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Professional behaviours and valuing people

A.C 1.1 
[image: A diagram of purpose and purpose

Description automatically generated]The term being professional involves being reliable, this could be by setting your own high standards and showing that you care this could be about caring about every aspect of your role. But also, being professional could be that you as an individual hold yourself accountable for your thoughts, words and actions within both in and out of the workplace. (Tools, 2023) People practised are the processes and approaches which are used across the employee’s lifecycle. These are, learning needs analysis, creating talent pools, developing people policies, analysing people data, managing grievances, recruiting people. (CIPD, 2023) With people practise there are professional requirements one of these areas being, CIPD. The CIPD have membership standards for people professionals who are either completing their experience assessment or they are wanting to upgrade to be a Chartered Member or a Charted Fellow. (CIPD, 2023) The CIPD profession map sets the international benchmark for the people profession. The profession map is used to make better decisions, act with confidence, perform at your peak, drive change in the organisation and progress in your careers. In the CIPD profession map there are:
· Core knowledge
· Core behaviours 
· Specialist knowledge 
These are known as the framework for the profession map. (CIPD, 2023) 
People professionals oversee many different aspects of the workplace which includes, talent management, employee engagement retention, training and development, recruitment and employee relations. The role of a people professional supports the vision and goals of the organisation through great people interventions. Since organisations are made up of people, their role is to empower an organisations people to thrive. (CIPD, 2023)
The qualifications which a people profession may be working towards are, the CIPD qualifications these are professional qualifications which can be at, Foundation Certificate through the Advanced Diploma level. Succession on these qualifications leads to CIPD Foundation or Associate Membership.  (CIPD, 2023) 

The CIPD have a new Code of Conduct and Ethics which can also be demonstrated at professional integrity. At the heart of the CIPD Code of Conduct and Ethics are:
· Positive and active impact on working lives.
· Civic virtue and stewardship 
· Good character 
· Professional service and competence 
· Personal responsibility (CIPD, 2023)
A.C 3.1 

People professionals oversee many different aspects of the workplace which includes, talent management, employee engagement retention, training and development, recruitment and employee relations. The role of a people professional supports the vision and goals of the organisation through great people interventions. Since organisations are made up of people, their role is to empower an organisations people to thrive. (CIPD, 2023) As part of being a people professional it’s important to keep on top of a CPD which is a continuing/continuous professional development, this is a way to keep track of any learning which is being conducted to be able to improve your professional practise. (CIPD, 2023)

The role of a people professional is ever changing but one of the most noticeable changes would be the reliance which they have on technology. Technology can have a positive and a negative impact on a people professional. A positive impact of this would be that systems are now possible, and a lot of companies have now been able to completely stop the need for paper. Everything is electronic which is also good in relation to saving the environment. The negative impact of this would be that systems are then able to be hacked into by people outside of the organisation and for many people professionals these systems hold a large sum of confidential data. (Cloud, 2021) 

Another change which has come with the ever-growing people profession is remote/hybrid working and the management skills which come with this, since the pandemic the hybrid/remote working life is becoming more and more popular and is sometimes one of the ways which a company can retain their employees. But, with this comes a different management style, firstly the people professionals should establish a hybrid/remote working policy. But also, the manager must be able to trust their team as they are not going to be able to talk to them, check in or ask what they are up to when they are working from home. (Herman, 2022)

AC 1.2 

Ethical values provide the moral compass by which we live our lives and make decisions. The ethical values in Human Resources are the following:
· Respect 
· Fairness 
· Privacy
· Basic human rights
· Fair treatment of employees 
· 
It’s important to make sure that all employees feel these values as the business will then be able to retain their employees. If a business looks after their employees, then the employees will look after the business. For example, when onboarding a new employee if during their company induction they are told that it’s ok to make mistakes or that there are no silly questions were one big family here, but on the employees first day in their new department they are told no and are not treated as part of the family with open arms then the businesses values when it comes to onboarding are not being followed if the employees are being made to feel like this then they would potentially not want to be part of that department or even the business which then opens up more issues. 

