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The workplace in the 21st century is ever evolving and creating changes every day. Coaching and mentoring is a much-discussed topic for the workplace and many studies have been analysing the key benefits of this practise.
In this report it will detail and analyse the similarities between coaching and mentoring, and how it is practised within the workplace. In this report I will be focusing on coaching and its long-term effect between the coach and the staff member and the benefits it has. 
It will detail on the key factors on a successful coach, and how they can utilise their skills through practise. Theories and their models will be applied to further strengthen their capabilities. 
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1.1 Coaching and mentoring, how they are different from each other. 
In the workplace both practices are used every day and are used for various factors. Coaching is seen as a short-term strategy in the workplace. The Human Resources Development coaching in the 70’s was breaking down barriers between the hierarchical organisation to increase changes in the workplace to increase coaching to create diversity at the top of the organisation, Cox et al (2014). Henley Business School created a survey of “corporate learning priorities” in 2014 which identified that 83% of learning would adopt a coaching method of learning and developing within an individual coaching method. With such a high percentage of businesses adopting coaching as a developing method, it is a HR approved method in order to gain satisfaction for staff members. Thus, in long term could create loyalty to the business. However, it is a much quicker process for businesses, and can resolve issues at a much higher pace. This method can be used effectively, however some employees would like a longer plan such as mentoring in the workplace. 
Workplace coaching has been researched and developed through many decades. Deiorio et al (2016) defined academic coaching as “an academic coach is a person assigned to facilitate learners achieving their fullest potential. Coaches work with learners by evaluating performance via review of objective assessments, assisting the learner to identify needs and create a plan to achieve these, and helping the learner to be accountable. Coaches help learners improve their own self-monitoring, while modelling the idea that coaching will likely benefit them throughout their career”. Coaching can aid to behaviour change in the workplace. The key members that can implement coaching would be managers, or any member that can implement development in their workplace. Jones (2022) proposes that coaching daily can “hold purposeful conversations resulting in greater collaboration, increased awareness and responsibility, higher performance and, ultimately, sustained behaviour change”. Coaching in the workplace must be emphasised with its importance of being non-judgemental, and rather to have a growth mindset. Having a growth mindset will enable a good relationship between each other as the only goal through coaching is to enable the person to learn and change their work attitude. Jones (2022) study underlines the coaches cannot only think of how to coach their teams, but how they do perform change as well. Jones (2022) has four key coaching behaviours. Listening, asking questions, setting goals and focusing on actions. These actions could be implemented in any workplace. 
As stated previously, mentoring is a much longer process, but still is extremely beneficial for workplaces to practise. The senior employee, such as a manager or a HR assistant for example will be mentoring through an individual plan 1:1, or within a group. This process is used for around a 6/12-month time period. The mentor will focus on the individuals soft and hard skills. During this time they will generate a good foundation, and the mentor will be there to facilitate to any of their needs. During this time the mentor will monitor the employees progress and the business needs. The mentor will analyse to see if their career can progress and step up into a senior role. Or, the skills they have learned could benefit the business as a whole. Thus, the mentor will assess the performance of the individual and their performance. 
Coaching and mentoring is important for senior employees that have been there for years, or even new employees joining the business. Coaching and mentoring can enhance skills, alter workplace performance and create higher revenue with the skills they have learned. 
Mentors and coaches both have similar goals but do have their differences. Mentors are less formalised and are more specific to the individual’s needs. However, the mentor should have wealth of knowledge in the topic they are learning but require the same desired goal. Mentors are there to give their experience and skills whenever the individual needs guidance. 
A coach doesn’t need the same knowledge and experience as a mentor would need. Coaches can develop plans and goals for the employee, based on the learners key learning objectives. For example, in the football industry, there is a coach, who wouldn’t play in any game. However, the football players rely on the coach due to their skills and knowledge. They understand the key objectives, whereas the football players would need to facilitate the coach’ skills and knowledge and put it in practise. 





[bookmark: _Toc134373340]Section 2. 

