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I» msersiieyg e OFD Digiema in Agglied Human Resource it is vital to understand the key
Szrrpoments of Se programme. These include the support | have from my organisation, the
worumgs of e agorarticeship scheme run by Coleg Sir Gar, the information provided by University
o Wzles Trpity R Dawid on the specifics of the course and the guidelines as laid down by the CIPD.
Wimeur 3 sTorg towiiecge in these areas | would be putting myself at a disadvantage and
Trstenryg Se cuttome of Te quaiificguon.

Svidence

Swicemcs I - Tmetstie

This hNgrilgeTs e wert | sesd o undertske in order to become a professional HR practitioner. |
oW when | tesd i 3tend and when work is scheduled to be handed in, allowing me time to plan
™ wCrucae

ZwoErcs I - ~ow T Warage my 'earming

Tus s 3 CPT cocument Dat gues hints and tps on how to study. It breaks down each unit and
Sows The raTges of ‘ezrming and study requirements for each cne.

Zogerce 3 - OFC Coce of corduce

'+ iewtst for 3l *R gracctiorers o resd, understand and abide by the professional and moral CIPD
= of rcducs

Sgeeree £ - CPT Srogramme of Study leaflet

T swcETce fues @ detaled cwerview of what is required during the OPD qualification. It goes into
seral smur ssct moic ares. Allcwing me to plan ahead with my work and identify any areas that |
Fmei | gy wesk i srier T et tooic being coversd,

Sugeres S - Unnersity of Wiles TSD Programme of study hancdbock.

2z Tve OFC course s mun By the e University of Wales Trinity St Davids, this is the go-to booklet
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containing all the advice and sources of information | will need during my time as a student.

Evidence 6 - Induction Questionnaire - Coleg Sir Gar

As this Is a work-based learning apprenticeship | have a raft of Information from Cleg Sir Gar
(apprenticeship administrators). My contact there is very helpful and approachable.

Evidence 7 - Induction Questionnaire - Diploma in Applied HR course

This piece of evidence demonstrates my knowledge of the CIPD course, the university, who my tutor
is and my apprenticeship co-ordinator. | have used the information repositories online (moodle) and
have been told about the course details and the specifics of how, where and when the course will
run.

Evidence 8 - Apprenticeship booklet

The apprenticeship booklet is a document that identifies my roles and responsibilities as an
apprentice. It highlights the commitment | am making to the programme and the commitment of my
employer.

Evidence 9 - Support mechanisms

There is lots of support available to me during my studies. | know I can turn to my colleagues at work
and my line manager who has been through a CIPD qualification and understands what is involved. |
also can use the support of the CIDP website and the forums, where | can discuss issues with other

people studying the same qualification. | know | can use this resource too for detail advice, notes,

reports etc on the latest HR topics.

As well as this | have my fellow students that | can talk to should | have any concerns. My tutor is
very approachable so this is another avenue of support. | know | have two class reps who are there
as a link between me and the university. At the university there is a range of technical, academic and
well-being support; this includes counselling services where | know there is always someone to tum

to. Evidence 9 shows a screenshot of the UWIC student services page.
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Timatable - CIPD Diploma in Applied Human Resources 2018-2020

