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What it means to be a people professional (AC1.1)
Smith and Mitchell (2022) suggest that a profession is distinct from a mere occupation, requiring well-defined knowledge and skills, along with formal training and education. Professional status is achieved upon joining a professional body and failure to adhere to its standards can lead to expulsion. 
The CIPD Profession Map (2024a) defines people professionals as individuals who apply expertise in human resources (HR), Learning and Development (L&D) and organisational design, creating value for both employees and businesses by adhering to core behaviours of ethical practice, valuing people, working inclusively and professional courage and influence. These attributes promote fairness, transparency, and inclusivity in decision-making, enabling professionals to address unethical practices and cultivate a workplace focused on employee wellbeing and performance. Furthermore, people professionals can help inform and drive strategic decisions by demonstrating knowledge in areas such as workforce planning, analytics, talent management and employment law. 
Boxall and Purcell (2022) emphasise that effective HR professionals must align people management strategies with the organisation’s long term business objectives to drive productivity and a competitive advantage, while simultaneously ensuring fairness, engagement, and development opportunities for employees. Performance and retention rates can increase within environments where employees feel valued, supported and motivated.
Employee engagement and development is one of the key areas people professionals can add value. The world economic forum (2025) highlights the importance of continuous learning, stating that 39% of current skill sets will become either outdated or transformed by 2030. Thus, emphasising the need for people professionals to implement effective L&D programmes to either reskill or upskill employees, as well as develop their own personal agility and digital literacy to help manage workforce transformations. 
Additionally, people professionals contribute by ensuring compliance with employment legislation and mitigating risks associated with workplace disputes. Promoting fairness in recruitment, performance management and employee relations encourages ethical practices, therefore reducing legal and reputational threats (Armstrong and Taylor 2023).
Both the CIPD’s profession map and Barends, Rousseau and Brinder (2014) emphasise the importance of evidence-based practise, ensuring initiatives and practices are informed by data rather than intuition or outdated fads. Using analytics and critical thinking skills in this manner helps cultivate an increased body of knowledge, reducing wasted resources and money through ill-informed assumptions (Gifford, Young and Barends, 2023). Beyond technical knowledge, Goleman (2020) underscores the importance of emotional intelligence in managing relationships. It is therefore a crucial skill for people professionals, reinforcing the CIPD's emphasis of valuing people by supporting a positive workplace culture.
 The actual role of a people professional is multifaceted, adaptive and has evolved to suit the changing needs of organisations and society. The traditional human resource (HR) function has transitioned from administrative tasks and advocating for employees to include more strategic and change management responsibilities (Kramer and Steane 2012). In conclusion, being a people professional requires the use of ethical, inclusive and strategically aligned HR practices which help sustain organisational growth and success by balancing business objectives with employee support.   

Personal and Ethical Values (AC1.2)
Personal values are individual beliefs and principles that guide decision making, assess others and situations, and rationalise activities (Roccas and Sagiv, 2018). Whereas ethical practice involves integrating moral principles into organisational behaviour with the intent to shape culture and guide decision making, as well as ensuring transparency with stakeholders (Young, 2024a). Ethical values often stem from theories like utilitarianism, which focuses on achieving the greatest good by justifying actions based on their outcomes (CEBE, no date). Alternatively, Deontology emphasises moral duty and assesses whether actions are inherently right or wrong, irrespective of their consequences (Reuter, 2023).
Working within the environment of people practise, my personal value of kindness and ethical value of integrity guide my professional interactions. My belief in kindness means I treat colleagues with empathy and respect. For instance, when handling employee queries or concerns, I actively listen and provide compassionate responses. Castrillon (2024) suggests that active listening is an essential skill to promote inclusion and respect, aiding conflict prevention and resolution by helping others understand alternative viewpoints. Demonstrating kindness to colleagues can help build trust and contributes to a supportive workplace culture (Sharma, 2024). 
It is important to balance kindness with professional integrity, which involves honesty, accountability and consistent applications of rules/policies (National Institute of health, no date). Compassion may challenge HR professionals to overlook policy violations, but demonstrating integrity ensures that policies are upheld fairly. 
Handling confidential employee records and sensitive HR matters requires me to act with discretion and professionalism. By maintaining confidentiality and ensuring fair administrative practices, I contribute to a trustworthy and compliant workplace. Integrity not only aligns itself with the moral responsibility of deontology but also connects with the character lens of the CIPD's eight ethical lenses. This lens emphasises the importance of virtue, moral character, and consistent ethical behaviour (Clark, 2015). Integrating both kindness and integrity into my work allows me to foster strong working relationships, which enhance collaboration and professionalism. 

