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1.0 Introduction
Western (2017) stated that coaching and mentoring mainly focuses on the similar skills or approaches. However, coaching is the short-term task as well as mentoring is the long-term task. Garvey (2016) said that both coaching and mentoring provide a number of benefits for any kind of business organizations. Moreover, coaching and mentoring gives the employees an effective way to learn, grow and connect with an organization and develop their own career. This assignment is divided into different sections. The first section explains the purposes of coaching and mentoring skills in workplace, and describes both similarities and differences of coaching and mentoring activities. Then, the second section discusses different models of coaching and mentoring and evaluates the benefits of these models for developing individuals’ workplace effectiveness. Finally, the third section critically explores the knowledge, skills, attitude and behavior needed by an effective workplace coach or mentor.
Overview DEN Security Group
Since 2015 DEN Security Group Ltd has conducted its business operations and has provided good service to both private and public organizations. This organization has the SIA Approved Contractor with about 150 registered securities with SIA License, and it has four mobile officers who are fully registered with BSIA (DEN Security Group Ltd, 2019). In addition, this business organization takes pride for its security services, many professional qualifications, and the updated training relating to their work. DEN Security Group Ltd provides its services in different areas of London such as North East, South London and M25. This company is qualified with different contractors including Health and Safety Scheme (CHAS), and registered with Information Commissioner’s Officer (ICO) below the registration reference ZA241986. 
According to DEN Security Group Ltd (2019), this company provides a number of services such as Staff Searches, Manned Guarding, Gate House Duties Concierge Officer, Train Station Officers, Test Purchasing, Retail Officer, Door Supervisors/Events Security, CCTV Monitoring, CSCS Construction Officers, Mobile Patrol/Unlock-Lock ups and Key Holding/Alarm response. 
[image: ]
Figure: Organization Chart of DEN Security Group Ltd Source: DEN Security Group Ltd (2019)
[bookmark: _Toc5210415]2.0 Explain the purpose of coaching and mentoring skills in the workplace and discuss the similarities and differences of coaching and mentoring activities 
[bookmark: _Toc5210416]2.1 Purpose of coaching and mentoring skills in workplace
Coaching and mentoring have become the significant issue in today’s workplace. Both coaching and mentoring is used in the workplace to develop their personal life and professional career. Smith (2016) said that both mentoring and coaching help to make the positive changes in the individuals and also helps to transfer effective knowledge from coach or mentor to an individual. In terms of business organizations, both coaching and mentoring have become beneficial for developing employee’s career growth. Therefore, a number of entities in the organizational system have applied in mentoring or coaching process. McCarthy (2016) disclosed that mentoring and coaching are practiced in the workplace while management observes that there are the employees who should improve their capabilities by their jobs. The employees need to develop their abilities or skills through their working and wants to train under a coach or a mentor’s supervision. After evaluating the gaps of a workplace or an organization, it is suggested that to go for mentoring or coaching. A business organization mainly employs a coach for a specific department or for whole business organization to develop the skills, abilities and performance of the employees.
[bookmark: _Toc5210417]2.2 What is coaching and mentoring activities in workplace?
According to Connor (2017), both coaching and mentoring in the workplace are aimed to develop the skills and performance of the employees. The term ‘Coaching’ is usually concentrated on the performance with some agendas to teach the employees about their jobs. In addition, coaching in the workplace is a program that may be offered to one-to-one or a whole team. On the other hand, mentoring is the one-to-one process where an experienced and established mentor works with new or junior employees by sharing his perceptions and knowledge (Garvey, 2016). Coaching and mentoring serve as learning tools in the workplace that can lead to empowering the employees. Employees who are often mentored or coached can receive great benefit. However, a mentor or a coach is also benefitted and feel empowerment from that employee-mentor or employee-coach relationship. As Smith (2016) notes, both coaching and mentoring provides hand-on training to the new employees to learn the expectations of their job. As an alternative to take the new employees in the right position, he/she can get support and find an interactive learning place which may create the on-the-job confidence. A study by Ibarra (2015) said that the mentored employees usually feel great sense of understanding which is necessary for their jobs as they receive the proper support and one-on-one job training from a skilled or experienced mentor. In addition, both coaching and mentoring in the workplace always help the employees to set their goals. A mentor of a workplace supports the new employee to set their goals in their jobs. Moreover, a mentor also gives effective support to the employees to empower them in the workplace independently with proper skills and knowledge. The capability to work effectively in the workplace brings a great sense of empowerment that creates employee independence in a workplace. McCarthy (2017) stated that when the employees feel self-confident in the workplace, mentoring program makes sense of teamwork and increases the employee morale. On the other hand, experienced employees serve as a mentor or coach who is capable to present his skill or knowledge in a business organization. This challenge can also increase an employee’s confidence as well as provide him a great sense of empowerment in the work. 
