BA Leadership and Management year 2

Student Name: Florica-Nicoleta Tiutiu
            Student Number: 1605832
[bookmark: _GoBack]            Module No: BMSK6005
            Module Title: Coaching and Mentoring Skills for the Workplace
                Lecturer: Joanna Walsh








Table of Contents
Introduction:	3
Explain the purpose of coaching and mentoring skills in the workplace. Discuss the similarities and differences in coaching and mentoring activities.	4
Using a defined model of coaching or mentoring, critically evaluate its benefits for developing individuals’ workplace effectiveness.	8
Critically explore the knowledge, skills, attitude and behavior needed by an effective workplace coach or mentor.	12
Conclusion:	17
References:	18



[bookmark: _Toc17218480]Introduction
The report provides the learning of the various elements which plays an essential role in the mentoring skills development and coaching to train the employees in the proper manner. This report is helpful to build an effective coaching pattern which needs to implement in the working place so that they get the higher result which also helpful for the enhancement of the financial condition of the company. This gives the introduction of the Checkout.com Company which based on the online payment system which serves to the billion people to pay their bills through the online platform in an eventual manner. This also provides the study about the research literature which is helpful to elaborate on the selection of the credible sources and own reading. The report provides the study of the practical application and development process which is helpful to introduce the methods, tools, formulation, creative solution and much more. The report also presents the learning that the practice of the skills and professionalism is helpful to make the collaboration in the working, presentation of the company in the proper way. 


[bookmark: _Toc17218481]Explain the purpose of coaching and mentoring skills in the workplace. Discuss the similarities and differences in coaching and mentoring activities.
The coaching and mentoring are the essential element which is helpful to make effective change in the employees to develop the skills in the employees to improvise the efficiency of the working. This is helpful to build the proper value of the employee and this is also helpful to build the professional and personal skills stronger so that the individual employee has the scope to attain the aim of their own. The Checkout.com Company is based on the online payment process which provides to their potential customers so that they can pay their bills through the online platform in an effective way (Tsui, et. al., 2017). On the other hand, this is necessary that the potential customers need to be entertained in the effective way which is possible through the effective performance by the employees who give their full efforts to achieve the target of the company. 
So, there are some points which explain the main purpose of coaching and mentoring skills of the employees in the workplace which is mention in the below section:
· Promote their professional and personal growth: The main purpose of coaching the employees to promote the understanding in the employees about their professional and personal life in an effective way. Though the effective coaching, the employees understand the proper working of the Checkout.com Company like technical training build the knowledge in the employees that this is necessary that the system needs to perform well so that customers do not face the issues in payment.
· Enhance the problem analysis: The proper training session is helpful to build the ability in the employees to analyse the issues and resolve it with their efficient performance. The Checkout.com Company have the online platform is the main element which serves the service to billion customers to pay their bills (Pleschová and McAlpine, 2015). So, the company should build effective issues resolving ability in the employee to reduce the risk of losing the accuracy in the system or device.  
· Develop a healthy relationship with management: The effective coaching session is helpful for the employees to build an interest in the employees and this is the reason the management can easily connect with their employees. For example, most of the time, the employees have the issues but due to lack of interaction and less faith in the employees, they choose to refuse to interact with the higher management. This is the reason; the employee sometimes leaves the job as well so it is necessary that the company should teach their employees to convey their issues properly and build transparency in the workplace.    
· Increase job satisfaction: The proper coaching and mentoring through the organisation is helpful for the employees to enhance the satisfaction of the job profile. For an example, the company teach their employees for the new modification in the technology which is helpful for the employees to quickly grab the key element to resolve the issues also in the effective way (Schutte and Steyn, 2015). The proper training is helpful for the employees to build more knowledge about the job responsibility which maintains job satisfaction and employee gives their full efforts properly. 
· Boost the individual appreciation: The mentoring through the Checkout.com Company is helpful for the employee to build effective innovation in the thinking of the employees to give their full efforts in the working area. The company should introduce monetary benefits and other benefits after achieving the target. This builds the interest in the employees to give their full efforts to get the appreciation by the management of the company which maintain the interest in the employees. 
Similarities of coaching and mentoring activities:
Both the activities are based on the teaching to their employees to occur the best result at the end and this is also helpful to success the company through the well skilled and efficient employee in an effective manner. This is helpful that the coaching and teaching make an impact on the mentality of the employees towards their job profile and give their full efforts to achieve the targets (Hastings and Kane, 2018). Both the activities are helpful to increase the efficiency, skills, interest, knowledge, speciality and other elements which make the impact on their performance and organisation as well. Apart from this, both activities want to develop inner professionalism in the employees and also share this habit with the potential co-workers to maintain professionalism in the working area to be responsible for their tasks.
On the other hand, both the activities are helpful to build the new knowledge in the employees towards the Checkout.com Company like company through coaching and mentoring provides the knowledge of the new technology which helps in system development. The way of providing the knowledge is different but one aim of the company to build the proper ability and skill to get the proper result at the end. Both activities have the main aim is to provide the study to the employees to make them talented and build the ability to faces the issues properly. But due to both have the differences as well so it also gives a negative impact on the employees which is not good for the company as well their personal growth in an effective way.  
Differences in coaching and mentoring activities:
	Points of differences
	Coaching 
	Mentoring