 The importance of people professionals influencing others effectively (AC 1.3)
Clear, knowledgeable, and confident communication is central to effective influence. Handy (1993) defines influence as an active process enabled by power, emphasizing that both must work together. People practitioners possess a certain level of power; however, this has limitations due to the advisory nature of their role. Clear and confident communication is therefore essential to foster collaboration and drive change (CIPD, 2024a). When People professionals fail to assert themselves, they risk being seen as merely administrative, weakening both their credibility and influence (Adams, 2021).
Knowledge underpins effective communication. People Practitioners must understand employment law to ensure compliance and avoid legal risks (Taylor & Wilkinson, 2022). Additionally, familiarity with best practices in diversity, inclusion, and well-being allows them to promote ethical and impactful policies (Stokes & Woodhams, 2022). Understanding power dynamics and psychology is equally crucial. Karpman’s drama triangle offers insights into conflict resolution. Developing increased awareness of the roles of victim, persecutor, or rescuer can help promote healthier interactions and constructive solutions (Condon, 2014).  Belbin’s team roles also highlight the importance of diverse strengths when influencing others. For example, a ‘shaper’ may challenge ideas to drive progress, while a ‘coordinator’ ensures collaboration. Practitioners must adapt their communication style to engage different personalities effectively (Belbin, 2010).
Trust is also vital for influence. According to Handy (1993) influence can be exacted overtly or covertly. Murdoch and Scutt’s (2003) advocate for overt action, suggesting that any proposals should be explained honestly, and evidence provided to avoid perceptions of manipulation. Demonstrating a willingness to accept other viewpoints can help build trust. Armstrong and Taylor (2021) further argue that confident communication signals expertise and builds trust, while lack of confidence may result in failure to acquire leadership support. 
As well as confident, communication must be clear and informed to help communicate data-driven arguments. Without effective communication employees may resist organisational changes such as restructuring (Kotter, 2012). Furthermore, HR professionals function as a bridge between employees and management. Failure or unwillingness to articulate employee concerns clearly can lead to dissatisfaction, lower engagement, and higher turnover (Adams, 2021)
Without clear, informed, and confident communication, people practitioners lose influence. Failure to advocate for fair policies, lack of confidence or knowledge risks missed opportunities to improve workplace practices or drive organisational change. This can lead to higher turnover and disengaged employees. Effective communication and expertise navigating complex workplace dynamics can shape positive outcomes. 

 Reacting to unethical and illegal matters. (AC 1.4)
Ethical behaviour is fundamental to maintaining trust and accountability in the workplace, while legal compliance ensures adherence to laws and regulations (Crane and Matten, 2016). Unethical behaviour typically involves actions that, while not unlawful, breach professional or moral standards. For example, failing to follow medication procedures such as neglecting to double-check controlled drug dosages. This oversight risks patient safety and breaches NHS policies and professional standards. Such incidents must be formally recorded and reported to the head of nursing and workforce. The employee would need to reflect on the event, participate in an initial assessment of facts interview, and may face additional training for repeated violations. (Hywel Dda University Health Board, 2017). Depending on the severity of the misconduct a disciplinary investigation may be required to collect further evidence and interview witnesses. Outcomes range from formal warnings to dismissal (HDUHB, 2019).
Illegal action should be reported to the appropriate legal authorities, for instance if a nurse is suspected of physically abusing a patient. Physical abuse constitutes assault and is a criminal offence (Crown Prosecution Service, 2022). After the immediate reporting to the employee’s manager, workforce advisors should ensure the incident is reported to the hospital safeguarding team and the police. A disciplinary investigation cannot commence before a safeguarding risk assessment has been conducted and advice received from the police or head of safeguarding (HDUHB, 2023). Once an investigation commences, the employee must be informed of the process, allegations, and have access to support and representation (RCN, no date). Depending on the severity of the misconduct, the employee may be suspended or receive temporary restrictions to their duties (Hughes, not published). Additionally, misconduct such as abuse necessitates reporting to the Nursing and Midwifery Council (NMC). The NMC's fitness to practise process evaluates whether the nurse is fit to continue practising ( NMC, 2024). An internal disciplinary investigation will proceed regardless of NMC judgement (HDUHB, 2019).
Both ACAS (2024) and the CIPD (2024b) stress the importance of whistleblowing policies protecting employees who report workplace wrongdoing, both criminal or unethical, and ensure a safe environment to voice concerns. In both cases, acting against unethical or illegal behaviour upholds integrity, legal compliance, and trust. 

