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My Professional Background
Having graduated from Swansea University in 2021 with a first class honours degree in Business 
Management, it was a while before I was able to find a secure job following the effects of the 
COVID-19 pandemic.
I most definitely fell into HR when I started working for a housing association as a Corporate Resources 
Officer in 2021. The role entailed mostly HR duties, of which I carried out for 9 months covering maternity. 
Leading up to the end of my contract, I applied for my current role as an HR Administrator at UWTSD and have been working here since May 2022. Our department is made up of 17 team members and I work within a team of 5 HR administrators. 
My responsibilities are diverse; providing recruitment and onboarding support, assisting with payroll duties, processing resignations and sickness using our HR Management system as well as general HR administrative support. 
I am currently exploring the various aspects of HR and enjoying doing so whilst I decide which path I wish to focus on. 

My Personal Background
I am 24 years of age and am living in the beautiful Swansea.
I have recently bought a house with my partner, Lewys, with whom I have been with for 5 years. We are currently renovating the house which we imagine will take around 12 months to complete (luckily Lewys is a carpenter!).
My greatest achievement is being an auntie to my 3-year old niece, Alianna and 8-month old nephew, Maddox who I absolutely adore!

CIPD Core Behaviours
“Core behaviours represent a significant shift for people professionals. With a greater focus on ethical and evidence-based decision-making, they empower you to create value for people, organisations, society and our profession” (CIPD, 2024).

Gibbs’ Reflective Cycle
Gibbs’ Reflective Cycle was first introduced in 1988 and has since been widely adopted by professionals who practice, teach and study critical reflection skills (Gibbs, 1988; University of Cumbria, 2020). 
This framework will be used throughout to provide a structured approach to encourage personal and professional growth through the reflection and learning from situations (Channel, 2023).
The model can be used to reflect on individual situations or ones that happen frequently, enabling one to learn from things that went well and things that didn’t go well (University of Edinburgh, 2020).
Gibbs’ Reflective Cycle has five stages:
- Description
- Feelings
- Evaluation
- Conclusions
- Action
Studies have explored the benefits of Gibbs’ reflective cycle including it’s ability to identify the correlation between individual experiences and professional principles while upholding reflective practices (Quinton & Smallbone, 2010) and for this reason I felt it would be appropriate to use for this portfolio. 
Throughout, it is important to consider the possible limitations to the model, including the risk of the reflection becoming superficial which provides less opportunity for personal or professional growth (Forrester, 2020). This can occur when you forget why you are reflecting in the first instance and therefore I will make a note of the purpose of the reflection and have it in front of me as a reminder (University of Cambridge, no date). 
Upon evaluation of the experience, I will firstly provide a description of the situation, followed by an assessment of my thoughts and feelings at the time. An evaluation will be provided through exploring the positives and negatives of the experience which will follow onto an analysis, with the intention to make sense of the situation. Finally, I will conclude by assessing what I learned throughout the experience and what I would do differently. 
For the purpose of this portfolio, an action plan will not be included. In its place, a Personal Development Plan will be provided for the short, medium and long-term. 