	Building interrelations
	This activity is helpful to attain certain goals like speech structuring, employee management enhancement and develop strategic thinking (Ladyshewsky and Taplin, 2017). So, the coaching provider need to identify the particular person to coach them and achieve the task on the priority 
	This activity is helpful to build the relationship and put the relations towards the employees. For example, the Mentee would share their life or career obstacle in the proper way to build the self-perception, self-confidence, and balance in life and career in a proper way.   

	The duration of the process
	The coaching is the activity which accomplishes after some sessions effectively and this is conducted for a certain goal and believe in accomplishment on the particular period.
	The mentoring is the efficient session which needs a certain time which used for the participants with the mutual acquaintance (Deiorio, et. al., 2016). This happens for the favourable condition and the Mentee freely share their personal and professional problems with his mentors. 

	Supervision/Leadership
	This activity provides the learning that the supervisor in the coaching the quite dominant because at the end the supervisor provides the feedback to their employees regarding the missing skills and other and this is helpful to build the interaction in between the employee and supervisor.   
	In this activity, the supervisor does not involve in the influence but also provides the recommendation to ensure the independence interaction which is helpful to give a positive impact on the final result.  
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Using a defined model of coaching or mentoring, critically evaluate its benefits for developing individuals’ workplace effectiveness.
The mentoring and coaching both have the kind of similar aim which helps develop the skills of the employees and also maintain the interest to give their full efforts to attain the aim of each individual and group as well. The Checkout.com Company is based on the online payment process which provides to their potential customers so that they can pay their bills through the online platform in an effective way. The coaching and mentoring have the model which is helpful to develop the proper foundation of the grow model and this is inspired by the various leading thinkers. So, there are some models of the mentoring and coaching which explain effectively with their benefits in the below section: 
Grow model of coaching and mentoring:
To coach, their employees are the main responsibility of the leader which is helpful to give their full efforts and do the best in an eventual way. This is model is helpful to make better decision, problem-solving habit and encourage to learn new skills to make the employees more progressive (Bishop, 2015). The full form of the grow is Goal, Current Reality, Option/Obstacles, Will/Way forward which is helpful to explain the model effectively. So, there are some main points which explain the grow model in the proper way that is mention in the below section:
· Establish the Goal: This step provides the learning that firstly the team members need to look at the behaviour of the employees after and before the changes the company make the structure which is helpful to achieve the target effectively. This is necessary that the goal needs to be clear to the employees so that is helpful for them to get success in an effective way. This SMART goal needs to be specific, attainable, time-bounded, realistic and measurable in the effective way to set the target in the proper manner. This helpful to fit the overall objectives in the one goal and also attain the aim of the individual.      
· Examine the Current Reality: This step is helpful to build the ability in the people to resolve the problems and reach to the main target from their starting point. But this missing some information which is helpful to reach to the goal in an effective way. So, it is necessary that analyse the current situation of the company in an effective way and the solution may start to emerge (Martin, 2016). This also needs to analyse that what is going to happen in the next moment which reflects the future results in the proper way.
· Explore the Options: After analysing the current situation of the company, this step is helpful to determine the possible option which is helpful to reach on the objectives in an effective way. This is helpful to provide the brainstorm option as the possibility which helpful to choose the best one. On the other hand, this provides the learning that the employees get various suggestions and provides the freedom to choose suitable one that helps to analyse the accurate option for their work. 
· Establish the Will: after examining the current reality and exploring option, this step is useful to provide the team members chance to choose their way to achieve the goal through a good idea. This final step provides the freedom to the team members to move forward to their goal through establish will to boost their motivation in an effective way. So that this is helpful motivates itself and review the progress in an effective way with daily, weekly and monthly basis.   
Achieve model of coaching and mentoring: The Achieve model is based on the main seven elements which explain their steps and their role in the Checkout.com Company with an effective way. So, there is a description of these steps in the effective way which is mention in the below section:
Assess the current situation: This step is helpful to provide the learning that the mentee encouraged to think in the deepest way to analyse the recent situation and enhance the self-awareness so that identify the issues which give impact on the future actions (Lindle, et. al., 2017). This is helpful to make the innovative changes to increase the understanding of the current situation in an effective way like the financial condition of the company and the number of potential customers using online payment option.   
Creative brainstorming: This stage is helpful to design the developed foundation to making the changes in the behaviour and provides the solution in the current challenges. The individual employee narrows the perspective in the stress situation so that result in the tunnel vision. This is the brainstorming step which opens the mind and provides the solution which is not previously visible to the mentee.   
Hone goals: This is based on the specific goals with the alternative solution with the aid of the SMART goals such as specific, measurable, accurate, realistic and timely which provides the refined goal through the feedback in the between the coach and client. This is helpful to identify the want and wish of the particular employee to coach them with effective way. This provides the learning that avoids negative thinking and emphasis the achievable goal with the proper formulation.   