The benefits of feeling valued, inclusively and fairly treated (AC 2.1)
Workplace Inclusion, fairness and recognition are critical to improve well-being and organisational success (Suff, 2024). Different theoretical perspectives highlight the benefits of fostering these principles.
Maslow's hierarchy of needs presents a humanistic perspective suggesting that employees require a sense of belonging and esteem, which are fundamental to motivation. Feeling valued and included can lead to higher engagement and productivity (Pichere and Cadiat, 2015). Similarly, Herzberg’s two factor theory distinguishes between extrinsic hygiene factors which discourage frustration, and intrinsic motivators that enhance job satisfaction (Nickerson, 2025) Hygiene factors encompassing fair treatment of wages or working conditions promote contentment, preventing deterioration of engagement but do little to motivate. Enhancements of motivators like recognition and achievement increase an individual's capacity to grow and develop, improving performance (Hershey, blanchard and Johnson, 2001). Equity theory argues that when employees perceive unfairness in rewards and recognition their productivity and job satisfaction decrease (Armstrong and Taylor, 2023). 
David rock’s SCARF theory provides a neurological perspective highlighting five social domains - Status, Certainty, Autonomy, Relatedness, and Fairness - that drive motivation (Mullins and McLean, 2019). Rock (2009) argues that when employees feel valued, have clear expectations, control their own work, strong social connections, and perceive equity, they are more engaged and perform better. Conversely, when these factors are threatened employees experience stress, disengagement and reduced productivity.
Classical perspectives such as Taylor's scientific management theory prioritises efficiency and productivity over employee emotions, advocating for structure and standardised performance metrics over subjective fairness (Mind tools, no date).
While classic theories propose risk to efficiency, recent evidence highlights the strategic benefits of inclusion, fairness, and recognition. Maslow and Herzberg provide convincing evidence that fair treatment and recognition enhance motivation and performance, while the SCARF model emphasizes that inclusive workplaces foster psychological safety, boosting well-being and business success. The CIPD's Good Work Index 2024 underscores the link between job quality and well-being, demonstrating that skill development, autonomy, recognition, and work-life balance improve performance and commitment (Young, 2024b). Research by Gallup (2025) supports this, suggesting that organisations who actively value and support employee well-being increase their retention rates through employee loyalty. Whereas employers who disregard risks to mental health and stress leave themselves open to costly compensation claims (Hasson and Butler, 2020). Ultimately encouraging inclusive and Fair Work environments not only enhances employee engagement, motivation and retention rates but also increases job satisfaction, innovation, and mental well-being, all of which improve business performance (Torrington et al, 2020). 

