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	NAME:
	Kimberley Low 
	MEMBERSHIP NUMBER:       
	57493170

	COVERING THE PERIOD FROM:
	November 2020 
	TO:
	April 2022




Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)

	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
	EVALUATION

	Insights, strategy and Solutions: Improve knowledge on the organizations strategic aims and develop a greater understanding.



	Discuss with Head of HR how the Department objectives link to the organization’s overall goals. 
Gather feedback on projects I have carried out and how these contribute to the organization’s strategy. 

	Feed back from line managers once projects are completed. 
	Confidently being able to identify the link between the HR department and the organization’s overall strategy and the ability to explain this to someone else. 
	Initial meeting with Head of HR in Feb/March but increasing knowledge to be ongoing. 
	Initial meeting with Head of HR was beneficial and gave a wider insight into how the strategic goals were set out and strategies in place to achieve them. The organisation’s key goal is to improve and deliver exceptional customer service and most projects/initiatives related back to this, a project I was involved with included delivering customer service workshops to assistant level staff within the organisation this took place in June 2021. Feedback from line managers was generally positive and they commented that their teams were better engaged and carrying their roles out to higher standards after completing the training. 

	Leading HR: Improve knowledge of Finance within the HR department, e.g budgets. 




	Agree with Head of HR a budgeted area I can take responsibility for e.g uniform or training. 
	Shadow the HR manager to gain understanding of how the department budgets and then take ownership of one area
	Accurate records maintained of spending and within agreed budget. 
	December 2021.
	Started shadowing HR manager ahead of dates stipulated, and took over control of training budget in September 2021, all records were maintained accurately and came in under budget at the end of year (December 2021). Have been given full responsibility of training and associated budgets going forward and am very pleased about this. 

	Skilled Influencer: improve understanding of different communication styles in different situations. 





	Carry out SWOT analysis on my approach to influencing others.
Observe a line manager in the organization who has strong influencing skills and identify what can be applied to my own approach. 
	Carry out self-assessment. 
Gain permission from line manager to observe. 
	Greater understanding of how to approach situations 
Improved confidence in influencing a variety of different people 
	April 2021
	SWOT carried out and identified I was particularly strong when influencing and communicating with a group especially that of a younger age rage, weaker areas were one to one communication. 
Observed a line manger whom I deem to be a strong communicator, gained tips and applied this to my own role, this task was useful to see how another individual approaches conversations but did not provide a huge amount of knowledge or benefit, this area will take continuous growth and development and be more on an ongoing target. 

	Role Model: Continue to drive forward the organisations core values and standards, acting in line with this. 





	Reflect on occasions whereby I have not delivered on company standards.
Discuss with my line manager and review how I’ve handled difficult situations. 
	Look at the organisations standards in detail and analyse. 
Support from line manager. 

	Greater awareness of the organisational standards. 
Championing the values expected within the workplace and identify noncompliance. 
	Initial reflections and discussions May 2021. 
Championing values – ongoing. 
	Met with line manager and reflected on own contribution to company standards and how have not delivered on this on occasion (e.g not carrying out spot checks on staff uniform to drive attention to detail which is a key company value). Discussed implication of this and setting president for future etc. Now have greater understanding of importance of this e.g does not aid link between line managers and HR who are dealing with fall out. Discussions completed but this will be ongoing to drive standards across the organisation.  

	Collaborative: improve on how projects are manged and kept track of.
	Conduct SWOT analysis on how I approach work. 
Evaluate and improve upon the may I plan and keep track of work. Discuss with colleagues. 
	Evaluate with colleagues and share ideas on keeping track of work. 
	Projects managed more efficiently.
	In-line with next work project, dates to be confirmed. 
	SWOT analysis conducted, highlighted that when working on solo projects I excel at managing multiple things at once however when group projects are undertaken within the organisation there are lots of different employees’ systems in use at once and things can get missed. Discussed this with colleagues and agreed central project data base and everyone to use to ensure everyone is up to date. This was agreed and has been achieved somewhat, however due to ongoing effects of covid on the business projects have been limited.  

	Employee Relations: Improve knowledge of Employment law and legislation. 

	Use CIPD fact sheets to research employment law topics. 
Attend CIPD events e.g Employment law updates. 
As and when cases arise in the organization discuss with HR manager and shadow as they use employment law to ensure fair practice. 
	Online research
Purchase tickets to an event. 
Shadowing line manger 
	Better understanding of employment law and ability to use this when dealing with employee enquiries. 
	Aim to attend event Feb 2021. 
Shadow and discussions with line manger ongoing. 
	Attended online event ‘CIPD: Just kidding, Just Joking or Just sexual Harassment?’ in February 2021. Also attended various other CIPD employment law updates throughout the year as this is something that continually changes, and I will need to keep up to date. Also sat in on some flexible working request discussions to gain further understanding of best practice. 