1. Critically explore the knowledge, skills, attitude and behaviours needed by an effective workplace coach or mentor

Effective coaching underlines factors such as skills, attitudes and behaviours. All of which is key for an effective workplace. Coaching will enable for these characteristics to be challenged and enable better workplace performance. An effective coach have number of skills, but is arguably most effective skills are enabled when there is committed listening. The coach’ listening skills should be positive intent, asking powerful questions and provide reflective feedback. With good listening skills it supports a good relationship between the coach and the individual. 
Covey (1989) theory links with the importance of listening to others. Listening is the basic need to understand the needs and wants from your team. Covey 5th habit of highly effective people encourages to not jump into conclusions, but to seek to understand others needs before themselves. Thus, without listening to others it can lead the individual to feel frustrated, dissatisfied and in some cases resentment from both the coach and the individual themselves. An effective coach should let the individual listen, and not to respond before the individual has expressed themselves, Covey (1989). When listening, judgement is minimised, and a solution can be found. Affective listening skills is vital for a successful coach. 
Coaches should be able to paraphrase effectively. When the individual is speaking of their wants and needs during the time they are being coached, it is important that the coach listens and paraphrases what is the most important aspects from their meetings. This links with the importance of effective listening skills with the coach. 
Johari (1955) model is consisting of four window panels, as attached in (appendix 3). Two of the panels are representing oneself and the other two represent the parts which are unknown to others. Coaches use this model, as it enables each panel to flow to another. The information shared between coach and individual can be used to share valuable information to one another. The first panel is where the information about the person lies. This consists of his/her attitudes, behaviour, emotions, feelings skills and views are, and are shown to others. This panel is where most of the communication lies. “Feedback solicitation” is a process is where feedback can occur. This is where it is vital for the coach to understand and know the individual’s needs lie. The second panel in Johari (1955) model is described as the blind spot. It is called the blind spot as it is the information the individual doesn’t know about themselves, but others are aware of it. The blind spot is shrunk through open communication with each other as feedback is filtered through to the individual. The hidden area in the model is where you keep information about yourself hidden away from others. This can be hidden due to anxiety, fears, past experiences and secrets. This must be kept in this panel as it can affect relationships. The fourth panel is the unknown area. This is where the information you do not know about yourself. This includes feelings, talents and your own capabilities. These need to be harnessed with the coach as they need to implement these changes in the workplace. If the coach can help the individual feel confident, then intern it can increase confidence in the individual, and overall better workplace performance. Communication again is vital for this to be challenged. 
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1.3. Coaching used in practise.
As a department manager of a team of thirty people, all of whom have different work experience, thinking processes and workplace performance. In order to understand what each member of staff expect and would like their coaching to be set on. Applying a recent study on coaching such as Jones (2022) it sets a current model to a modern way of working. To apply Jones’ study to practise I would have to organise 1:1 review of which we can discuss openly core values to the member of staff and myself. Whitmore (2002) described coaching as “unlocking a person’s potential to maximise their own performance”. There must be honest feedback between the individual and their coach to acknowledge their self-awareness. This can sometimes be difficult when an individual is in a much higher role within the organisation. Developing your team, coaching is the main component to develop a person’s own performance and professional career path. 
Many models have been created throughout the decades to support the research on coaching. Whitmore (2009) uses the GROW model to help with problem solving and achieving goals. There are four stages to Whitmore GROW model, which is needed for the coach to apply in their training. The stages have simple questions, or a multitude of questions to develop the individual and to assess their potential. 
The first stage of the GROW (2009) models the individual needs to understand their goals for their coaching programme. This is vital for the coach and individual to understand to enable the foundation of their coaching programme, thus, to find a goal for each other. In this example, I would sit my employee, and note down what their key objectives are, and what they would like in their training. These goals must be SMART goals. They need to be specific, measurable, acceptable, realistic and timely. The SMART (1981) model links well with GROW (2002) as they both can be applied regarding coaching. The goals set with the coach and individual needs to be clear and understood, without this it will be a challenge to understand what the training objectives will be. (Appendix A). using a SMART model will enable the coach to see where and how the individual will feel in the first stage of their training. A PDP (personal development plan) would be beneficial for mentors for long term mentoring. 
The second stage for the coach and the individual in the GROW (2009) model will detail the current situation. This is where the coach will demonstrate where the individual is under performing and why changing is necessary in this moment. A lot of trust is needed during this time, so a great relationship between them is vital for any change to be create. During this stage the individual needs to stay focused and become aware of the situation. The coach needs to ensure that the individual is self-aware, and they understand what is needed to reach their desired goals together. This stage can be creative. Focusing on problem solving and how to break down barriers together. A lot of trust is needed between both parties. 
The second step, I would need to be quite practical and hands on with my individual. Utilising their skills and knowledge is key as a coach in this step. During this process, I could observe and examine what skills they need to work on. Any problem solving would be demonstrated and practised. During this time the individual needs to feel comfortable and not judged. 
The final step of the GROW (2009) model is where a set plan is created with various options where obstacles can be broken down. A plan will be created which is structured and clear with objectives. This allows a clear step by step plan where the end goal is set. The coach will help the individual move towards a higher performance and a greater self-satisfaction in their career. 
During this time, the most important goal for the coach is that they guide them towards the best direction for that individual. Which help achieve new skills which can be transferred to other members of the team, which creates better trust between the coach and individual performance.   
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With such a large and vast team, all with their own career backgrounds, it is vital for myself to understand how I can utilise my team to their best potential. I currently work in a developmental role, (department manager) and currently being mentored for a year until I am fully trained. However, it is still important to coach my team. 
Using the GROW (2009) model it is clear and has objectives as a coach I can use. In this example I am using my supervisor, Tanya (attached in appendix 3). We firstly had a meeting which enabled her to discuss confidently all her troubles, and what her goals were. T’s goals were that she wanted better product knowledge and further her knowledge in other departments. In order for me to discuss any progress in the coaching, I need to assess the current situation with T’s department. For me to do that, I dedicate the time to her own department. 
I concluded that T’s is overworked and needs more staff in order to further her product knowledge. The second stage of the GROW model, we have a meeting together, of which I share my concerns with T. In order for T to gain better product knowledge, I will employ a member of staff part time for her to gain the necessary product knowledge. The goal might seem far for T now, due to T needing to train a new member of staff on her department. Setting a realistic timeframe of two months for the new member of staff to be trained, gives Tanya a goal. Once Tanya trains the new member of staff, there are other members of staff and representatives from companies that will give her product knowledge. Once Tanya familiarises herself with this new information, it can enable her to share her skills with other members of staff. This can enhance sales for the company, and most importantly gives her stronger skills and confidence. 
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To conclude this report, there is a demand for companies to always have coaches and mentors. the demand for retail and hospitality is extremely high and can leave staff under apricated without any development in their roles. 
Using models such as GROW (2009) enables the coach to understand what the main objectives that the individual wants in their development. HR empathises the need for coaching and its importance in the workplace. It can effect workplace behaviours if this need is not met. 
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Appendix 3