[bookmark: _Toc5210418]2.3 Similarities between coaching and mentoring activities
A study by Clutterbuck (2016) stated that coaching and mentoring are done by the line managers independently. Both coaching and mentoring methods are open, and helps to create good relations between a coach and his/her coaches and relation between a mentor and his/her mentees. In addition, a mentor and a coach are the accountability partner who operates in an effective way with the best interests of a coachee or mentee. The objective of a coach or mentor is to allow their mentee or coachee to take new approaches to develop a particular skill or knowledge. Western (2017) said that the key similarity between coaching and mentoring is these are not the set of instructions but teaching a person about what to do. The key role of both a coach and a mentor is to ask the mentees or coachees right questions that help to promote great self-awareness and also allow them to create effective decisions. A study by Garvey (2016) said that both coach and mentor’s role is to identify the problems and solve problems but allow their mentees or coaches to find out the great solutions which are effective for a particular problem. The key aim of both coaching and mentoring is inflexible, and these processes help the coachee or mentee to achieve their goals as well as gain a new behavior or skill. 
[bookmark: _Toc5210419]2.4 Differences between coaching and mentoring activities
Differentiator 1:  
Webster (2018) said that the term coaching is task-oriented. This concentrates on the concrete issues including effective management, effective speaking, strategic learning and effective thinking. Coaching process needs an expert coach who is able to teach coachee about how to develop their skills and knowledge.
On the other hand, the term mentoring is relationship-oriented. This process provides safe environment in where mentee shares their issues that affect his/her personal or professional success. A specific learning goal may be applied to make relation between a mentor and mentee. The mentoring process includes different things including self-perception, self-confidence and work life balance (Webster, 2018).
Differentiator 2:
Garvey (2016) said that coaching is the short-term process. A coach can be engaged with the coachee for short time period. A coaching process continues as long as it is necessary by relying on coaching relationship’s purpose.
On the other hand, mentoring is the long-term process. Mentoring needs a long time to create the good relationship and trust between the mentor and mentee that makes environment in that mentee can feel safe to share his/her issues which have impact on his/her personal and professional success (Garvey, 2016). 
Differentiator 3:
Smith (2016) disclosed that coaching is the performance-driven process. A coaching’s key purpose is to develop an employee’s job performance. In addition, coaching engages to enhance the existing skills or gaining new skills of an individual. Once a coachee gains effective skills successfully, a coach is not needed.
On the other hand, mentoring is the development-driven process. The key purpose of coaching is to develop an employee’s skills or performance not for the job but also for lifetime. In addition, this decreases the conflict between a mentor and a mentee (Connor, 2017).
Differentiator 4:
According to Clutterbuck (2017) said that coaching process does not need any design phase. The coaching process can be done instantly on a particular topic. If a business organization looks for providing coaching to an entire team, then a design phase is involved to determine a competency area. However, coaching process does not need long time to implement the coaching activities.
On the other hand, the mentoring process needs a design phase to determine mentoring process’s strategic purposes, and the particular components that will maintain the relationship between the mentor and the mentee.
Differentiator 5:  
Ibarra (2015) stated that immediate manager of a coachee is the significant partner in the coaching process. The immediate manager always gives a coach with feedback on which area his/her employee needs coaching. In this case, the coach applies this information to maintain the the coaching procedure.