-—

'Dateot | Name of Module | CIPD University | Submission | Method of Assessment
- Workshop Code Module Date of -
- e e eref.COD® | Assessments | 0 _
L yom ncuction/Using a | 5CIMR | BMPD5002 i
' Septembder | Research 7
(218 | AppoachinMR | S (S U
| 6™ [ Using a Research | 5CIMR | BMPD5002 | Part One - Part One - Written
| Septembet | Approach in HR 22/10/118 response.
| 2018 Part Two - Part Two - Research
oo f1v2n9_ | Repon.
LA Developing 5CDPP | BMPD5000 | 19/11/18 plus Portfolio of Evidence
- Octaber Professional submission of
| 2018 Practice in Human updated
| Resources Personal
§ Development
L | _|Panon 18/5/20
{ 147 Understanding the | 5CMHR | BMPD5003 | 21/12/18 Slides and noles pages
' November | Contemporary HR
| 2018 Function _
| 120 Understanding the | 5CBIC BMPD5001 | 28/1/19 Wrilten report, analysis
| December Business Context notes
| 2018 of HR
| 16™ AM:
| January Understanding the
| 2019 Business Context
: of HR
PM:Understanding | SCELW
Employment Law
| 3= Understanding SCELW | BMPD5004 | 11/3/19 Wrilten answers o
| February Employment Law questions
2019
6™ March Understanding the | SKCER | BMPD5008 | 29/4/19 Wrilten answers to
; 2019 Management of questions
' Employment
Relations
37 Aprd Understanding the | SKIOP BMPD5006 | 10/6/19 Slides and notes paces
2019 Link between
Individual and
Organisational
| Performance
1% May Contributing to S5AIOP BMPDS5012 | 1/7/19 Portfolio of Evidence
! 2019 Improving
Organisational
Performance
| 5™ June Understanding SKEEG BMPD5007 | 29/7/19 Briefing paper
2019 Employee
Engagement
| 37 July Contributing to SAEEG | BMPD5013 | 18/9/19 Portfolio of Evidence 7:
| 2019 Employee !
? Engagement in
| the Organisation
| 18™ Uncerstanding the | 5KMOC | BMPD5010 | 4/11/19 Slides or screen shols
| September | Management of with noles pages
| 2019 | Change
1
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CIPD Diploma in Applied Human Resources

Managing your Learning

alification with a Total Qualification

The CIPD Diploma in Applied Human Resources is a 90 credit qu
ill take to

Time (TQT) of 900 hours. The TQT is the number of hours it is estimated that a candidate w
complete a qualification from start to finish and includes guided learning hours, self-study,

preparation and assessment (CIPD, 2017).

Guided learning hours includes off and on the job learning.

Off-the-job learning is characterised by formal or planned taught sessions (workshops) delivered by

qualified training staff plus specified activities in your learning plan;

apprentice to demonstrate practical job-

On-the-job learning hours are those which enable the
text of the job. This type of learning will take

related skills and to practice and apply these in the con
place in the workplace and is also specified in your learning plan.

(Welsh Government, 2017)
— this is additional
o complete the

Self-study (also referred to as self-directed learning in CIPD documentation)
reading/other learning as chosen by you, to expand your knowledge and enable you' t
assessments. Reading lists are provided for each module to help you with this.

The table below shows how each module is structured in terms of credits, guided learning hours and

self-directed learning.

Module Credits Guided Learning Self-directed Learning

Hours
20 20

Using a Research 4
Approach in Human
Resources
Developing 8
Professional Practice
in Human Resources
Understanding the 4
Contemporary HR
Function
Understanding the 4
Business Context of
HR

Understanding 6
Employment Law
Understanding the 4 20
Management of
Employment Relations
Understanding the 4 20 20
Link between
Individual and
Organisational
Performance

40 40

20 20

20 20

30 30

20
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CIPD

Championing better
word and worting lives

Code of Professional Conduct

As the professional body for MR and people development, the CIPD is the voice of a worldwide community of more
than 145 000 members committed to championing better work and working lives. We set high standards of entry for
membership and require all of our members to adhere to the standards and behaviours (‘obligalions’) sel cut in this
Code of Professional Conduct.

These obhgations are grouped into headings of Professicna!l Competence and Behawviour. Ethical Standards and
Integrity, Representative of the Profession and Stewardship They apply universally - at all stages of 3 CIP0 member’s
career. regardiess of size, sector or specialism, and your membership commits you te upholding and mamtaning
these We take concerns regarding alleged breaches of the Code very seriously. In order to consider aliegalions of
mesconduct, Investigation and Conduct procedures apply and these are set out in the CIPD's Reguiations available on
the website

1 Professional Competence and Behaviour 3 Representative of the profession

Members of the CIPD shall: Members of the CIPD shall:

11 mamntan professional knowledge and competence 31 always act in a way which supperts and uphoids U
through continuing professional development, to reputation and values of the profession
ensure they provide a professicnal, up to date and 32 uphold their responsibilities as professional people

insightful 1
BERP IR AETVCE towards the wider community

12 seek appropriate support if business needs require 33

: A comply with prevailing laws and not encourage,
invelvement in new areas of activity

assist of coliude with others who may be engaged in

13  accept responsibility for their own professional unlawful conduct, taking action as aporopriate
N 1SIon: g . i
S ANt deceon 34 exhibit personal leadership as a role model for
14 apply professional high standards of relevance, maintaining the highest standards of ethical conduct
; and timeliness in the infor ion and =
accuracy and timefiness in the information 3.5 be mindful of the distinction between acting N a

vi / provi xeholders. . .
advice they provide to stakeholders personal and professicnal capacity

