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1. [bookmark: _Toc498545059]Activity 1

1.1 [bookmark: _Toc498545060]What is a HR Professional

A HR Professional might be perceived differently by different people. For some, HR are the people they see when something goes wrong i.e. dismissals, exit interviews and disputes to name a few. It’s easy to see why HR professionals are commonly misunderstood. Very often Human Resources professionals get the brunt of negative attitudes, even if we aren’t the ones who made the policies or decisions. However, for others they consider HR professionalism as being a result of qualifications and experience, while others described integrity and credibility as being fundamental attributes. HR professional is a constant balancing act of being an employee advocate, maintaining compliance and acting in the best interest of the organisation. 

In a recent blog released by Louisa Baczor, CIPD Research Associate she outlines that the evolving world of work means HR’s role in organisations is changing, and coming under increasing scrutiny. Being a professional is not just about demonstrating expertise and skills, but knowing how and when to apply that knowledge. HR Professions must build their trust and credibility by showing capability and courage to challenge accepted practice, and offer business leaders a range of critical perspectives on how to create sustainable organisational value through people (CIPD, 2015).

According to Taylor and Woodhams (2016) professionalism in HR is not one dimensional. In fact there are many elements that can be summarised as the following ‘four concentric circles of HR professionalism’ 

[image: Image result for 4 concentric circle of hr professionalism]Figure 1 - Four concentric circles of HR professionalism

Table 1 - Actions and Behaviours within the 4 Concentric Circles of HR professionalism
	Circle
	Actions / Behaviours 

	Managing Self 
	Learning skills and knowledge to achieve personal credibility as an HR Professional. Curious, Collaborative   

	Managing Across the Organisation 
	Work with others to increase the value of HR e.g. legal, financial Surveys to gain views, devolvement to line managers. Curious, Collaborative 

	Managing Upwards 
	Be informed and have courage to challenge practices and ideas. Skilled influencer, Driven to Deliver

	Managing Groups or Teams 
	 Lead by example to solve problems. Meet targets on time and within budget. Collaborating, Driven to Deliver, Role Model



In addition, it is important for HR professionals to be qualified, continually updating their knowledge, practice skills and to be a member of a professional body such as the CIPD. Taylor and Woodhams (2016) state that a high majority of HR professionals across the UK are members of the CIPD, and that the CIPD is the only professional body currently operating in the HR arena. The CIPD has a code of professional conduct to which all its members are expected to adhere. It is designed around the CIPD’s core aims and it written to be applicable at all stages of an HR professionals career working in an organisation of every size and type. The CIPD code of preofessional conduct are made up of the following four areas:-
· Professional Competence and Behaviour
· Ethical Standards and Integrity 
· Representative of the profession
· Stewardship 
The document highlights the ethical and professional responsibilities of its members. There is a focus on confidentiality, sensitivity and professional knowledge and a need for HR professionals to act as role models in organisations. It is a tool to prevent exploitation of HR practitioners and is also intended to preserve the integrity of the profession.

[bookmark: _Toc498545061]1.2 The CIPD’s Profession Map


The CIPD’s Profession Map identifies the roles and behaviours of an HR professional at four levels of competence. It is used as an instant check, or audit of HR personal learning and development, and its use will contribute to a Profession Development Plan (PDP), a requirement for CIPD membership. 

The profession map is shown in Figure 2. The map is currently made up of eight behaviours, ten professional areas and four bands of professional competence.

Figure 2 – The CIPD Profession Map - (CIPD, 2015)
[bookmark: _Toc498545062][image: ]

[bookmark: _Toc498545063]1.3 The Core Professional Areas 

The profession map contains two ‘core’ areas – Insights, strategy and solutions and Leading HR. They sit at the centre of the map and are applicable to all HR professionals, regardless of position, stage of career or organisation.
Table 2 – Definitions of the two core professional areas (CIPD, 2015)
	Core Professional Area
	Definition 

	Insights, strategy and Solutions
	Develop understanding of the organisation and its context and use these insights to tailor strategy and solutions to meet organisational needs now and in the future. 

	Leading HR
	Act as a role model leader, maximising the contribution that HR, or your specialist function, makes throughout the organisation both through own efforts and through supporting, developing and measuring others across the organisation. 



Alongside these two core professional areas are the eight-additional functional professional areas in which HR professionals implement as an applied business discipline. The relevance of these areas is dependent on an individual’s role within an organisation.   