On the other hand, immediate manager is involved indirectly with the mentoring process. He/she may give different suggestions to the employees how to use the mentoring experience to a matching committee (Connor, 2017). The immediate manager does not have link with the mentor and they never communicate on mentoring relation. Thus, this supports to maintain the integrity in the mentoring relation.
2.5 Appropriateness of coaching and mentoring in the workplace
In terms of the workplace, coaching and mentoring are very significant. According to Leonard (2018), Coaching and mentoring in the workplace is beneficial for the coach or mentor, for the individuals or employees and also for the business organization. Gillin (2016) said that Coaching and mentoring help the coach and mentor to develop their professional skills, self-esteem, increase job satisfaction, improve problem solving and strategic thinking skills. Holloway (2017) said that coaching and mentoring help the employees to develop their self-esteem and self-confidence, to develop their loyalty, to develop their professional career, to improve good relation with coach or mentor and to reduce the frustration and to identify the week areas. According to McLellan (2017), coaching and mentoring is significant for the organizations also because this helps to develop high employee retention, increase employees’ skills or knowledge, develop the competitive advantage, and create a collaborative atmosphere. In case of DEN Security Group Ltd, both coaching and mentoring is implemented while the management of this company is working with the individuals who need to develop their abilities to do better in the workplace and become more productive in the workplace (DEN Security Group Ltd, 2019). In DEN Security Group Ltd, the skills of the staffs need to be developed because gaps in the employees’ working behavior and different issues with employee performance are created. Once this is evaluated, employees of DEN Security Group will be suggested for coaching or mentoring. The coaches or mentors of the business organizations are mainly the managers or supervisors. A business organization may employ a mentor or coach for a specific department or for the whole organization.
[bookmark: _Toc5210420]3.0 Using a defined model of coaching or mentoring, critically evaluate its benefits for developing individuals’ workplace effectiveness 
[bookmark: _Toc5210421]3.1 Different models of coaching and mentoring
[bookmark: _Toc5210422]GROW model 
As Whitmore (2016) notes, GROW Model is the widely used model for problem-solving as well as goal setting in the world. GROW model is very simple model and the powerful framework that includes four key steps of coaching or mentoring term. GROW means Goal, Reality, Opportunity and Will/What next/Wrap-Up/Way forward. 
[image: ]
Figure: GROW model
Goal
The first step of the GROW model is goal. According to McCarthy (2015), once topic for the coaching or mentoring is decided, particular objectives or outcomes should be deliberated by a coach or mentor and the coachee or mentee. The goals of this GROW model is short-term, and the goals must be SMART. SMART stands for Specific, Measurable, Accurate, Realistic and Timely. In addition, the goal step of the GROW model must be positive and inspirational to achieve the abilities of the individuals. In terms of the coaching and mentoring of DEN Security Group Ltd, their goals need to be SMART and short-term to gain the developed skills or knowledge of the employees.
Reality
The second step of GROW model is reality. Both a coach or mentor and coachee or mentee describe the existing reality of a situation by applying different techniques or methods. Connor (2017) said that coach or mentor may request a coachee or mentee to evaluate their situation before proposing their feedback or advice on the existing scenario or the problems a coachee or mentee faced. The key focus must be on a coachee or mentee, and a coach or mentor must be identified the potentials of the employees in the current situation instead of the problems. Coach or mentor should observe the assumptions which are made by a coachee or mentee regarding to their reality which are not relevant to their goals. In terms of DEN Security Group Ltd, in its coaching or mentoring process for the employees, a coach or mentor should evaluate the irrelevant assumptions which are made by their employees. 
Opportunity
The third step of GROW model is opportunity. Once goals and reality have been defined properly, then the options how to make solutions for the current issues should be identified. First of all, different effective options should be defined and given proper suggestions to a coachee or mentee. Whitmore (2016) said that the suggestions suggested by a coach or mentor must be given very carefully and with the consideration of overall position of coachee or mentee. In the step opportunity, the coach or mentor should make sure that a number of choices have been created regarding to overcome the obstacles that are faced by a coachee or mentee, and there should be less ambiguity for the immediate actions.