2 Ethical Standards and Integrity 4 Stewardship
Members of the CIPD shall: Members of the CIPD shail:
21 estabiish, mairtain and cevelop business Al demonstrab — \
§ strate and promote fair and reasonable
relationships based on confidence, trust and respect standards in the treatment of people who are
22 exhibit and role medel professicnal and personal operating within their sphere of influence
int ’ Hho 4 L all L
integrity and honesty at ail times 42 challenge others if they suspect untawiul or
23 demonstrate and promote sensitivity for the unethical conduct or behaviour, taking action as
customs, practices, culture and personal beliefs of appropriate
others 43 ensure that their professional judgement s not
2.4 champion employment and business practices that compromised nor could be perceived as beng
premote equality of opportunity, diversity and compromised because of bias, or the undue
inchusion ard support buman rights and dignity influence of others
25 safeguard all confidential commercially sensitive 44 promote appropriate pecple management and
and personral data acquired as a result of business development practices to influence and enable the
relatcrehips and not use i for personai advantage achievement of busmness objectives

o - i 7
Or the benefit or detriment of third parties. 45 ensure those working for them have the appropriate

fevel of competence, SURSIVISIon and support
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The CIPD Lovel 5 Diploma In Applied HR. is a Higher Apprenticeship qualificaten in HR Management
It is equivalent 10 the second year of a university degree in the UK

The Higher Apprenticeship will enable apprentices to develop knowledge and shills in hurnan rescurce
management, while being employed and earning a salary Employers will have a chance to expand
their human resource function and belter support therr most valuable asset thewr people.

The apprenticeship takes two years 1o complete with apprentices dividing their tme between

« undertaking their role
+ being taught on-the-job (e.g. being trained by a manager)
« being taught off-the-job (e.g. attending UWTSD)

On successful completion of the CIPD's Level 5 Diploma in Applied Human Rescurces candidates will
become Associate members of the CIPD. Associate membership is recognised as a professional level
of membership and successful candidates are entitled to use the designation AssocCIPD after their
name

Programme of Study

The Level 5 Diploma in Applied Human Resources is a 90 credit qualification and includes 16 units — 5
Core units, 6 additional knowledge based units (Group A units) and 5 competence based units (Group
B units). Group A and B units have been pre-selected by the University from a range of units offered
for this qualification by the CIPD.

The units will be taught in the following order:

Year 1:

Using a Research Approach in Human Resources

Developing Professional Practice in Human Resources

Understanding the Contemporary Human Resources Function
Understanding the Business Context of Human Resources

Understanding Employment Law

Understanding the Management of Employment Relations

Understanding the Link between Individual and Organisational Performance
Contributing to improving Organisational Performance

Understanding Employee Engagement

CINDOB LN

Year 2:

10. Contributing to Employee Engagement in the Organisation

11. Understanding the Management of Change

12. Contributing to the Management of Change

13. Understanding Coaching and Mentoring in the Organisation

14. Contributing to Coaching and Mentoring in the Organisation

15. Understanding Resourcing and Talent Planning

18. Contributing to Resourcing and Talent Planning in the Organisation

Assessment:

Formative assessment is embedded throughout the course to encourage self- development, with
summative assessment at the end of each unit as recommended by the CIPD. Details of the
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PROGRAMME OF STUDY HANDBOOK
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Resources
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Induction Questionnaire

§ colegceredigion

f’{ -

Cronfa Gymdeithase! Fwrop
European Sacial Fund

Learner Name: 2ot VaCIimet: e s e i rosims

What is the name of your Appm\;rd 'l‘m'ir-\'imi' Provider?

(oLt O ol

What is College's address and telephone number

,’.'bwl'(w-flp (M”’M

boarl V/}p [
(&71 2roH, Qs s FwbooO

What are the maximum number of hours you will work in a week?

\What qualifications are you w orking towards as part of your Framework?