[bookmark: _Toc498545064]1.4 My CPD Map 

As part of the assignment I undertook an assessment using the ‘My CPD Map’. I completed the assessment as a ‘technician’ and chose four professional areas - Insights, strategy and solutions, Leading HR, Organisational Design and Employee Relations. My reason for selecting Organisational Design and Employee Relations alongside the two core areas was that as part of my current role I am responsible for managing and implementing four restructures within the Environment department at Carmarthenshire County Council. 
In addition to this I decided to assess myself again two behaviours – Curious and Decisive thinker as outlined below in Figure 3.
Figure 3 – Screenshot of My CPD Map – Chosen areas and behaviours for assessment (CIPD, 2015)

[image: ]
When undertaking the assessment on the chosen areas and behaviours you are asked to rate your skill and knowledge against a series of statements by clicking on one of four ratings from ‘emerging’ to ‘exceeding’. On completion of all chosen sections you will be given a summary of the outcome along with development actions, reading and research and courses and events that will help professionals develop.


Figure 4 – Screenshot of map and summary of advice generated on completion of assessment (CIPD, 2015)
[image: ]

Taylor and Woodhams (2016) explain how the ten professional areas also include four ‘bands’ of professional competence. Alongside each activity that HR professionals engage with there are four distinct levels of competence. Early career professions will normally operate at one of the first teo bands. The profession map provides useful information on how to develop your skills from one band to the next. I have now identified what the areas in which I will need to develop in order to move forward within my career as seen in table 3.

Table 3 – Abbreviated results from the CIPD’s profession map (CIPD, 2015)
	Profession Areas
	Competent Areas
	Knowledge Gaps

	Insights, Strategy & Solutions
	*Developing an understanding of the organisation using information and own experience
*Supporting the evaluation of HR programmes and projects
*The organisation’s performance (including basic financial performance)
*Specific external factors that impact the organisation (e.g., legal, financial, market factors)
	*Using insights from data and good HR practice to spot potential trends and risks for the organisation
*Collecting, analysing on data and metrics
*Providing reports on relevant project and / or organisation information
*Relevant law for own role 
*Principles and basic practice of project management
*The HR plan for your own part of the business

	Leading HR
	*Adjusting own approach in view of others’ preferred working styles
*Accurately recording HR measures (such as service level agreements, financial data, Key Performance Indicators etc)
*Providing accurate financial data to support HR budgeting and financial planning
*Methods for analysing financial and non-financial data

	*Providing advice using sound knowledge of HR policy and practice
*Sharing ideas and best practice with others in the wider HR team
*Seeking out and acting on feedback and development opportunities to develop own HR expertise and capability
*Different working styles and preferences
*The principles of effective team working
*Methods for collecting different types of data


	Organisational Design
	*Providing accurate data and records on organisational structure, accountabilities and spans of control
*Helping managers and employees to see the rationale behind organisation structure changes
*Supporting the planning and implementation of structural change
*Giving feedback to managers on behalf of those affected by the new design
*Approaches to engaging and communicating with employees and managers about planned change
*The principles of job levelling
*The principles of job evaluation

	*Enablers or blockers to change in your organisation


	Employee Relations
	*Maintaining accurate and up-to-date documentation, information and records, in line with legislation
*Monitoring HR activity to ensure it complies with employee relations plans and legislation
*Providing accurate and appropriate advice and information about employee relations policies and practices
*Working with managers and employees to ensure they are adhering to the organisation’s values and behaviours in everyday practice
*Giving advice, training and support to individuals and managers to encourage a positive work environment
*Methods for communicating employee policies and procedures
	*Current employment law (with in-depth specialist knowledge where appropriate)
*Key employee relations issues


	Behaviours
	Competent Areas
	Knowledge Gaps

	Curious
	*Analysing information and testing out ideas with others

	*Finding out about the connections between wider organisational issues and own role
*Being inquisitive: looking below the surface to understand the causes of problems
*Being open to trying new ideas, even if they’re not always successful

	Decisive Thinker
	*Collecting and interpreting relevant data to support decision making
	*Assessing the value of information and data before using it to make decisions
*Ensuring that details and facts are correct and complete before drawing conclusions
*Using previous experience, standard procedures and common sense to make decisions






2. [bookmark: _Toc498545065]Activity 2

[bookmark: _Toc498545066]2.1 Definition of Group Dynamics

Team work is an essential part of HR, a requirement of the CIPD membership, and included in their Profession Map. Team based working has become more common in businesses that have 'de-layered' and moved away from a hierarchical structure. When a new group comes together the people involved will adopt distinct roles and behaviours. The effects of these are known as the ‘Group Dynamics’. Taylor and Woodhams (2016) explain that the dynamics of group environments are affected by many different factors. These include: -
· The nature of the individuals in the group
· Leadership
· The structure of the group or team
· Power and status issues
· Communication structures or processes
To operate effectively when working with others, HR professionals must understand that the presence of different individuals with different agendas and needs will affect the balance of the group environments. 