As a student HR professional the values which I think I hold are:
· Fairness 
· Inclusivity
· Speaking up for beliefs 
I feel that I demonstrate fairness in my role as recruitment by ensuring that all of the process which need to be followed are done so fairly. For example, if someone is being interviewed, I would ensure that there is more than one person interviewing to be able to have fair judgement on the candidate but also at least one of these people is present for every interview to be able to have consistency for the role.  

I feel that I demonstrate being inclusive in my role in recruitment by making small amendments to the recruitment process to ensure that this is modern and legal. Recently upon reviewing our onboarding forms it was mandatory for a candidate to fill their gender and select from, male, female or other. No other option, so I spoke to the other people professionals in the department and asked whether we can make this possible for this not to be a mandatory question and if someone wanted to disclose this information then they can by using a text box which they can input what they identify as. 

As a student people professional I feel that it is crucially important to stand up for what I believe in no matter how big or how small this may be. If I feel that someone was mistreated during the screening process, and I don’t agree with what the line manager has said then I believe that its part of my role to escalate appropriately and also have the conversation with the line manager who may have rejected someone and ask their thoughts before explaining mine. 

A.C 1.3 

Communication is in every business no matter the size or sector of the business. Communication in the workplace is so important because it helps boost employee morale, employee engagement, the productivity of the employees and the employee satisfaction. As well as this if you have strong workplace communication this will help get results for individuals, teams and the business as a whole. It is so important that employees feel listened to whether this be good or bad communication. (Firstup, 2022) 

It is essential that conversations are the following:
· Informed 
· Clear
· Engaging. 

It’s important to have informative conversations because if a conversation does not have purpose, then this can be miscommunication. For example, it is important that when phoning a candidate to invite them in for an interview that you are giving them clear instructions. So, the candidate knows where they are going, what time, date and if they need to prepare anything. Every conversation someone has with a candidate, that candidate should finish that conversation fulfilled. In an interview scenario, it’s important that the communication is clear from the start of all conversations so that the candidates understand what is expected of them from the first initial contact. The last step in an interview situation is to ensure that the candidate is engaged from the first initial communication to them being successful or unsuccessful if someone feels disengaged then they are least like to strive in their interview and then potentially not excel if they are successful within the business. 

The way which you can be a good communicator is by firstly actively listening to the person/people who you are communicating with, it’s important that you listen to be able to understand but also you will receive more respect from people if you are actively listening to them. It’s also important to be conscious of your body language when someone is talking to you make sure you are looking interested and that you want to make sure that you are always giving that person your full attention. (University, 2023)  

A.C 1.4 

In a people professional environment there is a difference between legal and ethical issues.  A legal issue is when something has happened, and it has broken the law. The law is there to be able to tell someone what they are and aren’t allowed to do. Ethical issues is when this issue does not always have the legal stance it is based off of a person believes to be right or wrong, based off of personal opinion. Although something is legal may not mean that it is ethical. (Patricks, 2022) 

An example of a legal issue in people profession is confidentiality. As people professionals most of the work needs to be kept confidential. If confidentiality is broken, then this can lead to legal implications on the people professions behalf. It is a legal responsibility to ensure confidentiality to always kept. (Reddy, 2023) 
In the role of a people professional it is normal during the onboarding process that the individual is spoken through the importance of confidentiality and also, they would be expected to sign a document explaining that they understand the importance of it. This will then be stored on their employee file. 

If I felt that confidentiality was broken within the people professional department which I work in then I would raise this to the Director of People Service explaining my reasonings and display any evidence which I may have surrounding this claim. 

