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Personal Development Plan





	NAME:
	Rebekah Reid
	STUDENT NUMBER:        
	2007852

	COVERING THE PERIOD FROM:
	December 2020
	TO:
	On-going




	
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

	
Insights, Strategy & Solutions – Principles and basic practice of project management
	
Read chapter 16 – project management skills in The Business Skills Handbook. Reflect on previous projects to see how I could improve or what I might have done differently.

	
I will need access to The Business Skills Handbook, which is available at the university library. I will also require support from my line manager.
	
I will write a short report on my findings and submit this to my line manager who may request a follow up meeting to discuss further.
	
I will complete this short report and submit via email to my line manager by February 1st, 2021.

	
Learning & Development – Supporting the design of learning programmes and initiatives
	
I will attend an Inclusive Leadership Programme (ILP) course
	
The ILP course is being held virtually so I will require a laptop with a working camera and microphone in order to take part. I have organised cover with my line manager while I am at the course.

	
By attending this course, I am promoting active learning within the workplace, and I’ll be able to encourage my colleagues to do the same. The course is optional, but I will request to attend the next available date.
	
The course for one day and is on January 27th, 2021. I will provide proof that I have attended.

	
Curious – Being inquisitive: looking below the surface to understand the cause of problems
	
I will research a current and on-going issue in the workplace candidates failing to attend interviews and look into this in great detail 

	
I will need access to company reports to track any trends. I will also require support from my line manager.
	
I will write a short report ensuring I have covered all possibilities. I will make sure I follow the curious behaviour guidance. I will submit this to my line manager who may request a follow up meeting to discuss further.

	
I will aim to complete this objective by March 31st, 2021.

	
Decisive Thinker - Reflect on a challenging decision you have made at work. Consider all the information you drew upon to reach your decision, and how much each contributed to the success of the decision. Consider what additional information could have been useful.



	
Looking at the development action provided on from the self-assessment, I will reflect on a challenging decision I had to make at work and analyse this.
	
I’ll need time to think about decisions I have made and pick one relevant to this objective.
	
By completing this task and writing a statement that, covers all the information I drew upon to reach a decision and how much each contributed to the success of the decision. I will also consider what additional information could have been useful.
	
This statement will be finished and submitted via email to my line manager by May 1st, 2021.

	
Employment Law is an unfamiliar topic that I must learn and fully understand in order to pass the assignment and become a proficient HR professional.
	
I will spend more time self-studying and report to my tutor if I have any questions or do not understand. I will read the employment law core textbook.
	
I will need the employment law core textbook and possibly my tutor. I must submit draft copies of my assignment via email if I feel the need to.
	
The success criteria will be to pass the employment law assignment. 
	
The assignment is due April 16th, 2021, and usually results are sent out three weeks later via email. 

	
Curiosity. Gather plenty of valuable research in order to produce a literature review as part of the research report. Also find out more about my organisation and their link to my chosen research topic.
	
Spend time online finding relevant research through credible sources such as CIPD, ONS, Harvard Business Review, etc as part of my secondary research/literature review.
	
I may need online log in accounts for some websites such as CIPD and sufficient time to conduct this research. With time in mind, I must make sure the research is to the point and reasonable.
	
The success will give me the ability to conduct valid primary research based on what I have already discovered. I will be able to research my own findings on my co=hosen research topic. This will hopefully be useful for my organisation.
	
The research report is due July 5th, 2021, but I may submit a draft copy to my tutor before then to check over.

	
Research Report – I need to make a start and plan how I am going to complete this alongside other assignments on top of work and other personal matters.
	
Using the book ‘research methods in HR management’ by Val Anderson I will follow guidance and create a Gantt chart to assist me and ensure I complete tasks on time.
	
I will need access to the book from the university library click and collect, and I will also use Microsoft Excel to create my chart.
	
The success will be submitting my research support. I also believe this will demonstrate my ability to multitask projects and tasks along with improving my organisational skills.
	