[bookmark: _Toc498545067]2.2 Tuckman Model

Bruce Tuckman published his performing team development model in 1965. The theory is an elegant and helpful explanation of team development and behaviour. Tuckman identified the four stages of a group development as Forming Storming Norming Performing (shown in Figure 5). He later added a fifth stage, Adjourning, in 1975.Tuckman's model explains that as the team develops maturity and ability, relationships establish, and the leader changes leadership style. Beginning with a directing style, moving through coaching, then participating, finishing delegating and almost detached. At this point the team may produce a successor leader and the previous leader can move on to develop a new team (Business Balls, 2016).

Figure 5 – Tuckman’s 1965 Performing team development Model (Business Balls, 2016)

[image: ]







The below figure shows the typical behaviours found at each stage of Tuckman’s 1965 Performance Team Development Model.

Figure 6 - the typical behaviours found at each stage of Tuckman’s 1965 Performance Team Development Model - http://scholarslab.org/grad-student-research/forming-norming-storming-performing/ 
[image: Image result for tuckman model 1965]








There will of course, be times where individuals have competing agendas or requirements say Taylor and Woodhams (2016) and this is often when conflict can arise. 

[bookmark: _Toc498545068]2.3 Conflict Resolution 

Conflict is most likely to occur within the group, during the ‘Storming’ and ‘Performing’ stage, and is a result of compromises, competition, change, or frustration.  Rather than being distracting or destructive, this may invigorate and enliven the task. Initially the leader has a strong influence in a coaching capacity to focus the team, and disagreements are relational or emotional. By the time the team is performing, conflict is usually resolved within the group with little input from the leader.
Understanding the cause of the conflict will determine the strategy for resolving the issue. The progression to a resolution will give a better understanding of their individual value, stronger mutual respect, and an examination of their future goals. If not addressed quickly, conflict can damage the team irreparably. Communication is key, and active listening is key to communication.
Bisk (2017) advise that wherther dealing with a disagreement between colleagues or negotiating an employment contract, conflict resolutions are best approached through a deliberate process that considers the different conflict resolutions styles of each participant. Providing this is done well it could save relationships, time and resources and may result in improved productivity. Bisk (2017) recommends the following five steps for effective conflict resolution:- 
1. Set the scene
2. Gather information
3. Agree to the problem
4. Brainstorm possible solutions
5. Negotiate a solution

[bookmark: _Toc498545069]2.3.1 Conflict Resolution Methods 

Workplace conflicts happen everywhere and understanding the reason behind workplace conflicts can help HR professionals tackle problems before they escalate to a point of no return. Working as a HR Advisor at Carmarthenshire County Council I expereince conflict in some form on a dailty basis. Whether it is a grievance, disciplinary or even disputes amongst employees. In order to resolve these issues in the most effective way possible I draw on some key methods.
Active Listening
Active listening is a communication technique that is used in counselling, training, and conflict resolution. It requires that the listener fully concentrate, understand, respond and then remember what is being said. Active listening is more than just hearing what is being said - it means being attentive to what someone else is saying, with the goal of understanding the feelings and views of the person. Paraphrasing, summarizing, questioning and clarifying are examples of active listening techniques. (Mind Tools, 2016) advise that to enhance your listening skills, you need to let the other person know that you are listening to what he or she is saying. To understand the importance of this, ask yourself if you’ve ever been engaged in a convsersation when you wondered if the other person was listening to what you were saying. You wonder if your message is getting across, or if it’s even worthwhile continuing to speak. 

