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Purpose and aim of unit 
This unit is designed to enable the learner to develop a sound understanding of the 
knowledge, skills and behaviours required by human resources (HR) professionals, whether 
in a generalist or specialist role, and as described in the CIPD Profession Map. The unit 
embraces the ‘thinking performer’ perspective and covers the competencies needed by the 
HR professional in a personal capacity, when collaborating and working with others, and 
when functioning efficiently and effectively in an organisational context. It will enable learners 
to assess their own strengths and identify a continuing professional development (CPD) 
plan, based on the capabilities required for ethical, business-focused and interpersonal 
professional conduct. 
 
This unit is suitable for persons who:  
 seek to develop a career in HR management and development 
 are working in the field of HR management and development and need to extend their 

knowledge and skills 
 have responsibility for implementing HR policies and strategies 
 need to understand the role of HR in the wider organisational and environmental 

context. 
 
Learning outcomes 
On completion of this unit, learners will: 
1 Understand what is required to be an effective and efficient HR professional. 
2 Be able to perform efficiently and effectively as an HR professional. 
3 Be able to apply CPD techniques to construct, implement and review a personal 

development plan.  
 
Guided learning hours 
The notional learning hours for this unit are 40 hours in total. The guided learning hours 
would normally be considered to be 20 hours with an additional 20 hours of self-directed 
learning for reading and the preparation of assessment evidence. 

                                                 
1 Qualifications and Credit Framework (QCF) level 5, comparable to EQF level 5  
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Unit content 
Indicative content is provided for each of the learning outcomes of the unit. The content is 
neither prescriptive nor exhaustive but should enable achievement of the learning outcomes. 

 
1 Understand what is required to be an effective and efficient HR professional. 

The role and contribution of the HR professional: three types of professional action: 
administrative, advisory, executive; the HR professional as ambassador for the HR 
functions of business partner; change agent; people resourcing, performance and 
development facilitator; the ‘thinking performer’ paradigm; defining the contribution of the 
HR professional and the acquisition of a positive reputation for efficiency, service 
delivery, trust and reliability; overview of the knowledge, skills and behaviours required 
for effective role performance as identified in the ten professional areas of the CIPD’s 
Profession Map at Bands 1 and 2. 
What it means to be a professional: managing self, managing in groups/teams, 
managing upwards, managing across the organisation; how these roles interact. 
professional ethics and the CIPD Code of Conduct; corporate social responsibility; role-
modelling professional behaviours as described in the CIPD Profession Map, Band 1 and 
2; the fundamental beliefs and philosophical assumptions that underpin professionalism, 
for example, an outward-looking, customer-focused, flexible, thinking-performer 
perspective; obligations for integrity, ethical conduct and confidentiality; handling conflict 
between professional principles and organisation pressures.  
The customers and stakeholders for the HR professional: determining customer 
expectations and priorities; exercising discretionary judgement when customer 
requirements compete; the stakeholder concept and its relevance for the HR 
professional; the skills of creating and sustaining customer relationships; methods for 
securing customer feedback; valuing customer complaints as a mechanism for 
enhancing service performance in the future; the search for service excellence. 
Working with others: elements of group dynamics; the skills of collaboration and conflict 
resolution. 
The components of effective and ineffective teams: the roles required for effective 
group/team operation, productive, proactive and positive leadership within groups and 
teams 
 

2 Be able to perform efficiently and effectively as an HR professional. 
The principles and practice of efficient time and project management: classifying and 
ordering priorities; controlling time to optimise personal productivity while also sustaining 
positive people relationships; the prevention and control of stress; setting project 
objectives; elements of project planning, milestone monitoring, scheduling and control. 
The components of analytical and critical thinking: situational analysis, decision-making 
and problem-solving; exercising judgement about the validity and reliability of 
information; promoting creativity in self and others; how to question and interpret 
‘evidence’. 
Communication skills for the HR professional: planning and delivering presentations; 
report-writing; the effective applications for technology as a communication aid. 
Building and sustaining positive relationships inside and outside the HR function: the 
fundamentals of interpersonal effectiveness; the benefits of networking; managing key 
relationships up the hierarchy; methods for coping with difficult people-related situations. 
Formal and semi-formal meetings: the principles of effective membership at meetings; 
techniques of chairmanship and group leadership. 
Techniques for influence, persuasion and negotiating: securing the willing co-operation 
of others; assertiveness and related skills. 
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Managing relationships within and across hierarchies: understanding the nature and 
impact of ‘political behaviour’ in organisations, coping with functional conflicts, 
stereotypes and ‘political’ tensions.  
Working within the cultural grain of the organisation: recognising the ‘art of the possible’ 
and the boundaries of the permissible. 
Involvement with continuous improvement and transformational change programmes: 
the benefits of cross-functional involvement in terms of personal development and 
relationship-building. 

 
 

3 Be able to apply CPD techniques to construct, implement and review a personal 
development plan. 
Continuing professional development (CPD): the basic assumptions for CPD, predicated 
on personal responsibility for learning, development and continuous improvement. 
The rationale for CPD: reflective practice; the need for continuous learning in a turbulent, 
transformational world; obligations for CPD within the CIPD and the CIPD Profession 
Map; implications of the commitment to lifelong and self-managed learning. 
Self-appraisal and the acquisition of knowledge about perceived performance: sources of 
information about personal effectiveness. 
The design of a meaningful personal development plan: the specification of meaningful, 
achievable, time-bounded yet stretching development goals and objectives; types of 
learning activity (linked to own learning-style preferences). 
The circularity of personal development: plan–performance–review–plan; monitoring 
CPD progress through, for example, review of CPD log entries and, where appropriate, 
the implementation of remedial action programmes; sustaining the motivational 
momentum. 
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Unit assessment 
To achieve this unit, the evidence the learner presents for assessment must demonstrate 
that they have met all the learning outcomes and assessment criteria.  
 

Learning outcomes 
The learner will: 

Assessment criteria 
The learner can: 

1 Understand what is required to be an 
effective and efficient HR 
professional. 
 

1.1 Evaluate what it means to be an HR 
professional with reference to the 
CIPD’s most current Profession Map. 
 

1.2 Describe the elements of group 
dynamics and conflict resolution 
methods. 

2 Be able to perform efficiently and 
effectively as an HR professional. 
  

2.1 Apply project management techniques. 
 

2.2 Apply problem-solving techniques. 
 

2.3 Apply a range of methods for 
influencing, persuading and negotiating 
with others. 

 
3 Be able to apply CPD techniques to 

construct, implement and review a 
personal development plan. 

3.1 Undertake a self-assessment of HR 
professional practice capabilities to 
identify continuing professional 
development needs. 
 

3.2 Produce a plan to meet personal 
development objectives based on an 
evaluation of different options. 
 

3.3 Reflect on performance against the 
plan, identify learning points for the 
future and revise the plan accordingly. 
 

 