The research report due date has been extended to 2nd August 2021 but if I can submit it any sooner, I will do so.

	
Research Report – I have given myself 6 weeks to write a literature review and an extra week to get feedback. I hope to get this looked at to ensure I am on the right track.
	
I will continue to follow the Gantt chart, closely following set deadlines and make sure I submit a draft copy to my lecturer.
	
I will need access to my laptop, relevant charts and also support from my lecturer.
	
My success will be following my lecturers feedback notes where applicable making sure I follow her guidance in order to pass the assignment.
	
I have until the third week of May to get this done but if it can be sorted sooner, I will aim to do that.

	
Coaching & Mentoring Assignment One – Learn about own organisations approach to this through research and possibly a meeting. 
	
I will look into my organisation’s policy documents for existing coaching and mentoring details and arrange to speak to someone within the L&D team to discuss my findings and learn more.
	
I will need to research Capita, go through documents and use the internal systems. I will also need contact details for someone in the L&D team.
	
I hope to get a better understanding of coaching and mentoring especially within my organisation. Hopefully by speaking to a member of staff within that department will enable me to build a future connection to support with my studies if needed.
	
The deadline date for this assignment is 17 May 2021.

	
Research Report – Primary Research – Questionnaire.
	
I have completed my literature review ahead of schedule, so I am able to start on my methodology and primary research sooner than later. I must create a questionnaire in order to complete this.

	
I will need to utilise my findings from my literature review in order to know what is needed for my primary research. I will look at a range of questionnaire resources such as Survey Monkey and Google Forms to see what is best.
	
Responses to my questionnaire will be a success which will allow me to continue with my research project and hopefully the results will enable me to make a conclusion and provide recommendations.
	
According to my Gantt chart, I have until the 3rd week of June to analyse this but that is 5 weeks away, so I am aiming to get this done in 3 and to have fully collected the data by the first week of June.

	
Research Report – Draft.
	
Submit a draft copy of research report to tutor over the weekend.
	
All support and guidance will be needed once my tutor has seen my email and draft – will take on any advice given in order to improve the research report draft.
	
I will be able to take on any further tasks, guidance given from the draft copy of research in order to improve the report and pass the assignment.
	
The research report is due 2nd August 2021, but I am currently on target to finish and submit sooner.

	
Coaching & Mentoring Assignment Two – Have a conversation with my line manager regarding the possibility being mentored order to develop my skills and knowledge in my current role.
	
I will need to have the confidence to arrange a one-to-one meeting with my manager in order to submit my request.
	
If I am granted permission, then I will need a mentor. There are plenty of senior members of staff in the building but will need to check who is eligible and able to mentor me
	
Success will be asking for something I know is not done within my organisation. Coaching and mentoring policies do not exist but by asking for a mentor, I am contributing to the development of coaching and mentoring in my workplace.

	
Whether I am successful or not, having the courageous conversation to contribute to coaching and mentoring is enough, and this will be demonstrated in my second assignment whether I was successful or not and how I managed to contribute to my organisation either way.

	
Organisational Performance. Have a discussion with my line manager about how performance has been affected due to the pandemic.
	
I will arrange a 1-2-1 meeting with my line manager to have this discussion and take notes as part of my on-the-job training element of the assignment.
	
Support from my line manager to have this discussion.
	
I will have a better understanding of how the organisation has been affected due to the pandemic and what has been done to make things worse – such as working from home, etc.
	
This assignment is due 20/09/2021.

	
Contributing to Organisation Performance assignment – collect appropriate evidence and where I cannot find anything – have the courage to speak to my line manager to improve understanding.
	
Collect the relevant evidence required for the assignment and speak to my line manager if I cannot find proof of something on the list, such as career development policies.
	
Support from my line manager and the organisation.
	
Develop my understanding into the organisation, particularly the performance element.
	
This assignment is due 20/09/2021.