[image: Image result for definition of active listening]Figure 7 – Active Listening techniques - https://www.pinterest.co.uk/pin/90423904993511899/ 










Negotiating 
Taylor and Woodham (2016) state that the purpose of negotation is to reach a common understanding or viewpoint or produce an agreement upon a common course of action. Effective negotation skills can help all professionals to resolve situations where what one person or group wants conflicts with what another individual or group wants. The best outcome of negotation is what is known as a ‘win-win’ situation, where both parties gain or feel that they have achieved a satisfactory outcome. 
Persuading and Influencing 
Taylor and Woodham (2016) cite the work of Yemm (2008) who argues that in order to successfully influence others, HR professionals must spend time thinking about their broad message and how they wish to convery it. HR professionals often need to influence and persuade others in order to gain buy-in to a new process or way of thinking.

[bookmark: _Toc498545070]2.3.3 Conflict Resolution – HR Context 

An example where I used the above methods to resolve conflict in the workplace was when resolving a greivance submitted by an employee (employee A) regarding her colleague (employee B). Employee A works as a cleaner at a care home run by Carmarthenshire County Council and Employee B works as a supported housing officer at the same care home. Employee B had received some complaints from tenants over the quality of Employee A’s cleaning and it had been noted she also spends a lot of time in tenants rooms and has been spotted having unauthroised cigarette breaks. As a result of this Employee B submitted a memo to all staff asking that they do not distract Employee A whilst she is working (appendix a). The memo came to the attention of Employee A as her Mum is a tenant at the care home. Upon discovering the memo she was unhappy with how it had been written and found it derogatory.  
It is always in everyones best interest to try and resolve a grievance informally in the first instance. Once I received details of the complaint I met with both parties individually to discuss the events leading to the complaint. During both meetings active listening was used to ensure that I had understood all key information. Following the meetings it was evident that employee A felt aggrieved at the content of the memo and felt embarrest and that she had wished employee B had spoken with her first. I order to gain an outcome from this scenario, I asked Employee A what is the outcome that she is seeking from the complaint. She confirmed that all she wanted is for Employee B to acknowledge how it made her feel and to receive an apology. In order to achieve this I had to use persuading, influencing and negotation skills when speaking with employee B. Following a further discussion with emplyee B she decided to write a letter of apology (appendix b) to employee a. While this was a satisfactory outcome I continue to monitor the situation.
3. [bookmark: _Toc498545071]Activity 3

[bookmark: _Toc498545072]3.1 Project Management 

HR professionals must possess the ability to manage specific projects. In an HR context, any major initiative of a temporary nature related to HR management would likely count as a project. Project management is important because it ensures proper expectations are set around what can be delivered, by when, and for how much. Effective project managers should be able to negotiate reasonable and achieve deadlines and milestones across stakeholders, teams and management.
Taylor and Woodham (2016) state that a project can be split into five basic steps or phrases that must be completed which are shown in Figure 8.

Figure 8 – 5 steps of project management https://project-management.com/top-5-project-management-phases/ 
[image: ]








There are many tools and techniques that HR professionals can use to manage projects successfully. A key technique that is useful is milestone monitoring. Successful projects will have milestone or review points built in to monitor their progress and making any necessary corrections along the way.

Since joining Carmarthenshire County Council as a HR Advisor to the Environment department, I have been involved in many projects. A project that I have heavily been involved in is the restructure of the Waste and Environmental Services Division. The purpose of the restructure is to ensure the delivery of continuous service improvement while delivering value for money. In this instance, value for money means economy, efficiency and effective service delivery. The project plan considers the costs of leadership and management of the division, secure successful succession planning and deliver potential savings where it is safe and prudent to do so.  Lastly, the aim of the restructure is to map out how we will ensure the delivery of our medium-term key business objectives by linking structure to goals. While planning the restructure the steps in Figure 8 were utilised where the project was analysed, and milestones put in place. While planning and preparing the consultation document we considered the following: -
· Background of the division
· Strategic Objectives
· Staffing implications 
· Equalities Impact Assessment 
· Timescale of change management 
· Barriers
· Trade Unions 
To monitor the restructure, I used many techniques. I used a planning phase project plan (appendix c) and following this a consultation phase project plan was used (appendix d). I also used a Gantt chart (appendix e) which enabled me to show the start and end points of the project and highlights the location of different tasks and activities. 

[bookmark: _Toc498545073]3.2 Problem Solving Techniques 

There are many efficient problem-solving techniques used in various capacities and some work better than others depending on the situation. A technique that I use often when solving problems at work especially when restricting is the PDCA – Plan, Do, Check, Act. It is a simple yet effective technique and is easily transferrable across all other divisions within the Council. It is a four-stage approach for continually improving processes, products or services and for resolving problems. It involves systematically resting possible solutions, assessing the results, and implementing the ones that are shown to work (Mind Tools, 2016). The four phases are shown in Figure 9.