How to design and check the inclusivity of people practice initiatives (AC 2.2)
Designing inclusive people practice initiatives requires thoughtful planning and collaboration to ensure all employees feel valued and supported. The process begins with analysis of workforce data, such as employee demographics, engagement surveys and performance metrics to identify specific challenges or opportunities within the organisation (Armstrong and Taylor, 2023). It is important to collect data through a variety of methods, however holding focus groups or interviews with underrepresented groups can provide more specific details regarding barriers or solutions required to meet their needs (Woodhams and Perkins 2022). 
Once any needs have been identified clear objectives must be established. Boxall and Purcell (2022) stress the importance of aligning goals with overall business strategy and HR priorities such as equality, diversity and inclusion. Collaboration from a wide range of stakeholders is required to ensure the initiative reflects the needs of all employee groups. Therefore, consultations should be held with employees, leaders and their representatives. An action plan can then be created detailing steps for implementation, including staff engagement, monitoring processes, recording results, evaluating effectiveness, identifying changes and assigning responsibilities with timelines to ensure the initiative works in practice. It is also imperative to identify and address any potential bias or inequalities. For example, consideration should be given to the accessibility of employees with disabilities, cultural/religious sensitivities, and diverse working arrangements (ACAS, no date).
To check inclusivity after implementation data can be gathered using qualitative and quantitative measures (Woodhams and Perkins, 2022). For example, employee surveys can assess perceptions of belonging, while demographic data can track diversity in hiring, promotions or pay equity. Benchmarking data against the wider industry can also provide valuable insight. It is also essential to regularly review data and policies to ensure the initiative remains relevant and adaptable to any evolution in organisational needs (CIPD, 2022). 

Ability to work inclusively (AC 2.3)
I have used a combination of my personal reflections, self-assessment responses and colleague feedback contained in table 1 to provide insights into my ability to work inclusively and positively with others. The information obtained demonstrates a solid foundation with areas for growth. Both my self-assessment and my colleague’s feedback emphasise strengths such as reliability, communication and active listening. My colleague has praised me for building relationships, handling criticism and encouraging diverse opinions. All of which highlight my capacity to act as a collaborative and inclusive team member. 
I believe the differences between myself assessment and my colleague’s feedback regarding my ability to build purposeful working relationships and collaborate with others arise from the fact that, although I feel comfortable and confident developing relationships within my immediate team, I rarely interact with colleagues from other sites or departments. This is an area I could expand upon to increase collaboration and build connections beyond my familiar environment. Additionally, being the lowest ranking team member, I feel I lack confidence to help colleagues as I am often seeking help from others in more complex situations. Despite this, I recognise that my colleagues feel comfortable sharing their ideas with me. This Indicates they see potential which can be built upon.
One of my key strengths is my ability to follow up on requests promptly. This reliability builds trust and helps create an environment where people feel supported, strengthening working relationships further. To improve, I plan to connect with more external colleagues and actively seek their input. Hopefully by fostering these connections, increasing my confidence, and encouraging openness, I can align myself assessment more closely with the positive feedback I received and become an even more effective and inclusive team member.  
	Questionaire responses regarding working inclusively and positively with others

	Key: 4: Very well / Very quickly / Very often
3: Somewhat well / Somewhat quickly / Somewhat often
2: Not very well / Not quickly / Not often
1: Never

	question
	Self-Assessment
	Colleague Feedback

	How well do I get to know people as individuals?
	3
	4

	How well do I actively seek and listen to diverse views and opinions?
	3
	4

	How well do I build purposeful working relationships and collaborate with colleagues?
	2
	4

	How well do I handle criticism?
	3
	4

	How well do I communicate with others?
	3
	4

	How well do I follow up on requests?
	4
	4

	How often do I ask for opinions when making decisions?
	3
	4

	Do I encourage others to recognize when they need help or share concerns and ideas?
	2
	4