Initiate option generation: This stage provides the study that the immediate achievement is possible through the proper goal in effective consideration. The mentee or client can develop the array of a possible option rather than make the main focus on identifying the right finding. This is helpful to make the focus on the quality and achievability of the single action in an effective way.   
Evaluate options: This stage explains after the study of the previous stages in the proper way because this is helpful to coach to guide the customers in an effective way and create the small focus to achieve it properly. This is not only for the individual employees but also offering to the customers to apply in their private life to decide an accurate decision.   
Valid action programme design: This stage is helpful to programmatic approaches which develop to breakdown the overall goal into smaller chunks in an effective way. This provides aid that the challenges need to resolve by the newly develop knowledge and skills in an effective way. This is helpful to provide the coaching and training to the employee on the workplace that this is a job for the mentor to guide their customers or mentees in an eventual manner.  
Encourage momentum: This stage is based on the encouragement process or momentum in between the goal and coaching sessions which provides the learning. This is difficult for the employee to remain the motivation in an effective way so that the coach of the employees needs to achieve their goals properly. The smallest steps are properly achieved by the employee when they achieve through the encouragement and build proper sense of fulfilment in the effective way (Grant, 2016). This is helpful in the small and sustainable goals so that make the changes towards the path and make the proper remaining path in the effective way.     
So, it is concluded that the benefits are for each individual employee in the workplace is possible through use these models in the effective way so that this is helpful to increase the job satisfaction, motivation of the employees, increment of process, gain the financial benefits and much more. The coaching and mentoring have the model which is helpful to develop the proper foundation of the grow model and this is inspired by the various leading thinkers.  
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Every business has their own style and patterns of working which are developed by the leadership and management which can help them enhance their performance. The enhancement of skills, attitude and other attributes requires support through coaching and mentoring. The effective coaching and mentoring patterns tend to build the effective teams which pursue all the skills which are required in the Checkout.com and in their business operations. The coaching helps the employee to foster their skills and mentoring helps in grooming the employees to work in accordance with the organization’s responsibilities (Arnold, 2013).
The major benefits of the coaching are it helps in improving the working style, employee morale and in return it helps in achieving the organizational goals. The effective coaching which is given by the coach of Checkout.com helps the employee to build an effective relationship with trust, motivation and accountability. In today’s era coaching and mentoring has become the necessity and it has been used at the personal and professional level too. The mentoring and coaching helps the employee to build positive changes and at the same helps them to increase their knowledge with the help of a coach or mentor at Checkout.com
In Checkout.com, the  mentor or coach has to put emphasis on those employee who are required to make the improvements which helps them in achieving the goals and objectives and helps them in making their job more productive. They tell the employees to sharp their skills, changes in behaviour and difficulties which they are facing and creating performance hinder should get trained by the coach and mentor (Bozer and Jones, 2018).
The effective coach reflects the positive mind set and influences the other employees towards the same. The implementation of positive attitude towards things tends to help in removing the difficulties which may arise in the workplace. It also provides solution which does not create any sort of harm in the life of other people and helps in resolving the problems.
The coach should possess the knowledge related to the subject or the companies’ property in which company wants to deal and want their employee properly coached and mentored. In Checkout.com person should be aware about the information which is related with the online payments which requires information of certain software’s which are used by the company. The Coaching help them to develop the understanding for the companies environment and working culture of the company. The effective coach helps the company in very efficient and effective manner as it makes the employee efficient in his work and also contributes in developing them in proper manner which should provide fruitful returns to the Checkout.com
There are formations of many programs which focuses on the needs of trainee and in accordance with that coach or mentor follow up the addresses their queries and issues and helps them in creating the goals which are realistic in nature and their level of achievement in the proper way. The organization always have certain set of expectations from the Coach and to deliver them in proper manner it requires trusting the relationship with trainee or the learner and focusing towards the goals and objectives of the organization (Fleming, I. and Taylor, 2018).
The Coaches or mentor has to focus on the skills which include goal setting, proper listening to the problems and issues and addressing them in the proper way by empathizing with the employee. It also requires the trusting on your words and intuitions to coaching and mentoring other people.
There are different types of behaviour and skills which are required in the effective coach and mentor are as follows:
· Learning: The effective coach help the learners to work on new ideas and provide them solutions without imposing them and tell them learners to priorities their learning needs in order to achieve their goals and objectives in the Checkout.com. The Coach also put attention closely on the learning patterns of learner and motivates them to work in the specified way (Jones and Guillaume, 2016). The Coach should always ready for the learning and development of themselves as in that way they can contribute for the betterment of other individuals.