Figure 9 – The PDCA problem solving technique - https://www.mindtools.com/pages/article/newPPM_89.htm 
[image: ]







It was to be expected that throughout the various phases of the restructure various levels of resistance were met and had to be managed. Also, it was necessary for the proposed plan, which centred on structural change, to be modified as feedback was received (appendix f) and contingencies, which may not have been foreseen, were encountered. The change process is a complex one and the prime leadership elements being developed had to be prepared to work at many levels and across the whole division to ensure that the change was successful. It was essential for the management of the division to support the changes. It was also important for us to maintain employee engagement during this time of change and uncertainty for staff.
During this period, it was essential to use many conflict resolution techniques to resolve some of the problems, namely active listening, negotiating, influencing and persuading.

4. [bookmark: _Toc498545074]Activity 4

[bookmark: _Toc498545075]4.1 Self-Assessment 

(CIPD, 2017) state that Continuing Professional Development (CPD) is a combination of approaches, ideas and techniques that will help you manage your own learning and growth. The focus of CPD is firmly on results – the benefits that professional development can bring you in the real world. Perhaps the most important message is that one size doesn’t fit all. Wherever you are in your career now and whatever you want to achieve, your CPD should be exactly that: yours.
In addition to completing a self-assessment, I undertook the Honey & Mumford (1986) learning styles questionnaire which helped me discover my preferred learning style. The results of the questionnaire show that my learning style is equally a ‘reflector’ and ‘pragmatist’ (appendix g). Reflectors are likely to stand back to ponder experiences and observe them from many different perspectives while pragmatists are keen on trying out ideas, theories and techniques to see if they work in practice.
In undertaking a self- assessment and the learning styles questionnaire, it has helped me to seek learning opportunities that suit me. Table 4 identifies learning methods suited to my preferred learning styles: -

Table 4 – Four learning methods suited to learning style including advantages / disadvantages 
	Learning Method
	Advantages
	Disadvantages 

	E-learning
	· Gain wider insight of a topic
· Flexible – Can ‘learn’ where’s comfortable and around current schedules
· Can be tailored to an individual 
	· Lack of human engagement 
· Reliant on technology
· Lack of structure – reliant on self-motivation 

	Coaching / Mentoring
	· One to One
· Sharing of knowledge
· Ability to ask questions
· No audience 
	· Reliant on schedules
· Restricted amount of time

	Events / Seminars
	· Experience sharing
· Networking
· Shared knowledge 
	· Impersonal
· Not interactive
· Too academic

	Literature / Books
	· Gain wider insight of topic
· Can digest information and take notes
	· Lack of human engagement
· Reliant of self-motivation 



[bookmark: _Toc498545076]4.2 Personal Development Plan

Appendix H

[bookmark: _Toc498545077]4.3 Reflective Practice 

Reflective practice is in its simplest form thinking about or reflecting on what you do. It is closely linked to the concept of learning from experience in that you think about what you did, and what happened and decide from what you would do differently next time.
Reflective practice is important for HR professionals because it can increase personal effectiveness and learning as well as support the ongoing development of mindfulness that helps the body respond to, rather than react to stress.
Many people find they learn best from experience. However, if they don’t reflect on their experience and don’t consciously think about how they could do better next time, it’s hard for them to learn at all (Mind Tools, 2017).
This is where the Gibbs’ Reflective Cycle is useful. You can use it to help you make sense of situations at work so that you can understand what you did well and what you could do better in future.

Figure 10 – Gibbs’ Reflective Cycle https://www.mindtools.com/pages/article/reflective-cycle.htm 
[image: Gibbs' Reflective Cycle Diagram] 
As a HR professional there is a constant need to respond to questions in a professional way and Gibbs’ Reflective Cycle it allows me to document my thought process about an issue or have the chance to learn from that experience. 
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Appendix C

	
Planning Phase

	
Step
	Milestone
	Lead
	Start Date
	End Date
	Comments

	1
	Strategic Lead consider restructure & obtain support from Director to commence project
	AW
	
	
	Completed

	2
	Planning meeting – complete project plan, equality impact assessment & delegated officer report
Please also refer to: Health and Safety Considerations for Change
	AW
	