Table 1: Inclusivity assessment results

How the people practitioner role is evolving (AC 3.1)
The people practitioner's role is evolving, driven by technology, workplace changes, and a focus on well-being, inclusion, and engagement. Practitioners must adopt a strategic role rather than administrative. As employee voice and loyalty become increasingly important, emphasis should be placed on initiatives creating a climate of corporate responsibility, ethical practices and credible career development (Payne, 2021). Pomies (2025) strengthens this argument by discussing the impact of Gen Z's influence on workplace culture and technology. Not only are younger employees becoming more selective of employers based on corporate reputation, they also value personal and professional growth. Employees now expect accessible progression paths plus opportunities to acquire new skills. 
The spotlight on employee well-being accelerated during the COVID-19 pandemic. During this time companies pivoted towards remote/hybrid working as a response to restrictions. The resulting well-being issues created by virtual environments demonstrated a need to renew the ‘human’ element of HR. Persistent expectations for flexibility and work-life balance emphasize the need for responsive policies, with diversity, equality, and inclusion strategies now essential for maintaining a competitive edge (Batrum, 2023).
Technological advancements, such as AI and data analytics are also reshaping HR functions, with an expectation for practitioners to develop analytical skills and embrace digital transformation (Mohdzaini, 2022).
To counterbalance the increasing use of AI in routine HR tasks, people practitioners should focus on developing competencies such as emotional intelligence. As AI handles more technical tasks, skills like empathy and relationship building become increasingly important. As does ethical oversight to establish guidelines for transparency, fairness and human values (Bradford, 2024). This is especially useful in employee relations where skills of conflict resolution are required (Ayling and Suff, 2024). 
To meet demands from the altering social and technological environment practitioners must upskill in digital tools, strategic decision making and inclusivity to address modern organisational challenges (Green, Peters and Young, 2020).
Continuous professional development (CPD) is crucial for adapting to these changes. Accordingly, I have revised my CPD plan to include targeted upskilling activities, detailed in Appendix 1.   

Development Assessment (AC3.2) 
My assessment was carried out against the job description of a Workforce Advisor within Hywel Dda University Health board. The process involved assessing my skills, experience, and areas for development in relation to the role's criteria and responsibilities. Table 2 summarizes both my self-assessment and colleague feedback, with the job description provided in Appendix 1.
My strengths provide a solid foundation which align well with the requirements of the workforce advisor role. I have gained significant experience within HR, including supporting employee relations cases by typing interview transcripts, logging and updating disciplinary details onto the electronic staff record (ESR), and gaining first-hand exposure to disciplinary hearings. Additionally, I readily advise on HR policies and procedures regarding maternity and annual leave, demonstrating my ability to handle these core aspects of the role. This experience directly corresponds with the job’s focus on employee relations, advising on contracts and ensuring efficient administrative support. 
Colleague feedback has further highlighted my strengths, emphasising my ability to work within employee relations, and provide guidance on policies and terms and conditions. However, the assessment also identified areas for improvement. My knowledge of employment law needs strengthening, particularly regarding protected characteristics. I lack experience in supporting redeployment processes and require greater confidence in advising on sickness absence beyond review meetings. Furthermore, my familiarity with the NHS Respect and Resolution policy needs enhancement, as does my ability to analyse management information to identify absence trends.
To address these gaps, I aim to prioritise improving my knowledge of employment law and NHS policies. Strengthening my skills in excel and data analysis is also crucial. Attending training sessions, shadowing colleagues and finishing my CIPD level 5 qualification will ensure my professional development continues in line with the role’s expectations.  
	Category
	Self-Assessment
	Colleague’s Feedback

	Key Strengths
	- Experience working within a HR environment.
	- Experience of working within HR or similar area of work.

	 
	- Experience of employee relations issues: typing interview transcripts, logging disciplinary details into ESR. 
	- Supporting employee relations matters: listening to transcripts, discussing cases, inputting disciplinary data into ESR.

	 
	first-hand experience of hearings, required time frames, documentation and process order.
	- Advising on HR policies, procedures, and Terms and Conditions for maternity leave, annual leave, etc.

	 
	- Regularly providing advice on policies/procedures regarding maternity leave, annual leave, and special leave.
	 

	Weaknesses
	- Require improved knowledge of employment law.
	- Management information to understand absence trends or hot spots.

	 
	- Lack experience supporting the redeployment process.
	- Advising/supporting or managing sickness absence.

	 
	- Lack confidence advising on sickness absence. Require increased exposure beyond review meetings with managers
	- Creating positive working relationships with managers and colleagues for issue resolution/Respect and Resolution.

	 
	- Require improved knowledge/experience of Respect and Resolution process.
	 

	Areas for Development
	- Improve knowledge of protected characteristics and employment law.
	- Absence: Attend a deep dive.

	
	- Familiarise myself with the long-term sickness absence process & shadow meetings (1st, 2nd, and 3rd meetings).
	- Shadow long-term sickness absence meetings.