· Questioning: The effective coach or mentor should master the art of questioning as the person has to deal with numerous employee on daily basis everyone has different set of attitude and issues and to deal with the same it requires proper questioning skills to generate the desired answers. The questioning leads to the situation cross checking whether the employees at Checkout.com are answering in a truthful manner or not. The coach should posses’ proper questioning strategies and knows how to implement it and ask the smart or efficient questions. The coach should use the pattern of open end question which motivates the employee to provide the answer which includes all the relevant information. The Coach should ready with the response which shows the person is taking interest and at the same time is concerned with your activities.
· Coaching: The Coach should positive attitude when he is providing coaching to employees and informs them about their areas of improvement. The Coach should follow the given framework by the Checkout.com and provide the coaching to employees who ensures their better working and enhance their performance in the organization to achieve the desired results (Lancer and Megginson 2016). At the same the coach should be open to receive any sort of criticism and feedback and takes that in the positive manner and work in accordance with that. The coaching involves observing the employee in every aspect and focusing on the weak and strong factors of individual and pushes them to improve the areas in which they are performing less. They should also coach them about the goal setting and tell them to focus on the achievement of goals and objectives in the organization.
· Building Rapport: This skill is entirely same as the person oriented and possessing proper interpersonal skills. The relationship between a coach and learner should be developed in a proper manner and building the rapport requires huge level of understanding between the employee and the coach and in return it will provide which are beneficial for the Checkout.com. The best way of applying rapport building is creation of friendly and comfortable environment at the workplace and during the time of coaching and mentoring sessions (Leedham and Parsloe, 2016). In this manner the employees would not hesitate to perform the activities of the Checkout.com 
· Listening Skills: This is the most crucial and necessary part in the life of individual to develop the proper listening skills. To become an effective and good listener considers as a very essential part of the coaching. Listening also has different perspectives it just not about listening what other person is saying and it is also about understanding those things which are not covered at the time of listening. 
The coach or mentor has to initiate the conversations which should be two ways and provides the opportunity to employee so that he can openly initiate the conversation and share their thoughts with maximum people available and that time the only responsibility which coach has is to listen actively. The development of proper listening leads to avoiding any type of interruptions at the time of listening and also person can break the sentences which help in delivering the message in proper manner.
· Communication Skills: The coaching and mentoring the employees involves huge amount of communication which can be in one on one discussion, group discussions, open conversation between the coach and the employees of Checkout.com. The proper communication skills enable the Coach to deliver the message in effective and efficient manner and the employees should understand the messages. The Communication skills are important at the time of providing as it should contain empathy. The feedback should be delivered in a way which does not hurt the other person’s sentiments and self-esteem. The communication skills are best way to maintain the relationship people the more you communicate the more you will be able to deliver your thoughts and views regarding the same. The mentor always follows up with the employees and keeps an eye upon the performance of employees and deliver them necessary feedback and suggestions.