An example of an ethical issue would be leadership styles because some leaders may feel that they cannot take accountability for their mistakes or for something that may have happened within their team. These styles of leaders tend to not support their team correctly and must constantly check things with others and tend to not stand on their own two feet. (Muntean, 2022)

If I felt that this leadership style was happening, then I would sit down with the leader discuss how their leadership make me feel and if nothing was to improve then I would raise this to the next leader.  
Whistleblowing is the action someone takes to report wrongdoing at work that affects others. (ACAS, 2023) 
A.C 2.1 
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Description automatically generated]Maslow’s hierarchy of needs are in five stages. These needs are, physiological, safety, love and belonging needs, esteem and self-actualization. Maslow’s hierarchy of needs is a pyramid of the needs that motivate people. In relation to Maslow’s theory being applied to the workplace in a people professional environment the people on the bottom of the triangle may not have had all their needs met. These need to be fulfilled before the people professionals can climb up the theory. (Sodexo, 2023)

Human and business benefits are crucial to have in every business. One of the main benefits to have would be to ensure that the members in your team feel valued and that they have job satisfaction. The benefit which this would have on the business would be that if employees feel satisfied in their role, then they will stay in the business which mean that the retention in the business may be higher than the attrition. Another business benefit would be if a business decides that they are going to up skill their employees and those employees continue to feel that they are satisfied in their position then the company would then be able to keep the talent within the business. From a people perspective if an employee is feeling valued and satisfied in their role then they will be happy, their wellbeing will be on an all-time high and they may have a reduced number of sickness days. Employees who feel valued tend to have an increased efficiency and effectiveness of work. 

A.C 2.2 

It is so important that people have a voice in the business no matter of their level by enabling people to have a voice means that they would then be able to notify someone of a change they think would help the business. Recently in my role in recruitment the ATS recruitment system we used to be outdated, the HR side was very modern and so user friendly but the hiring manager side was old fashioned and slow it meant that not everyone was completing their recruitment onboarding process correctly. So, I reached out to the company and asked them if it was possible for the hiring manager portal to be updated and switched over to the new portal, their response was yes, and they even offered to come down and train the hiring managers. So, the frustration in this scenario was that HR and hiring managers were working off different portals so it made it difficult to coach them through any errors. But, by reaching out to the ATS system providers and making that change means that the HR department can continue to work collaboratively with the stakeholders.
 


Task 2 

 A2.3 & AC3.2

I recently conducted a CIPD Learning Hub self-assessment on myself covering the following behaviours:

· Ethical practise 
· Professional courage and influence 
· Valuing people 
· Working inclusively
· Passion for learning 

During this self-assessment I found that in Ethical practise three out of the four questions I was almost exceeding expectations. But the one statement I felt that I am exceeding on is being able to consider the implications of your actions and decisions for all stakeholders. The weakness in this area would be being able to raise concerns about practises that are inconsistent with professional values or legislation, I feel that as a student HR professional it is harder to remember what legislation is and what is company policy. One way which I plan on developing this is by ensuring that I am reading up on all the new legislation and listening to case studies on similar situations which may have arisen. Please see the appendix to this assignment for the other break downs of my CIPD Learning Hub self-assessments. 

To be able to produce accurate feedback about myself I asked three colleagues of mine who I work with closely every day. This was produced through 360-degree feedback forms as this is a positive method feedback. Please see the feedback in appendix 6 to 8.

This is important to investigate and reflect on not only on the good aspects of the feedback but also the negatives, it’s good to have other people’s perspectives on your work and where they think you are going with your career. 

AC3.3

In appendix 9 to 10, I have highlighted development activities based on the CIPD’s five core behaviours. This will allow me to strengthen my skills and knowledge within each area. For example, I will attend a CIPD course on working inclusively. 

I have highlighted my needs/wants for learning through the CIPD learning hub by completing the self-assessment. 

In my role in recruitment, it is crucial that I have a good understanding of all the five core behaviours which are set by the CIPD. I believe it is important that I have chosen these learning styles to be able to broaden my knowledge as I need to coach hiring managers in my day-to-day role. 



 AC3.4 

As shown in appendix 11 to 13 these show my CPD reflections, I have chosen to reflect on three activities which I have successfully completed which have contributed to my ongoing development. 