	
	Completed

	
	Complete Proposal Consultation Document
	AW
	
	
	Completed

	
	Prepare new job profiles and / or amend existing profiles submit to JE Team for evaluation
	DJ
	
	14.08.2017
	All Job profiles to be returned from JE by 14/8/2017

	3
	DMT / SLT - Approval to consult
	AW
	31/08/2017
	
	Completed 

	4
	Prepare communications to support consultation proposal document
	AW/DJ
	21/08/2017
	14/09/2017
	


 









Appendix D

	Consultation Phase

	Step
	Milestone
	Lead
	Start Date
	End Date
	Comments

	5
	Distribute ‘embargoed’ consultation documentation to Trade Unions
	AW
	22/09/2017
	
	

	6
	Schedule TU meeting to discuss proposals no less than 7 days in advance of opening staff consultation meeting 
	AW
	29/09/2017
	
	

	7
	Consultation meeting with TU’s (note meeting)
	AW
	29/09/2017
	
	

	8
	Open consultation with staff - letter
	AW/DJ
	03/10/2017
	
	

	9
	Consultation meeting(s) with Staff (note meeting & attendance list)
	AW/DJ
	03/10/2017
	20/10/2017
	

	10
	Set consultation period
	AW
	03/10/2017
	20/10/2017
	

	11
	Consider consultation responses and issue feedback to staff & TU’s
	AW/DJ
	03/10/2017
	27/10/2017
	

	12
	Review proposals in light of TU & staff comments
	AW/DJ
	
	
	Throughout consultation period

	13
	Publish finalised documentation including final structure 
	AW
	27/10/2017
	
	

	14
	Expressions of interest for new or vacant posts to be received
	AW
	3/11/2017
	
	

	15
	Implementation 
	AW
	1/12/2017
	
	





Appendix E
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Appendix F
The consultation relating to the Waste and Environmental Services restructure has now closed.
 
Following the drop-in sessions, 1-2-1 meetings and email representation, the comments received have been considered; please see below for the responses to the generic questions. Specific responses to the individual and personal circumstance queries will be addressed separately via individual emails in due course.
 
General Queries:

1.    Structure
There have been a few general questions around the basis of the restructure and the future of the new WES Division in terms of principles of delivery. These issues were discussed as general points during the consultation. Further clarification is provided as set out below.
The underlying principle behind the proposed WES restructure relates to collectively addressing the Council’s responsibilities as stewards of the local built and natural environment in the context of managing, maintaining and protecting our public open spaces, delivering on the national waste agenda (Towards Zero Waste) and addressing our responsibilities for mitigating the effects of flooding and coastal erosion as far as is practicable. This approach is underpinned by a strong policy and operational delivery base, supported by multi-faceted environmental enforcement capability. Collectively these aspects will allow us to deliver the Division’s outputs in the context of the wider departmental goals and corporate interests.  In other words, it is about collectively delivering on local environmental quality matters through the provision of front line direct services to our public.
 
As a result of the consultation, some minor amendments have been applied in terms of reporting lines on the structure. The reporting line amendments affecting the Grounds & Cleansing team and the Municipal Services & Compliance team will support the principle of moving away from a silo approach and provide a more integrated and cohesive service approach across the Division. The resulting changes are:
 
      The Grounds and Cleansing Manager and the associated team will report directly to the Waste Services Manager. This will bring continuity and a uniform approach to all operational services within the portfolio.
      The Municipal Services & Compliance Manager will report directly to the Head of Service, as this function will serve the Division.
      A common theme in the operational oriented discussions related to the practicality of managing the cleansing service from three depots with two cleansing supervisors. This will be addressed through introducing an additional supervisor to cover cleansing in general terms on a County wide basis as the need arises, but with a focussed responsibility for Glanaman depot. There will also be an expectation that the supervisors will work across the spectrum of grounds, cleansing and refuse on an ad-hoc basis when cover is required.
 
 
2.       Requirement for use of pool car/van
In all profiles that will require the use of a pool car/van the following wording has been included into special circumstances in the job profiles.
“It will be a requirement of this role on occasions to drive a designated pool vehicle for work purposes”
 
3.       Levels of Welsh and English in job profiles.
All profiles have now been reviewed and updated with respect to levels of communication skills that are required.
 
