for the changes as employees and manager have adapted well thus leading to a more efficient process and happier team. 
Harshak, Aguirre and Brown (2010) Raise the point that although a change may appear successful, it is important not to declare victory too soon, this is especially true when dealing with people focused change as people will quickly revert back to old habits and ways if they aren’t continuously reminded, to combat this, a refresher training session on the purchasing software will be arranged and take place in the next quarter as agreed during the sign off meeting (EV16) by the director team, admin staff and finance team and wider management team.  This will be aimed at line managers to ensure they are all comfortable and using the system properly, it will also be an opportunity to see how things are after a period of time and what further processes can be put in place to improve.  This meeting was a chance to communicate the key outcomes to all stakeholders thus being the successful implementation of a purchase order system and the introduction of a new finance manager to relive pressure on the finance department and allow for spending control. Stakeholders were given the opportunity to express their feeling son the change and how the organisation had adapted, it was also a change to discuss further evolvement of the change and how this might affect them in the future.  Sirkin, Keenan and Jackson (2005) Discusses commitment to change from employees and managers impacted and notes the need to not only update during the process to keep engagement levels and drive but also the need to summarise at the end of a change process and to keep the new standard or outcome strong, this is important in a small family run organisation such as Folly Farm as trust and loyalty of team members is vital, lots of managers have upwards of 10 years of service and need to feel as though their involvement is valued and part of the overall business achieving its goals. 
Gordon (2020) discusses the idea and use of change champions to solidify change within an organisation, this can be done by selecting an individual to drive forward the change on the ground and an approachable person who affected employees may trust or approach more and communicate concerns or ideas that can then be fed back to the project manager, this could strengthen any changes that are put in place in future, this option was not utilised during this particular project due to the scale and number of employees impacted, if it were to be rolled out across further team members then this would be a valuable measure. 
In terms of my own contribution to the change plan and change management for the organisation I would say the majority of Kotter’s steps can be applied. Feedback from the Head of HR (EV17) identifies this, and this can also be applied to Kotter’s model. Tahir (2019) discusses the model and how it’s relevance to change plans on all organisation levels and scales can be implemented. In terms of creating urgency, my contribution was time effective and the need for change was communicated to stakeholders and the initial buy in was already there due to employees being able to understand the need for change and myself communicating the potential benefits of it. In terms of building a coalition for change, I was involved from the early stages with the head of HR and other HR team members which included generating job descriptions and initial meetings with managers to aid them in driving their teams. As noted multiple times during this portfolio, the communication of the vision is equally as important as what the vision is and as I was an integral part in ensuring this was frequent and kept stakeholders involved with regular meetings. I also had to adapt and overcome obstacles such as the initial slow progress of applicants, the solutions for this were then discussed and budgeted for accordingly without too much impact on time scales. In terms of building on change and getting it to cement in company culture, I ensured that a follow up meeting was arranged for the next Quarter to ensure those involved get the opportunity to give their thoughts and concerns as well as address any potential problems. There are a few areas for improvement, for example Kotter notes celebrating the small wins during the process and I do not feel this was done frequently enough and it would have kept morale high and motivated the team further, examples being when the new finance manager started and during the implementation of new responsibilities for admin staff, they could have received further reward and recognition in addition to regular communication. The other area to improve on could have been to implement official change champions to drive the force, however due to project scale this wasn’t deemed necessary. 
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Stakeholder Grouping

Using the Stakeholder Influence/Interest Matrix, complete the table below. This will help determine stakeholder’s grouping for change communications. 



		Stakeholder Name

		Influence Level

		Level of Interest

		Stakeholder Grouping



		Company Directors 

		High 

		High 

		Key Player



		Managers

		High 

		High 

		Key Player 



		Employees

		Low 

		Low 

		Minimal Effort



		Customers

		Low
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 Change Plan

		Created by

		Kimberley Low



		Date

		1st September 2021



		Version

		1







		Vision and Objectives



		Overhaul finance department and purchase ordering systems to create efficiencies. 