	
	- Improve knowledge of Respect and Resolution policy.
	- BI Reports: individual absence, 12-month trends, etc.

	
	- Gain experience shadowing colleagues during redeployment processes.
	 

	Goals to work towards 
	- Complete CIPD Level 5 qualification
	- Finish CIPD Level 5

	
	 
	- Evidence of continuing professional development.

	
	 
	- Investigation training.

	Skills to Improve
	- Improve knowledge of Microsoft Excel and other I.T packages.
	- Excel.

	
	- Improve ability to analyse data to spot patterns/trends.
	- Confidence in self to answer queries accurately.



Table 2 – assessment against workforce Advisor job description 
	



Ongoing learning (AC 3.3)
Based on information learnt from colleague feedback and my own self-assessment, I have identified development activities to support my ongoing learning within an employee relations role. Focusing on improved knowledge of policies, employment law and enhancing my digital skills, the areas have been included within my CPD plan, which is presented in Appendix 2.  

Reflective practice (AC3.3)
Appendix 2 consists of entries to my continuous professional development record, containing reflections on three past exercises.  
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Appendix 2  – Continuous development plan

	
Development plan




	COVERING THE PERIOD FROM:
	March 2025
	TO:
	February 2026



	What do I want / need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	(AC 3.1)
 Improve my knowledge on inclusive and equitable workplace environments, including best practice to ensure diverse perspectives are valued and listened to.




	Attend in house training on ‘Religion and belief’ to improve understanding of differences between religion and belief and how they face discrimination. 

Complete CIPD introductory course ‘working inclusively’

Complete CIPD introductory course ‘Valuing People’.

Engage in informal discussions with colleagues

	Managers approval to attend course and time needed for attendance. 

Possible mentorship from colleagues

Access to online resources
	Confidence to deal with diversity-related queries, improved team cohesion, and positive feedback from colleagues on inclusivity efforts.
	Review May 2025
Completion target August 2025

	(AC 3.1) 
Understand legal requirements and responsibilities around reasonable adjustments, including the range of adjustments employers can consider. 


	Attend in house training course ‘Making reasonable adjustments’

Engage in informal discussions with colleagues and shadow advisor’s meetings regarding this issue.

Review past examples of 

	Managers approval to attend course and time needed for attendance. 

Access to details of past cases for real-life examples and better understanding.

Support from colleagues for practical insights.

	Ability and confidence to provide effective advice and guidelines for managers dealing with reasonable adjustment requests. 

Positive feedback from colleagues regarding approach and advice given. 
	Review July 2025
Completion target October 2025

	(AC 3.1) 
Improve my understanding of AI in the workplace.

	Explore CIPD informal resources such as their podcast on ‘how do advances in AI impact HR practice and L&D.

Read case studies on AI integration in organisations for practical insights.

Reach out to colleagues within recruitment and L&D to enquire the extend that AI is used within their departments.

	Access to online resources

Co-operation from wider colleagues.
	Confidence in my understanding of how AI is used in my organisation.
	Review May 22025
Completion target July 2025 

	(AC 3.1)
Develop a better understanding of reflective practice so that it feels more natural.




	Read the book ‘Reflective Practice: Writing and Professional Development’ by Gillie Bolton

Maintain an informal reflective journal to document experiences and insights.
	Access to Health board Library

Time to read through resources or write entries in the journal.
	Consistently using reflective practices, showing better self-awareness, and seeing noticeable improvements in how I perform at work.
	July 2025
Completion target ongoing

	(AC 3.1 and AC 3.3)
Enhance theoretical and practical knowledge of people analytics.



	Practice using the business intelligence tool to produce data in regard to sickness absence for individuals and departments.

Read CIPD factsheet on people analytics.

Listen to CIPD Podcast ‘Driving performance with people analytics.

Practice using analytical tools, such as Microsoft Excel and Power BI
	Access to online resources.

Access to Business intelligence report functions to run reports.

Mentorship/training from colleagues to improve knowledge of in-house practices. 
	Ability to analyse HR data and generate actionable insights.

Positive feedback from colleagues on the use of analytics in improving HR processes.