1D taed § v Appud
Hye.

“Which college campus will you be attending? What day and time?

AN ovS ﬂ#\bwd’f'x oA T

Ce

What is your employer's name, address and contact number?

a\;..JC\"M ("ﬂ .

I know my Leaming Style is

/4uv'el 'Z«&C\d unk

1 know my Literacy Level is (eve L i
I know my Numeracy Level is LEIEh- "
1 know my Digital Literacy Level is

y Dig y ceveér )

What does Safeguarding mean to you?

If you are sick and unable to work/attend college, what will you do?

Crkak g drploea + Al
~ SAR

If you are ofT sick for 7 days (including the weekend), what will you do?

If you are off sick for 3 weeks or more, what will happen to your training?

How many days paid holiday are you entitled to?

20 A,

What is the Minimum Wage 1 will be paid?

vl

If you have an accident at work/college, what do you do?

LpTVS R geded ©e
Cverass> 3 Frb i ls

What protective clothing (PPE) will you need to wear?

prond €

How often will your Training Adviser carry out a review of your progress?

0,.1-128 daq ¢

Who will you speak to if you have any concerns/problems/questions relating

10 your training and work placement?

gFeﬁ/‘- th (Al Sow wauwnS

1 have completed and fully understand my Induction Questionnaire

Leamer Signature: W\/\_\ Date: (A A -1€

Mae'r Rhaglenni Prentisiaeth, Hyfforddelaeth a Thwf Swyddi Cymru, a arwelnir gan Lywodraeth Cymru, yn

cael cymorth ariannol gan Gronfa Gymdelthasol Ewrop

The Apprenticeship, Traineeshlp and Jobs Growth Wales Programmes, led by the Welsh Government, are

supported by the European Soclal Fund.

August 2018

Internal
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Induction Questionnaire

Diploma in Applied Human Resources

September 2018

Question Answer
1. | When, where and at what time will the course will be (b 5L

delivered? 13foafzorr — 13loe[202
wpnATHLY QY0 - 30
2. How many modules form part of the programme? K4
3. What are the t i ?
a e term dates for this year® 111220y - ‘MW
lLIlZ/Z ord
4. | Whatis Moodle? DML~ STUDEST AALAQ
5. | Whatis Eduroam? CAMm (Y AF
6. What is Turnitin? CUARAE  SUBVICS D
SYST emn
7. Do you know when you are required to hand in work? Y¢<C
8. | What s the core text for this programme? STVOyIN U A
Lo £LL PIAATTIMEST T

9. Do you know how to access the library catalogue? £S5
10. | Do you know who to go to if you have a question/concern Yeo

about the course? €
11. | What is the name of the Training Adviser? AN TRWRORS ALY
12. | Whatis the name of the Course Lecturer? Jot€ THomu S i
13. | Will you be expected to complete work outside lessons? Yes
14. | Do you need to be a member of the CIPD? Yes
15. | What support is available for study skills? C Ol L AN VEL T

SUWVDT S« S
16. | Doyou kanvY where the fire-exits and first aid points are Vel
for the building?

17. | How many credits is the programme? Q0

18. | What is the length of the programme? Z feorl PJT

19. | Have you been given access to the student handbook and VS
time-table?

20. | What academic level is this qualification? ever B

Name: /ZH W‘A /AU‘MA,J

Signed: W

CIPD Membership Number (to be added when available):

Signature of Lecturer: 9\/
Date: =7 /10 /7& -
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§ colegsirgar § colegceredigion
| e
APPRENTICESHIP L4 2 C g

College Induction
2018-2019

BB T Ol N BTYO . onnanfi e tenrteossssstestnsatasastsbesbessanssssnssssingersnsnsesssptasestnsss

Date Induction booklat racelvad: .........coevviiiiiiiiniise o

//W~

Loarner signature: ..£0 . ....cocoiinniini e,

Tralning adviser/assessor SIGNAture: ............ccviin i,

¥ )
Mt
44., J(\

Cronfa Gymdoithasol Ewrop
European Soclal Fund

Mae'r Rhaglonnl Prontislacth, Hyfforddelaoth a Thwf Swydd| Cymru, a arwelnir gan Lywodraeth
Cymru, yn cael cymorth arlannol gan Gronfa Gymdolthasol Ewrop

The Apprenticoship, Tralnoeship and Jobs Growth Wales Programmos, led by the Welsh

Government, are supported by the European Soclal Fund,

This booklet to be given to the learner to complete and keep
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The University has a well-established, professional Counselling
Service. All our Counsellors work in accordance with the Ethical
Framework of the British Association for Counselling and
Psychotherapy.