	
Contributing to Organisation Performance assignment – Ask management to observe a performance review or appraisal.
	
Speak to my line manager.
	
I will require permission from my line manager and possibly colleague.
	
With access to an appraisal which is not my own, I can see how it works from a different perspective which will improve my knowledge but also go towards to my assignment evidence.
	
This assignment is due in a few weeks but if I miss the deadline, I still hope to achieve this as it will help in the long run.

	
Read another chapter of: Armstrong’s handbook of performance management an evidence-based guide to delivering high performance by Michael Armstrong 2009.
	
Read another chapter or continue to read through the assignment.
	
This book in available from the library but there is also an online version which is great.
	
Reading more thus learning more.
	
No set goal date as I have been trying to read more throughout the course. Although, I would like to finish the book as soon as possible.

	

Make a start on understanding change assignment early.
	

I need to prioritise my workload and set myself little achievable goals.
	

I may need support from work to allow me to get this done. Uni have also allowed me an extra week to complete if needed.
	

It will prove my organisational skills, time management and that I can work under pressure.
	

This is assignment is due 18/10/2021 but I am getting married on 02/10/2021 and will be going on a honeymoon. 

	
Time management and organisation skills.
	
	
	
I have succeeded in my above task by completing the understanding the management of change assignment two days earlier and have not needed an extension.
	
Submitted two days earlier than the due date of 18/10/2021.

	
Speak to my line manager regarding change management and how I can contribute and how it has been affected by the pandemic.
	
I will need to arrange a meeting with my line manager.
	
Support will be required from my line manager and possibly other managers in order to get the answers I require.
	
Completing the assignment successfully but also broadening my knowledge on the topic of change management.
	
Contributing to change management has been extended to January, however I will be aiming to submit it before Christmas.

	
Complete ‘Mental Health Ally’ 
training course through my organisation.
	
I must complete two online courses prior to attending four training sessions with other colleagues in order to complete the course.
	
I needed permission from my manager to put my name forward. I will need time away from my role to attend the training and possibly cover from colleagues.
	
Through my studies I have found the courage to put myself forward to do more within my role and organisation. Completing this course will allow me to develop myself as a person but also encourage me to support colleagues.
	
The ‘Mental Health Ally’ 
training course will be delivered virtually over two weeks. Once completed, I will be able to join other allies in the company as part of a network available to all staff members.

	
New Year Resolution – have more confidence in myself and what I am learning.
	
Utilise what I am learning on this course in order to assist me in my role as lead recruiter.
	
Support from my line manager who is aware of my studies but also my lecturers as they encourage me to implement what I am learning.
	
My success criteria here will be to fulfil my resolution.
	
There is no end date for a New year Resolution? I could say the end of the year if an end date is needed but this is something I would like to continue doing for the foreseeable.

	
Attend a CIPD Event.
	
I must sign up to one of the many CIPD events as our lecturers have explained how helpful they are especially to students learning on the job.
	
I will need support from work possibly if the date or time of the event clashes with my full-time job.
	
To confidently confirm I have attended an event. I would like to attend one with a topic I am confident in, such as recruitment.
	
During my new staff student committee meeting – around April/May I can confirm I have attended one. 

	
Meet with my line manager to discuss our organisation’s approach to employee engagement.
	
I will be able to complete the on-the-job training element of my current assignment.
	
Support required from my line manager, a face-to-face meeting would be ideal but will pencil in a Microsoft Teams meeting just in case.
	
Success criteria here will be to complete the on-the-job training confidently.
	
This assignment is due on February 7th, 2022.

	
Professional courage and influence. One of the key behaviours people professionals need is the ability to influence others, and the courage to challenge decisions and actions.

	
I will use the CIPD profession map to guide my learning and develop on this topic as it will assist me in my current role of reshaping candidates into particular roles.
	
I will need to follow the CIPD profession map for guidance. Support will be needed from my line manager in order to achieve this task and also my team.
	