	Resourcing and talent planning: gain a better understanding into the organisation’s talent management 
	Read Taylor and Woodhams (HRM: People and Organisations. 
Discuss the organisations succession planning and role development with Head of HR. 
Research employee retention within seasonal businesses. 
	Purchase book. 
Carry out discussions.
Carryout further research in own time.  
	Better understanding which can be used when designing employee development plans and identifying key attributes of those likely to encounter progression opportunities. 
	September/October 2021. 
Ongoing. 
	Purchased the book and read the book and also listened to podcasts to gain further knowledge as this is an area of personal interest. In terms of actually being involved in progression decisions and development areas, this was scaled back due to covid so no promotions took place so was unable to be as involved in developing this skill as I would of liked. 
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	NAME:
	Kimberley Low
	MEMBERSHIP NUMBER:
	57493170

	COVERING THE PERIOD FROM:
	January 2021
	TO:
	Ongoing



This record sheet is for your guidance only – you may present your development record in any other format.

	Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	Jan 2021



	Meeting with line manager discussing SWOT analysis and structure.

	To gain understanding of the organisation and how HR strategy is linked to the business and understand my role further

	Folly Farm adopts a transactional approach to HR due to the size and nature of the organisation. 

	Used to complete assignment and useful knowledge to apply to role going forward. 


	Jan 2021

	CIPD online event – Just Kidding Just Joking or Just Sexual Harassment 

	To develop further knowledge around discrimination. Personal interest.
	Best practice surrounding discrimination and how to formulate company correspondence with this in mind.

	Will bare this in mind when updating company handbooks and documents. 

	Feb 2021
	Listened to a few episodes of ‘The Employment Law and HR Podcast by Allison Colley’ 

	To gain knowledge for employment law assignment. 
	Legislation relating to working time regs and tribunal processes. 
	Will use to complete employment law assignment. 

	Feb 2021 
	Meeting with line manager, discussing coaching strategies for organisation. 
	To contribute to assignment and identify organisational gaps
	Limited strategy in place within organisation. 
	Developing in house coaching workshop for line managers to further skill set and begin to implement coaching within the organisation. 


	18th March 2021
	CIPD online event ‘Employment Law Update: Covid-19: One year on’ 

	Keep up to date with best practice and changes to legislation.
	Legislation changes, challenges faced over the last year. 
	Ensure company policies reflect any changes. 

	April 2021 
	Singed up to Daniel Barnett employment law mailing list.

	Recommended by colleague – email blasts relating to employment law changes, case studies etc straight to inbox. 

	Further knowledge, what to look out for/avoid
	Additional background knowledge that can be applied as and when. 

	May 2021
	Designed and delivered internal training presentation to senior team regarding performance management. 

	To address performance issues within the organisation and better equip the team on how to deal with this. 
	Presentation skills (first solo presentation to senior team). 
	Used to aid performance management and strengthen performance management processes. 

	May 2021
	Joined BALPPA (British Association of Leisure Parks Piers and Aquariums) HR group. 
	To gain knowledge, forge links and share ideas with other Hr professionals within the same industry. 

	Learned how other attractions structure their HR approach and deal with issues. Learned more specific industry techniques to apply. 
	Will use this when devising reward and recognition schemes and recruitment processes as this can be challenging for seasonal attractions. 

	August 2021
	Completed a small research report on employee engagement within the organisation. 

	To improve engagement levels at Folly Farm (also requirement of the course)
	Identified levels of engagement and which departments needed particular focus to increase levels. 
	Findings to be presented back to directors and will need to gain approval to set proposed recommendations into place. 


	August 2021
	Attended senior company finance meeting to budget and forecast rates of pay. 

	To increase wages in September 2021 ahead of NMW increases due in April 2022, aim being to improve recruitment challenges and be a higher wage employer for the area. 

	Learned about costing, forecasting, impacts on the business and the opportunity cost elsewhere which meant planning for own projects could be affected and how to re cost these. 
	Re-evaluate costings for own projects to allow for this, built closer relationship with finance team. 

	September 2021
	Meeting with line manager relating to company performance strategy ahead of assignment. 
	Course requires meeting with line manager to better understand company strategy to performance management. 

	Company procedures, strengths, and weaknesses. How own role can impact performance management processes. 
	Now have better understanding and also going to develop processes for improving systems relating to performance management approach within the organisation and associated paperwork. 


	September 2021
	Read McKinsey report on performance management 
	To gain wider understanding whilst completing assignment. 
	Gained further understanding of performance management and its link to organisational performance and employee wellbeing. 

	Knowledge used to complete assignment. 

	September 2021 

	Completed portfolio on performance management and how I’ve contributed as part of CIPD qualification. 


	Part of course requirements but also to father skill set in this area and identify areas that require further attention. 
	How performance management is implemented within an organisation, how my organisation does this, areas to improve upon, best practice. 
	Will continue to drive forward performance management processes within the organisation. 