UWTSD was ranked #1 out of 45 institutions for 'Counselling’
in the autumn 2016 Student Barometer.

There Is a high level of confidentiality which is explained in the initial session, and which is
outlined in the Service's Confidentiality Statement (/media/uwtsd-website/content-
assets/documents/student-services/Confidentiality-Statement—June-2015.pdf) and the
companion document entitled the counselling service contract (/media/uwtsd-website/content-
assets/documents/student-services/counselling-service-contract.pdf).

The Counsellors endeavour to create a welcoming environment and to listen in a non-judgemental
way to enable you to talk about your feelings and experiences. It is a collaborative process
concentrating on what is important to you. Counselling goes at your pace and according to your

needs.

On the Carmarthen and Lampeter campuses, counselling is available in both Welsh and English.
The Counsellors provide the following:

Individual counselling sessions

« Presentations to new students and to new staff during induction

« Information on a variety of topics

« Delivery of staff development sessions as required

*» Referral, as appropriate, to colleagues In the University and to external agencies

* A consultative role for staff
« Occaslonal sessions to student groups
« Mentoring and supervision as required
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Title: Developing Professional Practice in HR

Name: Rhodri Packman

CIPD Membership Number: 4787112X

Date: 03/12/2018

By signing below, | confirm that the work/evidence presented is my own,
unaided work. | understand the regulations pertaining to candidate malpractice
and the action that may be taken as a result.

Signed: Rhodri Packman

Date: 03/12/2018
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Activity 3
Introduction

(n order to carry out a work-project effectively and to be able to understand how to manage
ourselves in a work environment the HR practitioner needs to be able to demonstrate a number of
skills. These are:

e Time management

® Project Management

e Analytical and critical thinking

e Communication skills

e Managing difficult relationships

e Team working

® Influencing and negotiation
As these elements are needed for the HR practitioner to become a professional, each of these areas

will be explored in more detail with practical evidence used to support the theory.

Time Management

The Time management tool that | regularly use in a work situation is Eisenhower’s
(Urgent/Important) Matrix. This enables me to focus on the work that needs to be done and easily
filter out the less important things. Evidence 1 shows a use of the tool. This is Important as | can

dedicate time to the pressing issues such as meeting team/client deadlines.

| also make constant use of folders and flags in outlook. This enables me to prioritise emalls and filter

out less important emails. Evidence 2 highlights the use of flags and folders in my email system.

Project Management

| have supported a client with a new recruitment process. This involved working with them on
developing new policies and procedures and assisting with the actual recruitment process. To this
end we employed a Gannt Chart to map out the key stages Involved In the project. Also this was a
short-term project, the tool was invaluable to help us understand responsibilities, timescales and
which components needed to be in place in order for another task to be started (Evidence number 3

- Gannt Chart),

R e ol o 3 ————— i e L _———
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Another tool that | use for juggling workloads and ensure that project milestones and outcomes are

met are with the use of a spreadsheet (Evidence 4 - Spreadsheet with client milestones.)

Analytical and creative thinking
The ability to think analytically and critically is fundamental in the role of a HR practioner. Critical
thinking can come from evaluating a range of options and coming up with an informed opinion. One

way of being critical in thought is to brainstorm a particular theory, idea or practice.

In my role advising business owners and managers we often brainstorm on issues such as values and
beliefs and management structure and style. The later was carried out recently with a fairly new
management team where we discussed how to structure their marketing team and the role of the
manager in that new team. Through this we discussed several options and critically evaluated each of

the approaches and their relevance to the business. Evidence 5 shows such brainstorming in action.