· Development: The effective coach is one who is always open for the development and also has passion towards the same and ready to emerge with the new tools and trends. It has been the more options you have you will have numerous in which you can provide the guidance to the employees of Checkout.com according to their issues in the company. The understanding of new tools and techniques requires the personal views and opinions and also understanding the things from the other person’s point of view to provide the answer in proper manner. The effective coach or mentor will never consider other person as the part of competition he will always value the person as some source of new learning and will always look forward for any sort of feedback.
· Act as Source of Motivation: The Coach should be the ultimate source of motivation for the employees. There are situation when they need motivation and the coach should acts as person which have positive attitude and have ability to empathies the employees and provide the solution in accordance with that. The effective coach should possess the quality which helps in encouraging other people and also focus on interacting with other people and helps in forming better relationships with the employees (St-Jean and Audet,2012). 
· Different Perspectives:  There are chances when people are finding themselves trapped in a situation which leads them to nowhere and requires different perspectives. The different perspectives can be used in the form of coaching and valuable guidance from other people which have positive attitude and thinks out of the box and helps the employees to enhance the performance.
· Trusting and Intuition: Intuition’s sometimes provides the clear picture of information which requires trusting your intuitions and implementing it for the same. It requires the analysing and thinking on proper logical manner and it helps the coach to make decisions in the same manner. Intuition acts as a powerful tool and always provides huge benefits and helps in overcoming with the worst things which could have happen in that course of time.
· Challenging: The challenges should be developed constructively which should destroy the relationship among the employee and the coach as there are times when people associate it with the coaching. The effective coaching helps in dealing with the challenges which arise at the workplace or organization. Checkout.com is an online platform which deals in online payments there are several challenges arises related to the payment issues which tends to affect the working of an employee as and their performance in the Checkout.com
· Coaching styles and Techniques: The Coach should follow numerous coaching styles and approaches and implement them in accordance with the behaviour of different employee to generate the desired results (Western, 2012). There is inclusion of various styles and techniques related to the coaching patterns which tend to affect the employee’s performance and have different options to act in accordance with that. 


[bookmark: _Toc17218484]Conclusion:
It is concluded from the above report that there is necessary that the company should conduct the proper training and skills development program so that improvise the skills of the employees to attain the outcome which is helpful in the working of the company. This also provided the study that the concept of the mentoring and coaching need to be elaborating which provides the learning that the coaching is the main element which is helpful to success the company through efficient employees. The analysis part of the report is helpful to elaborated that the ideas of the organisation and their main aim is also explain through the effective arguments and logical judgement. 
On the other hand, this also provides the study about the research literature which is helpful to elaborate the selection of the credible sources and own reading. This also presented the knowledge of the skills and professional practice which encourage the employees to work in the proper ethics and present the Checkout.com Company well in the competitive edge. Apart from this, the techniques and methods of deployment are helpful to provide the proper steps to build the development in the employees to resolve the issues and make the innovative changes in the working place.         
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