1. Create central ordering system to ensure control of spending. 

2. Relieve pressure on finance department. 

3. Speed up projects by ensuring communication of ordering/delivery. 





		Activities to achieve objectives 



		Phase 1 – Introduction of Finance manager 

· Create/define role and associated paperwork

· Interviews

· New starter induction/onboarding 

· Management meeting

· Clarify roles for rest of finance team

Phase 2 – Introduction of purchase order system 

· Management Meeting

· Research/selection of software 

· Re-distribution of workload

· Software training 





		Business case 



		Current situation involves multiple senior team members ordering and purchasing and things not being correctly recorded, also involved the finance department being stretched thinly with high volume of workload and invoices being received with no log of authorisation. The future state would involve a purchase order system being put in place with senior management approving the purchase, this would regain control over budgets and ordering and ensure orders were logged and the finance department would then be able to pay invoices inline with this information, this would speed up the process and ensure efficiencies were created. The future state would also involve the introduction of a Finance manager to strengthen the department and relieve the pressure, this would involve the re-defining of roles and responsibilities amongst existing team members and free their time up for other projects. 

A gap analysis was carried out in the form of a SWOT analysis to identify the need for change, the strengths and opportunities as well as the threats, this has helped with the change planning process. 

The biggest risks would involve lack of buy in to a new system from management as they are accustomed to current set up and the evolution of roles to include different responsibilities. 





		People affected 



		Admin Employees, Managers, contractors, directors. 







		Roles 



		Project leader – Head of HR

Supported by – HR Officers 







		Communication strategy 



		Frequent communication to ensure all stakeholders are given information and given an opportunity to give their feedback during the process to help ensure positive buy in and successful adaptation. 







		Support to be offered



		Support and open door policy should employees affected wish to raise concerns or questions. 

Training on new software for all users. 







		Timings and milestones 



		1st October – preparation of new fiancé manger role including job specs and associated paperwork. 

4th October – Interviews 

5th October – meet with individual team members and clarify new roles/responsibilities

6th October – Management meeting (purchasing)

8th October – Purchasing software research and selection begins

13th October – Onboarding process to begin

17th October – Management meeting (Finance)

6th November – Re-distribution of workload (Finance)

6th November – Strat of training sessions for new software





		Resources required, including cost 



		Software – purchase order system

Time – approx. 2-3 months 

People – new finance manger role 







		Monitoring activities



		Regular check ins with affected employees and mangers to see how they feel during the process. 

Monitoring of the implementation of the change (Is the plan on schedule, do adaptations need to be made?) 







		Success Measures



		Regular reviews during and after the implementation of the change. 

Measures include whether all purchases are being logged correctly by all users, performance reviews with finance department to gage how their workload has changed and if they have more time and are under less pressure. Reviews with employees who have had roles adapted to ensure they are content with changes and are on board with changes. 











JT 7.10.19
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		FINANCE DEPT REVIEW

October1st 2021, 2:00PM



		

Minutes: JH

Attendees: (KE), (AW), (CE), (AT), (EB), (RB), (NT), (BB), (KT), (KL), (BE)



		Item

		Specific

		Target completion:

		To be 

actioned by:

		Date completed:



		1

		Quarterly Budget Review

		· Budget Update

NT presented budget for Q3, identified key areas of overspending including general office supplies and maintenance purchases. Also noted duplicate purchases and missing invoices. KT to raise this with managers at next managers meeting. Finance department still struggling to meet demand and manage workload. 

		Mgt meeting 

		KT

		Oct 2021



		2

		Expansion of Finance Department

		Intro of new finance manager 

KT/KL discussed finance department plans and need to forecast/ regain control of budgets especially as park due to expand further. New role to be advertised to relieve pressure, all in agreement. 

		Advertise and recruit new finance manger 

		KL

		Oct/Nov 2021



		3

		Purchasing/Procurement software

		· Purchase order system 

BE to research different software and set up meeting with finance to ensure meets needs. Training sessions to be set up to ensure accurate usage. 

		Research/purchase software 

		BE

		Nov  2021



		5

		Any other business

		Around the table

· NT wanted to meet with KL/KT to ensure job spec for finance manager is accurate and appropriate. Agreed. 

· BB purchase system needs to be user friendly and in-line with seasonality of business. 



		

		

		



		6

		NEXT MEETING:

		· December
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1. How do you feel the introduction of the new purchase order system has impacted your role?





2. How do you feel your workload has been affected by the introduction of a new purchase order system and finance manager?