Moving through the levels of the map will be demonstrate my success here.
	
There is no end date or goal for this as it is something I’d like to start working on and apply to my role.

	
Specialist knowledge – inclusion and diversity. A specialist knowledge area which ties in with a possible objective at work which aims to improve inclusion and diversity in the workplace.
	
Utilise the profession map to enhance current knowledge and how this can assist me with objective at work.
	
Support required from my line manager who is responsible for setting my objectives.
	
Improved knowledge on this subject and the ability to go up a level on the CIPD profession map.
	
My objectives at work will be finalised in the new few weeks, I will have a year to complete them along with plenty of opportunities to discuss and tweak if necessary.

	
Contributing to employee engagement assignment – to be completed early.
	
I will use what I have learned during the understanding employee engagement assignment in order to help me complete the next assignment.
	
Support will be required from my manager, as I need to provide evidence here. I may also turn to my lecturer for guidance as I feel limited in my role. Also concerned about time frame.
	
My success criteria will be to successfully complete the assignment and speak to my lecturer if I have any concerns about limitations.
	
The assignment is due in March, but I will be away on my honeymoon so need to get this assignment completed as soon as possible – I will be leaving the country on February 20th so have to submit before then.

	
	
	
	
	

	
	
	
	
	








	
Development Record





	NAME:
	Rebekah Reid
	MEMBERSHIP NUMBER:
	2007852

	COVERING THE PERIOD FROM:
	December 2020
	TO:
	On-going



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

	January 2021













March/April 2021















June 2021 



















November 2021


	I attended an Inclusive Leadership Programme (ILP) course virtually in order to develop myself through the profession map: Learning & Development – Supporting the design of learning programmes and initiatives.







The Employment Law assignment was completely alien to me and I found the module very interesting. I took extra time and care in my learning as demonstrated in my development plan and will continue to keep up to date in this subject because I want to, it’s interesting and I love how by knowing and understanding the law, you can make a real difference.




Employed a recruiter to work in my team therefore must coach and mentor him.

















I have looked at the profession map, particularly: Professional courage and influence. One of the key behaviours people professionals need the ability to influence others, and the courage to challenge decisions and actions. I have looked at this in order to guide my learning and develop on this topic as it will assist me in my current role of reshaping candidates into particular roles.


	I want to do more and development myself. The ILP course was a great opportunity to do this. By attending this course, I am also promoting active learning within the workplace, and I will be able to encourage my colleagues to do the same. The course was optional, but I have and will continue to attend further meetings regarding this.




While this assignment was ongoing, and I was completing my reading etc there was an incident in work which I was able to help with. This wouldn’t have been the case had I not joined the course, so I felt a real sense of achievement. A colleague was wrongfully dismissed and thought she didn’t have a say but following my guidance purely based on what I was taught, my colleague contacted HR and the situation was rectified.




In my new role as lead recruiter/office manager, it is my responsibly to ensure my team are fully trained and this falls under the subject of coaching and mentoring. I never really had a mentor when I joined the organisation, but I am looking forward to showing my new recruiter the ropes. Mentoring is something I am passionate about as well as coaching, this was discussing in my development plan too.







As part of my role, we must recruit for various jobs within the British Army. Some roles are popular and easy to fill but others are more difficult, therefore we have been tasked with recruiting for these difficult roles as people are needed in these spaces. There is no way around it, it’s called re-shaping.
	I learnt a lot about inclusion within the workplace and elsewhere. Some of the topics I was aware of such as unconscious bias, but others were completely new to me, so it was great to learn. I also learnt that my organisation cares about my development by allowing me to attend the course.





I learnt that you’re never too old to learn. I will continue to reflect and work on my development as this situation proved it is beneficial. It has given me the confidence to know this course is useful in my role too. I also feel more confident in having a say and also advising my colleagues to have a say too.