	October 2021
	CIPD event ‘Wellbeing in the Aftermath of Covid-19’ 
	To gain knowledge relating to managing employee wellbeing and what to expect going froward following a challenging year. 
	Knowledge and how to tackle employee issues relating to well-being and the increased need for mental health awareness following the pandemic. 

	Will be used to better support employees in the workplace and also to better advise line managers on how to support their teams. 

	October 2021
	Read ACAS booklet on Change management 

	To gain knowledge ahead of assignment. 
	Knowledge on change management within the workplace and how to increase acceptance. 

	Will be used to aid with competing assignment and also when implementing company changes going forward. 


	October 2021 
	Completed portfolio on change management and how I’ve contributed. 

	Part of course requirements but also to develop skillset in this area and identify areas the organisation can improve upon. 

	Gained wider understanding of change management and how to increase levels of buy in. 
	Will continue to drive forward strategies for implementing change and apply best approaches when dealing with employees. 

	December 2021 
	Meeting with line manager to discuss my contribution to employee engagement ahead of assignment. 

	Understand organisations current approach, also requirement of course. 
	Gained wider understanding of how Folly Farm approaches employee engagement and how my own role contribute to this. 
	Will continue to drive forward employee engagement within the organisation. 

	December 2021

	Listened to several XpertHR podcasts mostly relating to employment contracts and flexible working. 

	Gain further knowledge and personal interest. 
	Updated knowledge surrounding flexible working requests. 
	Have several members of staff due to return from maternity leave in the coming months who have submitted requests, will apply knowledge to this. 


	January 2022
	CIPD event ‘Grow Don’t Buy: Benefits of Apprentices and Graduate Schemes’ 

	To help develop recruitment strategies and develop new approaches to fill certain roles. 
	Increased understanding and more aware of the benefits of graduate schemes which have never been used in the organisation. 

	Will devise job specification for graduate positions going forward. 

	
	

	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	
















Reflective Statement
              Reflection is a crucial part of any learning or development process and is focused on continually learning from actions taken, Porter (2017) discusses that reflection allows leaders to pause and assess actions and events and use this to influence future decisions.  A reflective model can be useful when carrying out personal or professional reflection processes, I used Gibbs model of reflection which has 6 stages (Gibbs 1988). The six stages are ‘Description’ which is about looking at what exactly happened, ‘Feelings’ which is hoe the outcome has made an individual feel, both of these are clear through the development plan as I’ve noted what happened to achieve the goal and how that made me feel in terms of what had/had not been accomplished. The next stages are ‘Evaluation’ and ‘Analysis’ again these are both clear throughout the development plan as I have noted what did and did not go well and how it will be used to further help me in my development. The final two areas are ‘Conclusion’ and ‘Action plan’ this is about closing off on what has been achieved and also thinking about how based on the actions achieved that things could be improved, this is evident in the evaluation sections of the development plan as I was not able to achieve all things I set out to through both personal and organisational factors but development is a continuous process and it means that when I set out a new list of goals that this can be addressed. 
Following self-assessment against the CIPD profession map (which was the basis of the development plan) which is used by HR professionals to continually evaluate where they are and where they are going (CIPD 2022), there are clear areas that I have achieved growth and some areas that still require further work. The map highlighted key areas I needed to develop for example employment relations was a particular weak area for me personally but the combination of assignments required by the course, personal research in the form of listening to podcasts and further reading into employment law regulations has given me more confidence and knowledge in this area, I now feel as though I can approach issues knowing I’m doing so in the correct way, on reflection this is a key area that will need continuous development due to employment laws changing. An area that I was slightly disappointed with my progress was resourcing and talent planning, I was keen to be more involved in company succession planning as this was an area I’d had limited involvement with however, due to the effects of the pandemic etc, organisational changes took different forms or have been delayed, again this is something that can be re-visited and on reflection I could still of done research and development potential plans for the future even if they were not needed imminently. 
Reflecting on the course overall, It has been very beneficial and positive experience for me personally, I feel as though I started the course with limited knowledge and everything that I have learned I have been able to apply to my HR role, I’ve not only learnt about theory and best practice but also how to specifically apply these to my day to day role and how the impacts of HR strategy can really make a difference within an organisation. 

CIPD (2022) ‘Exploring the Profession Map’  CIPD [Online] Available at: Profession Map | CIPD Profession Map (Accessed on 20th March 2022)
Gibbs, G. (1988). Learning by doing: A guide to teaching and learning methods.  London: Further Education Unit.
Porter, J (2017) ‘Why you should make time for self-reflection (even if you hate doing it) Forbes [Online] Available at: Why You Should Make Time for Self-Reflection (Even If You Hate Doing It) (hbr.org)  (Accessed on 20th March 2022)