3. Are you happy with how things have been communicated to you so far during the process?





4. Do you feel you have received adequate training on the new elements of your job role?





5. Do you think there are any improvements that could be made relating to the changes made?





6.  Do you feel like the transition has been smooth? Were you given enough support?







7.  Do you feel as though you were kept sufficiently informed during the progress?
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		Reports to:

		Head of finance and directors.



		Work location:

		Folly Farm Complex



		



		Introduction: The Folly Farm Mission



		[bookmark: _Hlk535832661]Family has been at our heart for over thirty years with one clear mission to EXCEED EXPECTATIONS. As part of our supervisory family, you’ll help us achieve this ‘The FAMILY Way’ embracing and promoting our values and standards each and every day, shaping the experiences of our guests and team.



		



		[image: ]YOUR ROLE



		To assist directors in the day to day running of Folly Farm Leisure Ltd.’s Finance Department, providing support across all Finance functions (company accounts, payroll and cash office) ensuring accuracy and confidentiality at all times.



		Your Key Responsibilities/Daily Tasks:

· Undertake daily accounting activities ensuring procedures are followed accurately, all associated administration is completed and systems are run in accordance with legislative and Company policy.

· Raise invoices and track payments, and where not received chase in accordance with Company policy.

· Reconcile all promotional vouchers and ticket sales e.g. Tesco vouchers, events, liaising with the Cashier team to ensure these correspond with the relevant balance sheets.

· Take a professional, pro-active and diligent approach to supporting timely resolutions to financial / accountancy issues, investigating discrepancies thoroughly and reporting discrepancies and providing regular feedback to the Head of Finance as per the Company procedure.

· Work with the Head of Finance to prepare financial reports and information for the Directors / senior team.

· Ensure the safeguarding of data and that security measures in relation to all finance sectors are carried out and effective, always acting with discretion and the highest level of confidentiality.

· Working with the Head of Finance, liaise with auditors and the appointed Company accountants to ensure monitoring is carried out and compliance achieved.

· Keep abreast of changes in financial regulation and legislation to ensure the company is always compliant and working to best practice.

· Cover cash office duties as trained to ensure the smooth operation of the park. Duties include:

· Reconciling daily takings and preparing floats

· Attending ATM, arcade and coin-operated machines

· Issuing change across the Park as required

· Monitoring discrepancies and supporting line managers with cash handling issues.

· Run weekly and monthly payroll systems in accordance with the company and legislative requirements as trained and required.

· Take the lead with health and safety standards ensuring SOPs (standard operating procedures) are adhered to, complying with our Health and Safety policy to meet legislative and Folly Farm standards. Take responsibility for the upkeep of all associated records and checks.

· Take the lead in the provision of exceptional guest service in a fast-paced environment driving our mission and brand ‘The FAMILY Way’ each and every day.

· Act as a point of contact for guest/client relations assisting with general queries and work with management to ensure immediate service recovery is achieved. 

· Lead by example, demonstrating Folly Farm standards, policies and procedures as laid out in the employee handbook, and trained to do so, always acting as a role model and ambassador.

· Assist the leadership team to train and equip team members with all the necessary knowledge and skills required to fulfil their duties in accordance with the Company training strategy. Ensuring training records are completed and up to date.

· Act as a coach and mentor to your team, encouraging them to be the best they can be.

· Maintain consistent standards of motivation, monitoring and nurturing team members’ performance providing regular feedback to the senior team.

· Always work as part of the team maintaining open, professional communications and use of feedback systems throughout the organisation to ensure the smooth operation of the department.

· Share information and suggestions with your team members, supervisors and managers, taking a pro-active role in the generation of new initiatives and ideas to strengthen the department and work with the senior team to improve the attraction.

· Acknowledge and promote the good reputation of Folly Farm Leisure Ltd and the Company culture.

· Maintain high standards of cleanliness within the department ensuring that it consistently meets Folly Farm standards.

· Take pride in your work area and ensure that you and the area you are working in is ready for service at all times. 

· Only operate the equipment you are trained to do so by the senior supervisory or management team.

· Report any irregularities, faults/damages or concerns to the management team/via the appropriate system.

· Ensure knowledge within your field, surroundings and park attractions/activities is kept up to date to enable you to assist guests effectively, always working towards performance excellence.

· Conform to all senior supervisory/management directions and follow all workplace procedures with care.