	Review August 2025

Completion target December 2025

	(AC 3.1 and AC 3.3)
Improve proficiency and confidence in utilising digital software commonly used within the department, as well as tools expected to see increased usage in the future.
	Enrol on 6-month Microsoft 365 training provided by Pembrokeshire College and select modules for Excel, BI analytics and forms.
	Managers approval to enrol on course and study leave to complete modules. 

Informal practice using software.
	Effective use of Excel for complex tasks, creating insightful BI dashboards, and improved data-driven decision-making.
	Review November 2025
Completion target February 2026.

	(AC 3.3)
Improve working knowledge of employment law.
	Read CIPD employment law updates released in March 2025
Attend in house training session on unconscious bias to help identify issues that could potentially lead to acts of discrimination, particularly  in regard to  protected characteristics
Read through new policy guidance for pregnancy loss before 24 weeks and neonatal care leave.
	Access to online material

Managers approval to enrol on course

	Demonstrating a clear understanding of the latest employment law changes and their implications for workplace policies and practices.
	Review May 2025
Completion target August 2025

	(AC3.3) 
Improve understanding of disciplinary process beyond areas I presently support
	Attend in house Investigation training designed for investigation officers
	Managers approval to attend day long course
	Gain familiarity with the proper steps and protocols for conducting effective investigations, as well as demonstrate an increased understanding of the laws, regulations, and organisational policies governing disciplinary investigations.
Gain confidence on how to collect, analyse, and document evidence systematically and impartially.
Learn to create comprehensive and unbiased investigation reports
	Completion target  May 2025

	(AC 3.3) 
Improve understanding and application of commonly used employee relations policies 
	Read through the following policies: Respect and resolution, Capability, Redeployment and Managing attendance at work

Attend Managing attendance at work policy core training
Attend a long term sickness absence deep dive meeting with management.

Shadow colleagues during a respect and resolution process
	Mentorship / support form colleagues

	Demonstrate a clear grasp of the principles and guidelines within each policy and implement policies effectively in real-world scenarios

Receive positive feedback from colleagues or management about the application of policies

	Review August 2025
Completion target January2026

	(AC 3.3)
Improve confidence and influence productive outcomes from conversations with colleagues
	Attend in house training seminars on ‘The Art of Conversation’ and ‘Effective Communication’ 
	Managerial permission and time to attend course
	Be able to identify any personal barriers to effective communication and apply learned skills to overcome them.
Gained more confidence addressing managers when advising on policy guidelines.
	Review October 2025
Completion target January 2026
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JOB TITLE Workforce Advisor
BAND 5

Job Summary

« Provide generalist operational workforce advice to Managers, ensuring services are supported in accordance with operational
objectives, and supporting the Workforce team in their roles.

« Contribute to the delivery of workforce objectives by working closely within the Workforce team providing professional generalist
workforce support, within the remit of policies and procedures, current employment law and generalist best practice.

Accountable: Workforce Manager

Provide advice and support to Managers across the Health Board on Employee relations matters and sickness absence cases.

Responsible to

Workforce Manager Professionally: Head of Workforce

Responsibilities and Duties

Provide advice and support in relation to organisational change programmes, under direction and guidance of Senior Workforce colleagues, ranging
from operational work to support collective and individual consltation meetings, redeployments and advice on policies.

To take an active, operational role in working with managers across all services to proactively manage sickness absence, including provide
advice and guidance in accordance with the policy at all stages of sickness absence and attendance at meetings as required. To include
providing advice and guidance on Occupational Health referrals and Reasonable Adjustments.

Support the Workforce Team with Employee relations matters within the remit of Health Board policy and employment law; including
supporting hearings in any capacity as required (e.g. note-taking, supporting managers presenting cases, and/ or supporting panels for
informal and minor/ misconduct issues)

To advise on employment contracts, entitlements and national and local NHS terms and conditions.
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Develop a good working understanding of employment law and HR best practice, in order to be able to provide accurate advice to managers

and staff on employment legislation as it applies to both employee relations and other areas of activity and their implications for the Health
Board.