Will/Wrap-up/What next?/Way Forward
The last step of GROW model is will/wrap-up/way forward/what next. The last step of the GROW model is when coachee or mentee obligates to focus on the actions to move to their goal. A coach or mentor should guide the ideas which are discussed by a coachee or mentee such as particular timings and guidelines to create the achievable progress. The potential obstacles which may be met on a process that are recognized and succeeding solutions are measured (Smith, 2016). Both coach or mentor and coachee or mentee should be flexible through entire process, as well as actions or goals must be changed to respond to both positive and negative events.
[bookmark: _Toc5210425]3.2 Critically evaluate these models’ benefits to develop individuals’ workplace effectiveness at DEN Security Group Ltd
GROW model is very effective model to develop the skills or knowledge of the individuals in the workplace including DEN Security Group Ltd. The use of GROW Model in workplace is effective because by applying the structured questions carefully, it stimulates a deep awareness as well as responsibility among the employees, and inspires the proactive behavior that is resulting in the practical methods to achieve the goals of the employees and overcome the obstacles or current issues of the employees. According to Hendricks (2018), the key advantage of GROW model of coaching and mentoring is this model is all about empowering employees to make the good choices which will benefit for a business organization including DEN Security Group Ltd. Moreover, it is the effective model of coaching and mentoring that helps the employees of a workplace to improve them in a proper way, develop their different skills such as problem-solving skill and decision-making skill, helps them to become well-rounded employee, and achieve their both personal and professional goals. On the other hand, GROW model has a number of disadvantages. The key disadvantage of GROW model is coach or mentor can concentrate more on their abilities to focus on the model than listen properly to their coaches or mentees. Coach or mentor of DEN Security Group Ltd should focus more on their coachee or mentee to identify their problems and make effective solutions for their problems in the workplace.
[bookmark: _Toc5210426]4.0 Critically explore the knowledge, skills, attitude and behaviors needed by an effective workplace coach or mentor
[bookmark: _Toc5210427]4.1 Definition of coach or mentor
Aguilar (2017) said that coaching is recognized as the training and development program which supports a coachee to achieve his/her goals. For example, the key goal of an athlete may be to complete his/her six mile running for taking the first position. According to McLellan (2017) said that a coach helps the coachee to achieve his/her goals. In a workplace, the goal of the employees is to develop their different skills such as problem solving skill, decision making skill, communication skill and others. A coach also supports his/her coachees to develop their different skills and knowledge in the workplace. On the other hand, a mentor is a person who guides other persons to achieving the great success in their personal and professional career. In the workplace, a mentor is someone who is able to provide proper guidance to the low experienced or skilled employees or the mentees. As Connor (2017) notes, a mentor can be the employee of a business organization who helps the other employees, or be the professional from outside of a business organization. On the other hand, a mentor adopts a role model that supports him/her to share his/her expertise, skills and knowledge, and give effective feedback or advice to the mentee or the low skilled employees of a workplace for the employees’ long term success.
[bookmark: _Toc5210428]4.2 Knowledge, skills, attitude and behaviors of an effective workplace coach or mentor
[bookmark: _Toc5210429]Knowledge, skills, attitude and behavior of an effective workplace coach
Coaching is recognized as the training and development program which supports a coachee to achieve his/her goals (Aguilar, 2017). A coach makes different suggestions and asks several questions for the persons who are being coached. Downey (2016) said that there is high emotional intelligence in the coaches. They have good understanding and they easily relates with their coachee. A coach has generally the ability to help other persons by developing their skills or knowledge. Coaches have the ability to show empathy as well as they have the ability to build good relationship with their coachee or other persons. The good coaches have different skills including effective communication skill, problem solving skill and decision making skill. Moreover, coaches have the ability to gather the information for the person to whom they provide coaching (Connor, 2017). On the other hand, a good coach has good listening skill such as active listening. In addition, they do not make any answers without ensuring that they have understood completely about the issue of the coachee. Western (2017) said that the coaches take time for developing the strong questioning skills because they never offer any opinions but ask some questions to guide a coachee or person being coached about any issue. A study by Garvey (2016) disclosed that coaches or the coaching leaders give proper time or space for the coachee to try to find out their problems by self. Furthermore, coach does not become angry or over excited about any mistakes of the coachee rather they focus on how to overcome any mistake calmly by involving with the person who did this mistake. A coach is mainly skilled to provide effective feedback as well as he or she uses diplomacy and tact. The main goal of a coach or coaching leader is to empower, inspire and guide his/her coachee or an entire team to gain the full potential. On the other hand, a great coach is also recognized as the exceptional leader. Smith (2016) stated that a good coach has the capability to unite the employees for a good purpose and also make them dedicated in their work. This is not necessary for a coach to have to come from the personal experience. However, a coach must have the good understanding of different key skills and good knowledge on different advanced strategies that are involved with a workplace.