· Ensure that all information of a confidential nature gained in the course of duty is not divulged to third parties.

· Assist the management and director team in ensuring the smooth operation of the department and park, providing operational cover and assistance in any area of Folly Farm as required and trained.

· Any other duties as specified by management.

The duties and tasks outlined are not intended to be exhaustive and other duties may be required from time to time.



		



		Being a Folly Farm Supervisor: The FAMILY Way



		Family is at the heart of our Company and to help us achieve our mission, we like to do things 'The FAMILY Way'. As part of our family you'll need to embrace and embody this code of conduct each and every day:

· Friendly Welcome – Provide a warm welcome to our guests, clients and team members, always representing the Company in a professional manner.

· Attention to Detail – Meticulous, thorough, with an eye for detail and analytical, you'll need to ensure standards are met and maintained, training is followed and best practices implemented. Organised with the ability to use your initiative, multi-task and troubleshoot, fully aware of your surroundings to ensure an efficient and effective operation.

· Make Magical Moments – It's the core of what we do. Delivering a guest day out like no other. One to be repeated and treasured. Promoting engagement and driving our standards/values, you'll lead by example to ensure expectations are exceeded.

· Immediate Service Recovery – Open, and professional in your communications, you'll be able to remain objective and calm under pressure, working with management to find resolutions.

· Look to the Future – Willing to learn and maintain an up to date knowledge in your field, you will be keen to contribute to the development of the department and park as a whole, to strengthen the brand and our people. You'll also engage and promote our community, conservation and environmental commitments to strengthen sustainability.

· You – our Folly Farm Officers are focused with a can-do attitude, full of energy and enthusiasm. Driven to provide the best day out and safety aware, working together as a family to exceed expectations. As Finance Officer you will also have the following Skills and Experience:

· Have excellent communication and interpersonal skills and an awareness of your impact on our people and park operations.

· Hold a recognised accountancy qualification and be experienced with accounting software.

· Demonstrate a clear understanding of health and safety issues.

· Work to the highest of standards, within time frames and with the upmost discretion.

· Excellent personal presentation with a positive, can-do attitude and a willingness to learn, develop skills and maintain industry knowledge

· Be a true team player with the ability to work with individuals across all levels of the business.

· Ability to use initiative and take responsibility for autonomy within the role.

· Hard working, flexible and committed.





I have read, understood and will carry out the above job description to the best of my ability and have had my questions clarified. I have also received a copy of this document.

Signed:                                                                                          Date: 
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Kimberley Low: Statement for Change Management



Following the impact of Covid-19 upon the business, HR has been engaged in a number of change management processes. One of the most recent examples has been that of the Finance Department re-structure, with the aim to consolidate and strengthen the department for future business growth. Kimberley has played a key role in this, working with the existing team to discuss the operational needs, attending meetings to consult, formulate plans and act as a point of contact for individual team members to discuss any concerns or suggestions. As part of this process, Kimberley has also assisted in the recruitment of a Finance Manager to work with our current Head of Finance, and will be involved in their introduction to the Company. As we also look to integrate new purchase order software, Kimberley will continue to support in communicating these operational changes to the wider team and troubleshoot as required.

Throughout the process she has shown great professionalism and a clear understanding of the complexities of change and sensitivities required in managing this process.





[image: ]

Kate Torok

Head of HR

Folly Farm Leisure Ltd
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		FINANCE DEPT REVIEW

October 3rs 2021, 10:00AM 



		

Minutes: EB

Attendees: (KE), (EB), (NT), (KT), (KL), (LS) , (EO) , (JH)



		Item

		Specific

		Target completion:

		To be 

actioned by:

		Date completed:



		1

		Update on Finance department plans 

		· Finance Department plans 

KT/KL informed attendees of plans to introduce new finance manager as department was stretched thin and accuracy needed to be improved. 

		N/A

		

		



		3

		Purchasing/Procurement software

		· Purchase order system 

KT/KL informed of plans to incorporate new purchase order system and move purchasing to finance full time. Office team would then focus on customer service/bookings to upsell and ensure accuracy.

		Research/purchase software 

		BE

		Nov  2021



		5

		Any other business

		Around the table

· LS asked for opportunity to hand over to finance to ensure things didn’t get lost in translation. Agreed. 

