CASE STUDY 2 – LEARNER WORK
Managing individual development
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1.1. [bookmark: _Toc503373615]Conduct a performance gap analysis with an individual in your area of responsibility, to determine development needs
   
The techniques I did used to do the gap analysis was to observe ‘B’ on the job, I also received feedback by colleagues about his performance and I also have one/one meetings to monitor and check the objectives set for him. I did  gap analysis with one of my staff members employee ‘B’ and I considered the ASK ABE - (Favell, 2004) model which is: Actions, Skills, Knowledge, Attitude, Behaviour and Emotions. 

	Needs
	Gap Analysis

	Office application -
Skills
	‘B’ needs to improve his skills in using office application

	Complaining -
 Attitude
	‘B’ needs to stop complaining about everything

	Quality of work -
Actions
	‘B’ needs to improve his quality of work

	Listening -
Skills
	‘B’ needs to start listening to others (active listening)

	Talkative -
Behaviour
	‘B’ needs to be less talkative as he is disruptive when others are working 

	Respectful of people’s privacy -
Attitude
	‘B’ needs to respect other people’s privacy


 
B’s strengths is that he is presentable professionally and is always well dressed when he meet with our clients. He has good communication skills and he also shows initiative. For example when he sees that I as his manager is busy with deadlines, he always approaches me and asks me if can help. I do like this quality about him. This means he is not workshy and has  strong work ethic. He future development requirements will be that I will delegate more jobs to him, so if I am unavailable to attend meetings due to work load, he will then be able to represent me. I will arrange for him to observe me at meetings so that that he understands more about the role , he will need to step into if I am not available.  Our attendance at these meetings are very important so that we are able to communicate and feedback our departments progress, to achieve the organisational objectives.
2. [bookmark: _Toc503373616]Be able to implement a personal development plan, for an individual in an organisation
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After monitoring my employee for while, I have identified development resources based on many things including the personal learning style, SMART, relationship and others as it shown the importance of each on below. The resources are listed below:
· Coaching and mentoring
· Shadowing
· Attend workshop on office application 
· Observe me when I chair meetings 

Personal learning style (peter honey’s & mumford)  
 It important to consider the personal learning style of ‘B’. Peter Honey’s & Mumford theory on learning styles is critical. It provides foundation of what development vehicles are required and best suited to meet their learning styles. ‘B’s learning styles is that he is reflective and a theorist. The development resources identified will keep ‘B’ engaged and motivated with the learning taking place.
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The plan for ‘B’ needs to be SMART:
The importance of SMART objectives
Objectives are like road maps. They help us to:
· define where we want to go
· plan the most appropriate route
· check to see how close we are to our final destination
· confirm that we have arrived.

The terms ‘objective’, ‘target’, ‘goal’ or ‘outcome’ are used to describe a statement that summarises what an organisation, a team or an individual is working to achieve. 
What’s important is that objectives meet the SMART criteria and are therefore:
· Specific
· Measurable
· Achievable
· Realistic
· Time-related.
I will also need to consider how I allocate work: (the Chartered Management Institute, 2012)

Factors to consider when allocating work
To achieve work objectives, you need a combination of elements:
The right skills and knowledge
Usually, we are familiar with the skills and knowledge required to achieve the objectives of routine jobs. Any non-routine jobs need careful analysis to identify what’s needed. Considering the skills and knowledge requirement identify a development need for yourself or members of your team.

Motivation to do the job
Motivation is the driving force that makes us want to do things willingly and well. If we are not motivated, we do things grudgingly, half-heartedly, carelessly, not bothered. We go through motions because we know we have to do it, but we don’t care about the end result. If we are motivated, then we willingly expend time, energy, thought and resources to achieve the positive end result we desire. It’s the difference between:
· approaching writing a report with dread and boredom — before we’ve even started the job producing bare minimum
· approaching writing a report with energy and enthusiasm, and producing a document that’s well researched and logically presented.
There are many theories that try to explain motivation. Expectancy theory, first developed by Vroom in the early 1960s (see Vroom, 1994) and then continued by Porter and Lawler (1968), argues that people will put effort into work if they think it will lead to some form of reward.
In terms of ‘B’s relationship we will need to consider what makes a productive good working relationship: (the Chartered Management Institute, 2012)

Let use consider what makes a good working relationship?