EDI ACAS training 

The EDI ACAS training which I completed was a half a day course which was delivered the whole of the Human Resources team which I am a part of what I found helpful in this session is that we were given the opportunity to discuss the session in detail with others in the group and it was an open for questions environment. I feel that I benefited from this training as laws and ethics are forever changing, I found out how I can be more ethically friendly during the interview and the application process. The trainer helped with some hints and tips of what to do when given a situation I am unsure about. The way I will continually develop myself in this area is by listening to podcasts, reading articles and discussing any new findings with the rest of the team to ensure that we are always doing what’s right for anyone who is interested in working/works in/for my organisation.

Recruitment training 

In my role in recruitment the ATS recruitment system we use to be outdated, the HR side was very modern and user friendly, but the hiring manager side was old fashioned and slow it meant that not everyone was completing their recruitment onboarding process correctly. 

So, I reached out to the company and asked them if it was possible for the hiring manager portal to be updated and switched over to the new portal, their response was yes, and they even offered to come down and train the hiring managers.

When planning the training I thought this was the perfect opportunity to go one step further than just using the time for the portal training. I decided to create a short presentation about the expected standards of the training and the whole onboarding experience which we expected from them as stakeholders. I ensured that this was a two-way conversation and welcomed any questions which people may have as I felt this was the way that helped benefit everyone. 

The way which I will continue to develop this is to continue with the strong relationships I already have with hiring managers but also ensuring that they know that they can come to me with any questions they may have about onboarding. Legally I will continue develop by ensuring that all of the correct recruitment laws are being followed and reading up on any new laws which are coming out around this aspect of HR. 






Right to Work Documents  

As part of my role I found myself not really understanding much about Right to Work Documents so I made sure that before I took on this task I read up on the GOV UK website about Right to Work Documents and what I needed to know and what cannot be accepted, I soon realised the importance of these documents. 

The way which I have benefited from this is by educating myself and others about the importance of Right to Work documents and also the differences around them when a person is not a UK Citizen, this is something that is so important to get right and if you don’t it could end up in £20,000 fine and potential imprisonment. 

The way which I will continually develop my education on this is by attending webinars, asking questions to our legal team and also reading up on any new legislation which may have been released. I will also share my knowledge as the consequences if this was wrong is so big it’s important that everyone knows what’s going on and what they can and cannot accept.  






























Appendix 

Appendix 1 – Ethical Practise 
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Appendix 2 – Professional Courage and Influence 
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Appendix 3 – Valuing people  
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Appendix 4 – Working inclusively 
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Appendix 5 – Passion for Learning 
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Appendix 6 – Candidate feedback 1 

What is your workplace relationship to Sara John-Davies?

Sara’s Director (People Services)


												

Does Sara exhibit any leadership qualities in the role they play in the company? (Please provide examples) 

Sara is tenacious and creative  in relation to her key responsibilities of recruitment and HR compliance. Sara is able to confidently and escalate appropriate matters, articulates issues in a professional manner. Sara has excellent communication skills and at all levels – able to adapt her style according to her audience. 

What does Sara excel at and how should she continue to do this? (Please provide examples)

Sara excels at the detail of HR compliance, reviewing relevant documentation and employment law to ensure the business remains compliant with current legislation. Sara should continue to keep up to date with market trends and current legislation through HR network groups, joining and listening to webinars, updates etc. 

How does Sara help you and your team succeed? (Please provide examples)

Sara brings character and diversity to the team which has a positive impact on others. Sara brings a consistent standard of work and communication with others. Sara has a proactive approach to matters and will use initiative to resolve and sees tasks through to the end – taking ownership responsibilities. EG – Reviewing an employee’s right to work documentation recently had noticed the expiry date, researched current law, escalated, communicated with all stakeholders effectively and resolved the issue promptly and compliantly. 																																									

How might Sara be able to improve on their performance in their role? (Please provide examples) 

Sara should continue to explore other aspects of the practical application of HR within the department so over time can make an informed decision as to whether she would prefer to become a HR generalist or subject specialist. Sara should grow confidence in her abilities and has lots of potential to fulfil a wholesome career within PS at Bluestone. 