Communication skills

All those working in HR need to communicate effectively. The key to communication is tailoring the
message to the audience. In a one-to-one situation especially understanding your own
personality/communication type is key to self-reflection and suppressing our natural instincts (to
provide too much detail, to give too little detail etc.). To this end | completed a Bolton and Bolton
Questionnaire which shows | am Amiable/Expressive. From this is know my own communication
style weaknesses and strengths and can apply this to my communication. See Evidence 6, a

completed Bolton and Bolton questionnaire.

| have also completed a communication style questionnaire which has given me insights into my
attentiveness and listening skills. This has made me aware of a number of areas in which | need to

improve. Evidence 7. A completed communication style questionnaire.

Managing Difficult Relationships

When working In a team environment we often come across personalities that clash with ours,
people we dislike or having to deal with people we perceive as having different agendas to our own.
In a work scenario, working with different departments can be difficult; other teams have different
priorities to my own, have different needs and don’t see things from the same perspective. This can
also happen when working with clients. In order to become a professional in the HR arena we must

learn to separate personal disagreements from work relationships. The HR professional must be
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emotionally intelligent and communicate in a consistent manner. To this end | used an Emotional
Intelligence (E!) tool to help determine my El levels, This helps me see my strengths and weaknesses
and can help when | find myself in a difficult environment such as trying to persuade other teams for
more resources or indeed turning down requests from other individuals and teams for my time,

where it Is inappropriate for me to help out; something | am not good at.
Evidence 8 — Mindtools questionnaire to determine Emotional Intelligence.

Team Working

As has been alluded to working in teams is crucial to for the success of all HR professionals. Different
teams and different members within the same team often have personal agendas or requirements.
Where discussions take place over things such as resourcing people from one team to help out with
the marketing at an event run by a different team, disagreement can arise. The problem needs to be
highlighted and solutions need to be brainstormed and worked through to come up with a

satisfactory outcome.

A starting point is for the HR practitioner to identify their role within the team. To this end | have
carried out a Belbin team type questionnaire. | am resources investigator and a team player. Knowing
my roles and understanding my strengths, and the strengths and weaknesses of other,|lamina

better position to provide more effective communication between myself, colleagues and managers.

Evidence 9 — Belbin questionnaire

influencing and Negotiation
To bring about change the HR professional needs to influence people in order for them to bring

about a change in their own behaviours and attitudes. As Yemm (2008) suggests effective influencers
have attributes including friendliness, vision, bargaining skills and the ability to build alliances. A
starting point must be with using a tool such as the Thomas Kilman model. This model highlights the

options open to an individual when handling a conflict situation. Without self-awareness no HR

professional can ever hope to influence peers, clients and decision makers.
{ have undertaken a review of my own personal style for handling conflict. This is shown in Evidence

10 - Thomas Kilman Model of managing differences. | come out as habving a high compromising and

avoiding style, which presents me with a number of opportunities to make changes and to be better
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in a negotiation situation such as pressing for better access to team resources, making rrysalf less

available for things outside of the scope of my job description.

In addition to this the Bolton and Bolton communication styles shows ways in which the differant
quadrants can adapt their communication style to ensure that information is put across in a suitable

way; leading to influence. Evidence 11 — Bolton and Bolton ways of communicating to other styles.
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Evidence 1 - Eisenhower’s (Urgent/Important) Matrix

\,\{,,\

Urgent Not urgent
DO IT RIGHT AWAY PLAN TO DO IT ASAP
§ : Crises * Prevention
2 . Pressing problems . Relationship building activities
E o Firefighting « Recognising new opportunities
Deadline driven projects Planning
= DELEGATE DUMP OR POSTPONE
§ : Interruptions . Pleasant activities
E o Some emails o Trivialissues
-] e Meetings , Chatting
= Social media Procrastinating
UEEK AEGAME 12 pov 1Y
Urgent Not urgent
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Evidence 2 - Use of Flags and Folders
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Evidence 5 — Brainstorming

Scanned by CamScanner




Evidence 6 - Bolton and Bolton Questionnaire

How you might sea yourself

Analytical Exacting
Precise Efficient
Careful Determined

Reserved Direct

How others may see you......suee

Stubborn Autocratic
Perfectionist Critical
Pedantic Demanding
Emotional Insensitive
Nit Picker’ Domineering

Weak Pushy .
Time Waster Superficial
Lacking Goals Exaggerates
Not Straight No follow throfgh

Over confident

Slow to make decisions

Bolton and Bolton -
There is no right or wrong style!