There are several characteristics that make up good, healthy working relationships:
Trust – This is the foundation of every good relationship. When you trust  your team and colleagues, you form a powerful bond that helps you to work and communicate more effectively. If you trust the people you work with, you can be open and honest in your thoughts and actions, and you don't have to waste time and energy "watching your back."
Mutual Respect – When you respect the people who you work with, you value their input and ideas, and they value yours. Working together, you can develop solutions based on your collective insight, wisdom and creativity.
Mindfulness – This means taking responsibility for your words and actions. Those who are mindful are careful and attend to what they say, and they don't let their own negative emotions impact the people around them.
Welcoming Diversity – People with good relationships not only accept diverse people and opinions, but they welcome them. For instance, when your friends and colleagues offer different opinions from yours, you take the time to consider what they have to say, and factor their insights into your decision-making.
Open Communication – We communicate all day, whether we're sending emails and IMs, or meeting face to face. The better and more effectively you communicate with those around you, the richer your relationships will be. 
Key Points

Building and maintaining good working relationships will not only make you more engaged and committed to your organization; it can also open doors to key projects, career advancement, and raises.

Use the following strategies to build good working relationships with your colleagues:

Develop your people skills.
Identify your relationship needs.
Schedule time to build relationships.
Focus on your EI.
Appreciate others.
Be positive.
Manage your boundaries.
Avoid gossiping.

All good relationships depend on open, honest relationships with ability create good working relationships with colleagues; this will have direct bearing on how well you work with them. Better the relationship, likely you will to work effectively together. Within any organisation there will be people with whom you get along really well and people with whom you have a fairly neutral relationship. There may also be others with whom you have a difficult relationship. You will increase success as manger if you can:
· Increase the number of good working relationships
· Convert the neutral to good
· Decrease the number of difficult relationships by converting them to neutral.
How people relate to you all depends on your behaviour. No one can read your mind, so other people will interpret your behaviour (what you do and say) and act accordingly.

	If people interpret your behaviour as that of someone who:
	They will respond by:

	· is fair, reasonable and honest
· has a genuine concern for other people’s feelings and point of view
	.... prepare to listen to and respect your point of view and requests

	· is arrogant, unreasonable and economical with the truth
· has little regard for other people’s opinions or concerns
	… being unwilling to listen to or respect what you have to say.




After considering all the above, the table below will demonstrate the personal development plan to meet the needs of ‘B’:

	Needs
	development resources
	timescale

	Office application
	1) Provide training course in office application

2) Give him more task on office application to practice
 
3) Give him videos to watch and learn more
	3 month
1 month
3 month

	complaint
	1) Give him book - read on emotional intelligence

2) Give him videos to watch and help him understand that negative behaviour has a negative impact at work.

3) Coaching him to develop his attitude.
	1 month
3 months

2 months

	Quality of work
	1) Set him SMART objectives

2) Coaching him to develop the quality and for his to understand why he is not meeting the required standards

3) Give him feedback by following the process of praise, constructive criticism and praise
	1 month
1 month

	Listening
	1) Give him a book read about listening skills

2) Give him videos to watch and understand the importance of listening

3) Coaching him on developing this skills
	2 months
3 months

Once Monthly

	talkative
	1) Increase workload and again set SMART objectives

2) Give the sandwhich feedback

3) Coaching and mentoring
	1 month
1 month
2 months

	Respect People’s privacy
	1) Mentoring on the importance of privacy 
2) Read a book on respecting values and respecting people’s space.
3) Coaching
	1 month

2 months


   
I will measure his success on the objectives set in my one to one with him, it will take place once monthly. I will also get feedback from other colleagues. I will also do a formal appraisal with him, so that everything is recorded and evaluated well. The cost of the training is not something I have to consider, as we have in house training delivered on a regular basis.
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2.3 Explain how the personal development plan will be monitored 
[image: ]
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(handout given by tutor on the workshop)
I will monitor and evaluate the plan adding the timescales in calendar. I will also monitor him closely how his behaviour and skills have changed following the training. I will also meet with him regularly to monitor how well his training action plan is getting along. I will also get feedback from his colleague to see if there has been any improvement on his skills and behaviour. I will also undertake self-assessments with him to assess what changes have taken place. So I will do an self-assessment on emotional intelligence and then measure the scores following the coaching and implementation of the development plan. The whole plan will also be monitored and evaluated at his yearly appraisal.
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Managing individual performance

Performance management is about making sure that the work
done by each member of your team contributes to achieving the
overall team objectives. As mentioned in Section 1, it’s
important that the activities of your team are set in the context
of the organisation’s policies, objectives and values. Everyone in
the business should be pulling in the same direction.

Managing your team’s performance involves developing a
supportive working environment, within which you:

B set individual objectives for team members (which
contribute towards achieving the overall team’s purpose)

B monitor and evaluate performance against those objectives
B provide feedback on performance.

It’s an ongoing process and should be carried out in regular work
reviews.

Before looking at the processes involved in managing
performance, you’ll look at attitude, as it can have a major
impact on how managers deal with performance.

Reviewing your attitude

Professor Douglas McGregor (1960/2006) devised the concept
that managers are either of the ‘Theory X’ or ‘Theory Y’ type.
The two types make different assumptions about the people they
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work with, and those assumptions affect how they manage their
staff. The activity that follows will give you an opportunity to
check out some of your assumptions.
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