	Goal

Training 

Product knowledge 
	Tanya and I have discussed her goals and when she would like to achieve these goals. 

She would like to learn from outsources from different companies with the companies we supply. 


	Reality 

Understaffed. 
	After understanding Tanya’s goal. I have observed her working pattern and it seems she is understaffed and cant keep up with the demand she is facing in the company. 





	Obstacles

Under staffed.

Too much work load for Tanya.  
	We need to employ someone new on her team for her stress levels to reduce, and workload reduced. 

We will need to train a new member of staff for two months until we know that member of staff is fully trained. 







	Way forward

More staff on department. 

Can keep up with demand. 

Better product knowledge. 

Higher sales.  
	Once the new member of staff is trained, Tanya will meet with companies that supply our product. 

In turn, more revenue will come to the company. 
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SMART GOALS TEMPLATE

Specific

Who is involved?
What do | want to achieve?
When do | need to achieve this?
Why is the goal important?

Measurable

How will | measure my progress?
How will | know if my goal is
achieved?

Achievable

Will it be clear when the goal is
complete?

Is it reasonable to complete the
goal i the time allotted?

Relevant

Is this goal related to my overall
success (or the success of my
business/organization)

Time-Bound

How long should it take to
accomplish this goal?

When will | check in on whether or
not the goal has been completed?
Am | ready to start work on the
goal?
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GROW COACHING MoDEL TEMPLATE

This checkiist enables you to record the coaching process using the GROW model. It helps
you to monitor progress and keeps a record of the goal and commitments the coachee has
made

GROW Model Stage Coachee Final Notes

Goal - is the end paint that the coachee
wants to achieve. The goal must be SMART
so that the individual knows when itis
attained

Reality - is where the coachee is now. This
requires the current issues and the
challenges to be stated. Then an
assessment of how far the coachee is away
from their goal can be made.

Obstacles/Options — first the obstacles
stopping the coachee attain their goal need
to identified. (Without any obstacles the goal
has already been attained!). Then the
coachee needs to come up with different
options’, ways to deal with them

Way forward — once the coachee has
defined their options they can then devise
the necessary action steps required to meet
their goal
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