4.       Clarifications sought regarding weekend working in job profiles
All relevant profiles have been updated with the following wording
“It is a requirement of this role to work selected weekends on an ad hoc basis. This would include occasional working on either a Saturday or Sunday for specific events or occasions.”
 
5.       Amendments to the flood technician post
The profile will now include reference to the following:
         CDM Regulations 2015 - assessment of the impact of health & safety consideration on schemes; providing pre-construction information and specifications.
         Cursory inspection of reservoirs as part of the general requirement of the job (distinct from detailed inspections undertaken by a Reservoirs Panel Engineer) for defined structures as appropriate.
 
6.       Environmental Technical Officer (Playgrounds)
Following the consultation exercise, the scope of the Environmental Technical Officer (Playgrounds) role will now include the inspection of wider Council assets within the remit of the grounds maintenance/cleansing service. The new post title will be Environmental Technical Officer (Grounds & Cleansing).  The details of this new profile will follow in a separate email and the Expressions of Interest process for this post will be opened in due course.
 
7.       Questions were raised regarding the working base for the Environment Supervisor and Assistant Manager (Grounds and Cleansing) roles and the responsibilities and working arrangements following the disaggregation of the cleansing and waste services.
 We would not expect the distinct split in operational terms to happen immediately. There would need to be a transition phase that will consider the operational arrangements for each service. In terms of management and supervisory functions, we have further considered the adequacy of supervision to cover the three depots, as already set out.  Working bases will be Trostre, Glanaman and Cillefwr depots. Where there is an option that allows the job holder to work from either Trostre or Cillefwr due to the fact that the post covers both depots, then it is likely that the base nearest the post holder’s home address will become the substantive base, with visits undertaken to the other depot(s) as necessary on a regular basis. The main operational management base for Grounds and Cleansing, including the Grounds and Cleansing Manager post will be based at Trostre Depot.
 
8.       During the consultation exercise one individual has been identified as having the necessary skills and experience to be considered for the Asset Transfer Project Manager post. This aspect will now be reviewed.
 
 
I hope this addressees all the points raised during the consultation exercise. However, if you seek clarification on any further matters please do not hesitate to contact me.
 
The proposed updated structure (post consultation) is attached for your information.
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	NAME:
	Kim Richards
	MEMBERSHIP NUMBER:       
	

	COVERING THE PERIOD FROM:
	October 2017
	TO:
	June 2018



	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

	
Attend CIPD Seminars and Events



	
Download the Eventbrite app to my phone and check when events are taking place and schedule time for attendance
	
University and CIPD website 
Eventbrite app 
Support from manager to allow time to attend events
	
To have attended 3 – 4 events between November 2016 – May 2017
	
May 2017

	
Expand and develop knowledge on behavioural standards in the workplace

	
Complete internal e-learning module
	
Access to internal learning pool for e-learning 
Allocate time to complete

	
To improve on knowledge and skills on identifying unacceptable behaviours and the best way to act upon them 
	
December 2016

	
Handling disciplinary issues in the workplace


	
Complete internal e-learning module
	
Access to internal learning pool for e-learning 
Allocate time to complete

	
How to effectively handle people management issues within the workplace with the aim of creating a positive working environment 
	
January 2017

	

Research tools and techniques which form a crucial part of HR 


	

Research suitable and credible sources of suitable HR tools which would be beneficial to the organisation 
	

Authorisation from manager to allow time to research

	

Successfully identify at least one new tool/technique which will help support me and my organisation 
	

February 2017

	

Become an Associate member of the CIPD



	

Graduate with a level 5 intermediate certificate in HR Management
	
Allocate sufficient time to complete assignments
Research tools
Support from manager to allow access to data 
	

Achieving the level 5 certificate enabling me to progress from student to associate member
	

May 2017
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To All Tenants,

This is a reminder letter that has been previously sent out to you all.
With regards to the Contract we have with the Contract Cleaning
Department, we are allocated 10hrs per week for the cleaning. The
cleaner JCchooses to do these hours Monday to Friday 2 hrs
day from 6:30am to 8:30am. Occasionally she may need to change
the time due to personal reasons.

We have been requested by the Manager of Contract Cleaning to ask
all tenants of St Davids Avenue to allow SIS to get on with her
work during this time undisturbed. Please do not hold her up talking
( have a quick hello in passing by all means but do not hold her up for
too long.) You should not invite her into your home for tea coffee or
a cigarette during her hours of work as she is paid to clean the
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