Low

Lovel of

Responsiveness
Amiable Expressive

Notes: m /V\mb(—l /é)( Pr{/&’f V‘-Q
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COMMUNICATION EFFECTIVENESS QUESTIONNAIRE

1. 1 maintain good eye contact and give psople my full sttention

Rarely

Occaslonally

Sometimes

FLnguoml! Nw; 2

2. 1smile wammly at people when they appear to want to talk to me

e

Rarely

Occaslonally

Sometimes

_Frequently

Always ~

[

3. llet people finish what they are saying without interrupting

(Rarely |

Occaslonally

Sometimes

Frequently _TAlways
[

4. Ishow genuine Interest when people are talking to me

| Rarely

Occaslonally

Sometimes

Frequently

Always

v

—

P

5. lencourage people to speak their minds openly and shares concerns

Rarely Occaslonally W Frequently Always
6. |appear in the right frame of mind for all important discussions
Rarely Occaslonally” - Sometimes Frequently Always
4
7. My body language Is conducive to attentive listening
<
[ Rarely %%mm_"
8. |listen enthusiastically and positively
- Vi
[ Rarely Occaslonally | Sometimes Frequentty Always

e

9. 1do not triviallse the ideas or views expressed by other people

Rarely

Occaslionaily

Sometimes

"‘!%L.M_.—-
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Evidence 8 - Emotional Intelligence Questionnaire
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Evidence 9 - Belbin team Roles Outcome
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Evipence [

Thomasy/Kilman Conflict Mode Instrument

Your scores on the 5 styles for handling conflict

No set of scores will ever describe you perfectly, They provide a way to talk about your most
preferred and least preferred style for handling conflict -about your conflict comfort zone. You
do not always approach things in cxactly the same way; but ncither do you try somcthing
different cach time. You starting point for managing conflict tends to be your comfort zone,

Transfer your score from the 30 questions to this sheet by circling the A or the B letters below
that you circled on cach question. Then add up cach column to get a score for cach style,

Competing Cooperating Compromlsing Avolding Accommodating
(forcing (problem (sharing) (withdrawal) (smoothing)

solving) 2,
1 ~ 2 A\ B
2 B {A) o)
3 A — P~
4 A A (B
5 A ( B e
6 B A)
7 £ B )
8 (A) B ~
9 B’ X A
10 A (B)
11 A N N B
12 B (A)
13 A (A] Nt
14 B) A i
15 _ (B) A
16 Bn ol A
17 (A e B
18 \ B) A
19 A 7= B
20 A (B)
21 B — A
22 B (A) N
23 A o= (B
24 (B) e A
25 A 1 B
26 B (A) —
27 — A) B
28 A B Foa
29 (A) B
30 B D A

Competing Cooperating Compromising Avoiding Accommodating

Total 0 q B {

Source: Kenneth Thomas & Ralph Kilman (1976).
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XPIESSIVE WOI

i

DO

* Focus on the future

* |llustrate concepts with stories
* Seek their ideas, input

* Focus on the big picture

* Show personal interest and
involvement

+ Stimulate their creative
impulse
* Compliment them

* Stress how the Expressive will
stand out from others

DONT

* Get straight down to business

* Dwell on details

* Be impatient with side-trips
and creativity

* ‘Nit-pick’

* Be cool and impersonal

* Be too serious

* Talk down to them

* Put down their enthusiasm
and excitement

DO

« Focus on tradition

» Be flexible

» Be easy and informal

* Be personal and personable

* Allow time to ‘feel good’
* Emphasise a team approach

* Talk about your
appreciation of people

» Stress how the Amiable can
be ‘safe’

DON'T

* Push for too much detail

* Press hard to change things
* Hurry them

* Push for immediate
commitment

* Be cool and impersonal

* Confront them

* Attack

* Be dictatorial or autocratic
* Show disloyalty

—

12
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Title: Developing Professional Practice in HR

Name: Rhodri Packman

CIPD Membership Number: 4787112X

Date: 03/12/2018

By signing below, | confirm that the work/evidence presented is my own,
unaided work. | understand the regulations pertaining to candidate malpractice
and the action that may be taken as a result.