To support the Head of Workforce/Assistant Head of Workforce with specified project work as it may arise from time to time, including issues
around national initiatives/ projects; which must always be undertaken to the highest of professional standards.

Develop and maintain good working relationships and a partnership approach to employee relations with trade union colleagues and provide
workforce support to Partnership Forum and associated sub-groups/working parties.

Work in conjunction with the Workforce Team to identify development needs of managers and supervisors regarding people management
issues, aiming to improve people management capability and skills across the Health Board; including assisting in the design and delivery of
specific Workforce Skills Workshops/ Training, especially around organisational change.

Responsibility for ensuring the efficient administration required to support all of the above employee relations casework, including inputting
data onto ESR and/or employment relations case management system as necessary, and supporting the wider team with administrative tasks
as required.

Prepare reports as required by the Senior Managers of the Workforce team
PERSON SPECI ATION
Qualifications and Knowledge

Essential

Qualified to CIPD level 5 or willingness to study.

Relevant degree or equivalent experience

Evidence of continuing professional development.

Up to date knowledge of employment law.

Demonstrable IT skills including Microsoft suite of applications.

An understanding of the NHS Terms and Conditions including Agenda for Change. — Desirable??

Essential

Experience of working within HR or similar area of work.

Experience of advising/supporting or managing sickness absence.

Experience of supporting employee relations matters in the workplace.

Experience of advising on HR policies and procedures and Terms and Conditions.
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Experience of creating positive working relationships with managers and colleagues.

Desirable
Experience of managing organisational change & advising on staff consultation.
Experience of working in partnership with TU's in a Unionised environment.

Skills and Attributes

Good interpersonal skills and ability to engage at all levels.
Good verbal, numerical and analysis skills.

Ability to manage time effectively and prioritise workloads.
Ability to travel between sites in a timely manner.
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NAWE: Taura Lewis JOB TITLE: Workforce Team AC3A
Secretary/Administrative assistant

COVERING THE | September 2023 TO: July 2024

PERIOD FROM:

The below information applies to AC3.4

ey dates What & you 667 g Vit you Tearm fom s Fow Favenall you vse Tis?
Any further acton’
Review most commonly | To gain a deeper Tgained improved knowledge | 1am now able to proactively
September | used organisational understanding of regarding common issues complete tasks in relation to
2023 policies within the organisational guidelines, dealt with within the disciplinary documentation

department and my role —
Al Wales Disciplinary
Procedure, All Wales
Respect and Resolution
Policy, Managing
attendance at work policy.
Annual Leave Policy and
the leave for new and

existing parents policy.

policies and frameworks to
develop more confidence in
my role

department

Ieamt how to deliver higher
quality administrative support
to colleagues in regard to
document timeframes and
deadiines

without being prompted and
ble to identify mistakes
or missing information

Regarding materity leave
applications, | am now able
to process the paperwork
without supervision or input
from colleagues

Reading though the policies
means | am more confident
answering queries regarding
annual leave, special leave
or maternity leave and am
gaining more confidence
dealing with sickness
absence queries.

Further action - to keep
updated when policies are
reviewed.
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February
2024

July 2024

Shadowed a colleague

during a disciplinary
hearing.

Attended an inhouse,
online tutorial for effective
minute taking

To gain physical experience
of the procedure, timeframe,
documentation and
communication techniques
utiised

To improve minute taking
skills, advancing my ability to
capture relevant information
during longer meetings

Witnessing the hearing
provided an improved
understanding of the
formalites, including
into how and why
documentation is used. | now
have a more effective
understanding of how to
support Advisors during the
process.

ight

Advice was given on how to
identify crtical information

I gained an understanding of
Hywel Dda University Health
board's preferred
documentation style

Inow feel more confident to
prepare relevant
documentation unsupervised.

Since observing the personal
interactions within the
hearing, | believe | have
improved my communication
style when interacting with
employeesstakeholders
during formal matters.

Further action - To improve
my minute taking skills in
case | am required to take
notes in the future

1wl use this information to
practice summarising
information succinctly.

Further development may
include the need to repeat
the course.

As this is not a task |
undertake often, | do not feel
I'have actively remembered
all points discussed and still
lack confidence in my abilty