[bookmark: _Toc5210430]Knowledge, skills, attitude and behavior of an effective workplace mentor
McCarthy (2016) said that a mentor is a person who guides other persons to achieving the great success in their personal and professional career. In the workplace, a mentor is someone who is able to provide proper guidance to the low experienced or skilled employees or the mentees. A good relation between the mentor and mentee is the significant factor to become a good mentor or a good mentee. A good mentor has different skills, attitudes and qualities which are described as follows:
Willingness to share skills, knowledge, and expertise: As Holliday (2015) notes, the great mentors are very much willing to share their expertise, skills or knowledge with their mentee and accept their mentee in which professional development situation they are. A mentor never takes mentoring relationship carelessly. He/she always understands that a good mentoring needs effective commitment and proper time to constantly share information and give effective support with the mentee.
Demonstrates a positive attitude and acts as a positive role model: Whitmore (2016) said that a mentor shows their personal qualities with the mentee and always act as the positive role for the mentee. On the other hand, mentor demonstrates positive attitudes towards a mentee and always supports the mentee about how to develop good attitude and skills between them.
Takes personal interest in mentoring relationship: A good mentor always involves them with the success of the mentee. The mentoring process needs someone who is compassionate, skilled and knowledgeable and holds the qualities of a good mentor. McCarthy (2016) said that a good mentor is devoted to support his/her mentees by developing their both personal and professional career and also helps to achieve the good skills. Thus, a good mentoring of a mentor means empowering his/her mentees by developing their personal attributes, beliefs and strengths.
Exhibits enthusiasm in the field: A good mentor always demonstrates enthusiasm in his/her job field. A mentor helps the employees or the mentees to achieve the enthusiasm skill because this helps them to feel valued in the job and the helps to make a good personal and professional life (Smith, 2016).
Values ongoing learning and growth in the field: A person who feels motionless in their existing position can never be a good mentor (McCarthy, 2016). The good mentors are open and very much devoted to learn different new things in their job field. They constantly read different professional journals and sometimes write articles on the topics in where they want to develop some skills (MacLellan, 2017). A good mentor always excited to share his/her knowledge with the new people of the mentees who need to be mentored and also helps them by mentoring them with good skills, knowledge and expertise. In addition, a good mentor enjoys to take different workshops and to attend different professional conferences to develop their skills, and knowledge and also get the knowledge how to develop the skills and knowledge of a mentee as a mentor.
Provides guidance and constructive feedback: The key responsibility of a good mentor is to give effective feedback or suggestions to his/her mentee. A good mentor always helps a mentee to identify their strengths and weaknesses and also help them how to use their strengths to in their professional career to make them successful and how to overcome the weaknesses. A good mentor holds different fundamental skills such as communication skill, decision making skill and problem solving skill and this helps to guide their mentee properly (Clutterbuck, 2017). A good mentor provides challenges to his/her mentee which will develop their professional career and feel accomplished in their learning field.
Respected by colleagues and employees in all levels of the organization: A mentee focuses on their mentors and also wants to see them as the role of mentor in future. Mentees always follow that type of mentor who respected by the other people as well as whose contribution is appreciated in both personal and professional career field (McCarthy, 2016).