Everyone is different and learns differently. What works well for some, may not work the same for others. I have had to take a step back and slow things down in order to ensure my recruiter understands the processes and why we do things. I found this difficult as I do things in autopilot, but it is a great learning tool for me as well as my new team member. I have also acknowledged the importance of coaching and mentoring within an organisation. Although, it would be easier if this duty was shared as it can be hard doing this on top of my daily tasks.




This was difficult because some candidates had their heart set on a certain role, and I had to persuade them to take another job instead. It wasn’t always a smooth process, but it was something we had to do. We had to be seen to be actively reshaping candidates. I learnt that being open and honest was the best way to be. By speaking to candidates and explaining the situation, they understood a lot more and made it easier. I learnt this as I went along.
	I will continue to promote this course to my colleagues, two have signed up since which is great. There have also been a number of follow up meetings and talks on the subject if ILP which I have been able to attend, this shows the course learning is continuous. I’d happily attend further courses in order to boost my development.




Self-development and reflection is something I will continue to do, even once the course is completed. I have notably taken an interest in the topic and guidance on employment law so may look to see if there are any further learning course available on this.








I have mentioned my points regarding line managers being fully responsible for coaching and mentoring to my own manager. I have struggled slightly with my workload having to my daily tasks as well as coaching a new member of the team.












I would probably advise this was best practice, the way I approached my candidates on a personal approachable level by being completely honest and open. It worked well, some candidates understood and took on a new role, but others stuck with their first choice. I will continue to be approachable and honest in what I do. 










Reflective Summary

Following the assignment back in December 2020, I made sure I added an entry to my personal development plan at least once a month in order to record my development and track my progress. I have attached the full plan to this document for reference along with my development record which explains some of my learning in more detail. Johns and Perkins (in Taylor & Woodhams 2016) suggest development is a key ingredient for HR Professionals along with adding value, which is something I have reflected on in my development record.

I skillfully selected a few areas to work on for my personal development plan which lined up directly with existing assignments in order to ensure my learning was relevant. Along with the relevance, it also related to my assignments so had to be actioned in order for me to successfully complete the work. For example, ‘Curiosity. Gather plenty of valuable research in order to produce a literature review as part of the research report’, I was able to effectively achieve this through a specific assignment. I have found it a lot easier, manageable and appropriate to align my own development and objectives with the set modules for the course. I believe if I had tasked myself with learning something not covered by the course, I may have struggled with the workload. For example, we have touched upon the topic of Organisational Design but if I had chosen to look into this further, it would have been difficult to pursue beyond self-study. The learning element, particularly self-study has been enjoyable because we are able to do it at our own pace, when we want and how we want. A lot of my peers with young children prefer podcasts whilst I have enjoyed utilising the library. It has been a challenge working full time and studying part time however I have realised that organisational and time management skills are paramount.  

I have utilised the CIPD Learning Hub and taken a self-assessment at Associate level in order to establish my areas for development. I have also taken this opportunity to focus on subjects where I’d like to improve my knowledge and personally explore further. In agreement with the CIPD (2022b) the learning plan created as a result of my self-assessment has been tailored specifically to me and will enable me to achieve my goals. An example of task that I have been given, ‘Join discussion forums, external events, webinars or workshop, including those organised by your local CIPD Branch or CIPD region.’ I am able to complete this in my own time and I believe it will assist me with the course now but also afterwards. I have attended an online CIPD event during the pandemic and hope to attend a lot more in future, hopefully in person. I will endeavour to update all future development through the CIPD Learning Hub on a monthly basis because it is important to track progress and also reflect. The CIPD (2015) proclaim the importance of continuing professional development and how it should be done often not only to keep updated with trends and changes in legislation, but it is a great tool for managing self-development and improving self-confidence. This is something I can relate to as I do lack confidence in my HR capabilities. However, I have been doing well with my assignments and I am continuously learning, I am also using every opportunity to put into practice what I am learning, and this is clearly benefiting both myself with my confidence and also my organisation.
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