· JH wanted clarity on whether this was short term/long term. KT informed plans were long term. 

· EB mentioned she would provide training on new responsibilities to ensure everyone was happy as this came under different department. 



		

		

		



		6

		NEXT MEETING:

		· December
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Feedback from one-to-one meetings with admin team 





Summary of points raised

· Generally pleased with level of communication received, although it was noted that the majority of this was prior to the implementation of the change and after its completion, not during. 



· Appreciated being involved and asked for contribution during the early stages and being able to give opinions and aid decision making made them at ease. 





· Even though communication was not as strong/frequent in the middle of the process, awareness of open-door policy meant that concerns were being raised and dealt with. 



· Initially displeased with losing responsibility for ordering stock, this was largely due to the ownership of this going to a brand-new team member, also apprehensive about losing social interaction side of this due to the potential of not seeing management members during ordering process. 





· Happy with training received for new elements of role and enjoy dealing with public more and being more front facing as well as customer service. Although it was noted that this was slightly rushed and may need refreshing ahead of the peak season. 



· Workload comments were fine generally although concerned during low season may need additional tasks. 
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		FINANCE DEPT Evaluation 

December 3rd 2021 10AM 



		

Minutes: JH

Attendees: (KE), (AW), (CE), (AT), (EB), (RB), (NT), (BB), (KT), (KL), (BE)



		Item

		Specific

		Target completion:

		To be 

actioned by:

		Date completed:



		1

		Update on Finance department 

		· Finance Department Update

NT confirmed new finance manager was settling in well and had already learned various aspects of the role. CE congratulated team of smooth introduction and noted there had not been any concerns   with payroll so far. 

		N/A

		

		



		2

		Update on Purchasing/Procurement software

		· Purchase order system 

BE updated that purchase order system was now in place and being used by management team. Training had been well received and early reports show accuracy is high. 

		N/A

		

		



		3

		Next steps 

		Next Steps

· KT updated the directors on how admin team were adapting to new roles. 

· KL noted that for future developments it may be worth appointing change champions to ensure drive as communication dipped in the middle of the process. 

· KL/BE mentioned it may be worth holding re-fresher training in a few months to outline any problems and ensure change is embedded into company.



		Re-fresher training to be organised 

		KL/BE

		2022



		4









		Any Other Business 

		

		

		

		



		6

		NEXT MEETING:

		· March 
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Kimberley Low: Statement for Change Management



Following the impact of Covid-19 upon the business, HR has been engaged in a number of change management processes. One of the most recent examples has been that of the Finance Department re-structure, with the aim to consolidate and strengthen the department for future business growth. Kimberley has played a key role in this, working with the existing team to discuss the operational needs, attending meetings to consult, formulate plans and act as a point of contact for individual team members to discuss any concerns or suggestions. As part of this process, Kimberley has also assisted in the recruitment of a Finance Manager to work with our current Head of Finance, and will be involved in their introduction to the Company. As we also look to integrate new purchase order software, Kimberley will continue to support in communicating these operational changes to the wider team and troubleshoot as required.

Throughout the process she has shown great professionalism and a clear understanding of the complexities of change and sensitivities required in managing this process.
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Kate Torok

Head of HR

Folly Farm Leisure Ltd
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Planned change:  Re-Structure and Re-Organization of the Finance Department

		STRENGTHS

		WEAKNESSES



		· Strong family-owned business with long serving members of staff.

· Skilled and cross trained work force to aid adaptability. 

· Long serving members of staff who have grown with the business and want to see it succeed. 

· Private sector – decision making is quick and less red tape. 



		· Communication systems, often relying on managers seeing staff to communicate changes and shift patterns mean this can delay information. 

· Long serving members of staff, do not like change.

· Updates not always filtered down through teams quick enough 

· Budgets for change may not always be high and this can mean things are done to a lower standard. 





		OPPORTUNITIES

		THREATS



		· Streamlining the department would create efficiencies.

· All financial information in one place/system and not split over different departments.

· Consistency as one department all using same systems and processes. 

· Recruitment of new finance manager could bring new ideas, and new perspectives for systems. 

		· Long serving managers used to having ownership for their department so may resist change. 

· Job roles for certain staff would be adapted and work load re-distributed which may cause conflict. 

· New Finance manger may not settle and adapt to company culture
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