Signed: Rhodri Packman

Date: 03/12/2018
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Activity 5

Introduction

The CIPD map defines the range of knowledge and distinct behaviours that MR professionals need to
demonstrate; these are the competencies that HR professionals will need now and in the future. As
such the CIPD HR map Is very much focused on Identifying HR professionals’ potential career
development and provide a framework for continual self-improvement and growth. | have used the
CIPD map to carry out a self-assessment and to create a Personal Development Plan for my own

growth and on-going learning and Continual Professional Development (CPD).

Self-assessment

A self-assessment was undertaken at band 2 to Identify my personal development needs. The
assessment looked at 3 professional areas (Leading HR, Insights strategy and solutions, organisational

development) and 2 behaviours (curlous, personally credible).

| selected Organisational Development (OD) because it is an area of HR | am heavily involved in.
Being a consultant this Is an area (along with all the othersl) that | need to regularly assess and

update my skills and knowledge.

B O - Ol = ks teketon e L « 11 v (B medgmomen | 4 - 0o x
- D0 @ mycpdmap cpd 0k . ] h L 2
TAKE A STUDENT ASSESSMENT

o oqarat
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CRCHING 1P aade Aredd BAEBR0 W {SRas B8 LGpal e BAASALmers LNt e § g 1 W8 tE 18 aaend
yon

gy 0 e ey teow e et 0w aees Uy

)
f"h.
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Strengths

Organisational Development (OD)

e Providing accurate, relevant and timely information relating to the organisation in its current and

desired future state (for example, about structures, systems, culture, skills, resources etc.)

Leading HR

o Sharing ideas and best practice with others in the wider HR team

e Adjusting own approach in view of others’ preferred working styles

o Seeking out and acting on feedback and development opportunities to develop own HR expertise
and capability

e Ensuring own objectives are in line with the team’s and function’s objectives

Insight, Strategy and Solutions
e Developing an understanding of the organisation using information and own experience

o Specific external factors that impact the organisation (eg, legal, financial, market factors)

e Significant Issues currently affecting the organisation
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® The MR plan for your own part of the business (and how this relates to the wider business
strategy
Curlous

e Being Inquisitive: looking below the surface to understand the causes of problems

Personally Credible

e Seeking feedback and developing own expertise to add the greatest value in the organisation
e Showing enthusiasm to broaden own experience, knowledge and skills

e Willingly passes on own skills and knowledge to others

e Offering sound, sensible and impartial advice

Areas for Development

Organisational Development (OD)

e Providing input to the design of organisation development activities

e 0D diagnostic tools and frameworks (e.g. engagement surveys, assessment tools, cultural
diagnostics)

e Gathering data from individuals, managers and teams to help assess capability and skills
requirements

e Supporting OD specialists in delivering change management activities

e Providing advice and supporting employees and managers during change

e Basic OD theory (e.g. drivers of team and organisation performance, group dynamics, systems
theory)

e Enablers or blockers to change in an organisation

Leading HR

e Providing advice using sound knowledge of HR policy and practice

e Accurately recording HR measures (such as service level agreements, financial data, Key
Performance Indicators etc)

e Providing accurate financial data to support HR budgeting and financlal planning

e Co-ordinating own activity with others in the wider HR team

e Methods for analysing financial and non-financial data
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Insight, Strategy and Solutions

o Collecting, analysing on data and metrics

e The organisation’s performance (Including basic financlal performance)

e Relevant law for own role (or where to access legal Information if required)

e Using Insights from data and good HR practice to spot potential trends and risks for the
organisation

e Providing reports on relevant project and / or organisation information

e Supporting the administration and delivery of HR programmes and projects

e Supporting the evaluation of HR programmes and projects

e Principles and baslc practice of project management

ao'-(-o-*--. - ey Lt - ety R R I - 0 =
< 0O @ oy pamay (pd a0 8 o ™ L

WY W e, kot e s TEOMRRCIAN [ i el d s

STUDENT ASSESSMENT
YOou BALAIAment ren Ity

By M oy e P g et b e
o —r——

o erewe Coonmes
. i

o o R

Personal Development Plan (PDP)
Following on from the self-assessment | have selected 4 OD developmental goals, 2 Insight goals, 2
leading HR goals and 1 each from Curious and Personally Credible. These have been written into a

PDP with actions and timescales,

The following PDP summarises these development goals:
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