Sets and meets ongoing personal and professional goals: A good mentor tries to set up a good example by demonstrating how the personal qualities of them are reflected by their both personal and professional goals.
Values the opinions and initiatives of others: A mentor gives values to the other people who operate well in their professional career and tries to share the success with that people (Garvey, 2016). In addition, a good mentor appreciates the mentee’s effort as well as empowers the mentees through proper guidance and effective feedback. Finally, a good mentor encourages the other persons or the mentee by setting good example.
4.3 When and how coaching or mentoring could improve employee performance 
Both coaching and mentoring process offer a number of benefits to mentor or coach and mentee or coachee. According to Stone (2016), mentoring and coaching processes helps the employees to broaden their insight in the business as well as create strong relation with the people. In addition, coaching or mentoring helps the employees to improve their workplace performance, develop confidence, and also identify their strengths and weaknesses for their personal and professional success. A coaching or mentoring process can support the employees to learn faster and develop their skills and knowledge by exchanging of information which does not exist naturally. Makhunga (2017) said that coaching or mentoring programs supports the employees to know about their company values and helps them for developing their personal and professional growth by increasing work productivity and reducing the workplace turnover. Coaching and mentoring also beneficial for the employees because this provides a sense of responsibility and good understanding. In terms of DEN Security Group Ltd, effective coaching or mentoring process for the employees of this company can help them to feel them valued and productive in their workplace. This ultimately helps DEN Security Group to increase their business productivity by reducing employee turnover and increasing the employee retention level.
4.4 How to select suitable coach or mentor
According to Stone (2016), coaching or mentoring program is the significant issues for any kind of business organizations because it not only helps the employees to develop their skills and knowledge in the workplace but also helps the business organizations to increase their business productivity. Thus, it is essential to select the suitable coach or mentor for a workplace which are described as follows:
Select someone who is experienced: For coaching and mentoring programs, a business organization must select the person who has experiences and good skills on how to empower others, how to maintain good relation and how to help other for their personal and professional development (Witt, 2016). DEN Security Group Ltd should select the coach or mentor for its organization who is skilled and experienced. 
Knowing the size of the business and select a coach or mentor accordingly: Business organizations can be both types big organizations and small organizations. According to Gillin (2016), for selecting the suitable coach or mentor, business organizations must focus on their business size because some organizations need a coach or mentor for a particular department where some organizations need coach or mentor for the entire organization. DEN Security Group Ltd must focus on its business size when selecting a suitable mentor or coach. 
Choose a coach or mentor who has both business skills and coaching or mentoring skills: A coach or mentor is the person who has the effective brainstorming and decision making skills because sometimes a coach or mentor needs to take immediate actions for the business and it employees. A study by Holloway (2017) said that a business organization selects a coach or mentor for its business who have both business skills and coaching or mentoring skills. This is because this helps a coach or mentor to think strategically and solve problems effectively. 
Prompting insights and takes challenges: The suitable coach or mentor is the person who has the ability to promote insights and the ability to take challenges. When selecting suitable coach or mentor, a business organization must identify a coach or mentor’s personal insights and know the ability how he/she takes the challenging situation (Stone, 2016). This is because a person who takes challenges can be successful to maintain other and workplace activities.
[bookmark: _Toc5210431]5.0 Conclusion
Coaching and mentoring provide a number of benefits for any kind of business organizations. Coaching and mentoring gives the employees an effective way to learn, grow and connect with an organization and develop their both personal and professional career. Effective coaching and mentoring is necessary for any kind of business organizations to make the employees loyal and increase their retention level. This assignment is divided into different sections. The first section has explained the purposes of coaching and mentoring skills in workplace, and has described both similarities and differences of coaching and mentoring activities. Then, the second section has discussed different models of coaching and mentoring and has evaluated the benefits of these models for developing individuals’ workplace effectiveness. Finally, the third section critically has explored the knowledge, skills, attitude and behavior needed by an effective workplace coach or mentor.
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