Appendix 7 – Candidate 2 Feedback 

· What is your workplace relationship to Sara John-Davies?
It is an internal departmental collaboration relationship where, as the payroll manager I liaise 
with Sara to support me with any payroll related recruitment information. 
· Does Sara exhibit any leadership qualities in the role they play in the company (Please provide examples) 
Although I don’t work directly in the same department and therefore cannot provide examples, from my observation having worked with Sara I would say she takes responsibility and ownership of tasks and is able to set tasks for other colleagues. 
· What does Sara excel at and how should she continue to do this? (Please provide examples) In my experience Sara excels in providing outcomes to any tasks that I may ask of her, in a 
prompt manner and always within the timescale set. 
· How does Sara help you and your team succeed? (Please provide examples)
Sara is a great support and helps by being the essential link between me and payroll and People 
Services, which ensures the payroll is presented in an accurate and timely manner. 
· How might Sara be able to improve on their performance in their role? (Please provide examples) 
As previously stated and not working directly in the same department as Sara, I can’t fully comment. However as a vital link to payroll, then I would suggest she continues on the path that she’s currently on and remains consistent in what she does.

Appendix 8 – Candidate 3 Feedback
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Appendix 9 – Development Activities 1 & 2 
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Appendix 10 – Development Activities 3 & 4  
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Appendix 11 – Reflection 1 
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Appendix 12 – Reflection 2 
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Appendix 13 – Reflection 3 
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Course

Complete the CIPD's online course on working inclusively to
develop this behaviour to achieve positive outcomes.
Find out more about this course CJ'
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Record Name: Acas EDI face to face training
Date: 27/07/2023
Profession Map Area: Passion for learning
Type of Reflection: Course Reflections
Type of Learning Experience: Attended/completed a course
Supporting material: N/A

If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).
What did I learn?

During this course with ACAS | learnt the importance of EDI and how | can use this is in my role as Recruitment Assistant.

What did the learning experience tell me about myself?

The course taught me that | already knew a lot about EDI but there were some aspects that | was unaware of and | didn't know.

How does this learning experience impact my professional practice and the way I'll approach situations in the future?

| currently work in recruitment and during this course it highlighted to me that | could recommend changes to make to our application processes.

What do | need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the
profession, society)?

Meet with the recruitment team to discuss the changes we can make to go above and beyond for EDI.
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Record Name: Right to Work Documents
Date: 14/08/2023
Profession Map Area: Ethical practice
Type of Reflection: Course Reflections
Type of Learning Experience: Something I'm doing/I've done at work
Supporting material: N/A
If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).

What did I learn?

Myself and a colleague are in charge of Right to Work documents and ensuring that the business to remaining compliant. We are constantly
researching on GOV UK's website to ensure we are on top of any changes.

What did the learning experience tell me about myself?

| have confidence in myself and the business about being compliant.

How does this learning experience impact my professional practice and the way I'll approach situations in the future?
Ensuring the business is compliant.

What do | need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the
profession, society)?

Communicate this out to the wider business.
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Record Name: Recruitment Inhouse training
Date: 06/06/2023
Profession Map Area: Valuing people
Type of Reflection: Course Reflections
Type of Learning Experience: Something I'm doing/I've done at work
Supporting material: N/A

If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a
new tab).

What did | learn?

How to coach hiring managers through the new and updated recruitment ATS system,

What did the learning experience tell me about myself?

| am very knowledgeable on recruitment and the processes around it.

How does this learning experience impact my professional practice and the way I'll approach situations in the future?
The hiring managers are now able to come to me to coach them through any recruitment needs they have.

What do | need to do next for this learning experience to have a wider positive impact (eg on others, my organisation,
the sector, the profession, society)?

To keep up to date with all new recruitment legislation.
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