Scenario 1 – Furthering my Professional Career
Passion for Learning & Professional Courage and Influence 
Description
Within my first few weeks of working at UWTSD, I knew that HR was the career path I wanted to follow. As a result, I had decided fairly quickly that I wanted to further my professional development by completing the Postgraduate Diploma in Strategic People Management in order to obtain my CIPD Level 7. 
CIPD qualifications are becoming increasingly recognised by employers, with them being the 10th most desired certification among all job adverts (CIPD, 2023a). Having already obtained a degree in Business Management, I was able to choose between completing the Level 5 and Level 7 course. 
Following many discussions with colleagues and course lecturers, I soon learnt that the Level 5 course was a great stepping stone and a natural route for studying. However, further conversations and research demonstrated that if I felt confident in structuring and analysing reports, and that I would have the ability to delve straight into the Level 7 (Jones, 2022; Davies, 2022). I am an ambitious individual and at the time, felt ready to be challenged. In addition to this, I had recently graduated in 2021, and had therefore not been out of education for very long. As a result, I decided to exert myself and complete the Level 7. 
Feeling
Although I felt excited due to my passion for learning and openness to new knowledge and ideas (CIPD,2023b), I also felt extremely anxious leading up to my first lecture as I was concerned that I had overestimated my ability as I was so early into my HR career, which research has shown can lead to underachievement (Dunlosky & Rawson, 2012). During the lectures, it was evident that my peers were more experienced and knowledgeable than me; this often made me feel uncomfortable and out of my depth, which made group discussions very daunting (Eddy et al., 2015). 
Over time, and through continued experience within the lectures and my workplace, I saw an increase in my professional courage which made me more confident in contributing my views and opinions within class and group discussions (CIPD, 2023c). Although firstly anxious and apprehensive, during topical conversations in class, I learnt to speak up and argue my case if I did not agree with what had been said. This compelled me to be more determined to develop my professional knowledge and skills. 
Evaluation
Upon reflection, I do believe that I made the right decision to study the Level 7 course over the Level 5. I felt that through gaining new skills and continuing my education, I was developing my professional performance in the workplace (Parsons, 2022). 
I did experience frequent periods of burnout due to increasing workloads at work and demands with university assignments (Shreffler et al., 2020). This impacted one of my assignment grades, which left me feeling overwhelmed and disheartened, however, also motivated me to improve my time management skills for the future assignments (Khiat, 2022). 
Analysis
The CIPD (2023b) states that it is critical for professionals to demonstrate a proactive approach to developing professional knowledge. I believe that by undertaking an advanced course very early on in my HR career and role at the university, I have shown this. My ambition and determination to learn has enabled me to progress quicker in my role than anticipated (Judge & Kammever-Mueller, 2012). 
Following conversation where l was naturally encouraged to undertake the Level 5 course instead of the Level 7, I made a case and challenged where there was resistance and skilfully influenced others to gain buy in to receive support in undertaking the Level 7 (Jones, 2022; CIPD, 2023c). 
Aside from my lack of HR experience in comparison to my peers, it is important to acknowledge that there are many other potential contributing factors to the fall in my assignment mark, as the CIPD (2023c) states that in order to demonstrate professional courage, you must recognise and accept mistakes. As a class, we were required to carry out the work for this specific assignment over the summer, during a time where we were not attendiang lectures. Having recently purchased a house, I also feel as though this made it very difficult to set time aside to prioritise university work, alongside working full time. As a result, I believe this contributed to my lower grade as my poor time management hindered my productivity (Cesnulyte, 2022). 
Conclusion
This situation has shown me that it is possible to achieve things should I have the courage and confidence to do so (Magnano, 2019). 
The situation would have been more positive if I had managed my time more efficiently over the summer. Further research and understanding of time management models such as Steven Covey’s Time Management Matrix would be beneficial for future work to organise tasks and prioritise them in order of urgency (Higgins et al., 2023). 






Scenario 2 -  Recommending the implementation of an Equality and Diversity Policy
Commercial Drive & Valuing People
Description
Workplace diversity has proven to increase organisational effectiveness by creating a team of individuals with different backgrounds, experiences and cultures (Veli Mazibuko & Govender, 2017). This situation unfolded following the completion of the Resourcing and Talent Management module for my Strategic People Management course, where we were encouraged to address a common challenge from the CIPD (2022) report which affects the current labour market and the ability for organisations to recruit talent. Having already had an interest in the topic due to the common lack of awareness and commitment by many to equality and diversity, I decided to explore the difficulties organisations, including UWTSD, face when trying to recruit a diverse workforce. 
Throughout my research, I accessed the university’s internal ‘All Current Staff List’ report (UWTSD, 2023). By filtering the report on the basis of ethnicity and main campus location, I was able to identify a discrepancy between the diversity of the workforces across the university’s Welsh and English campuses. My report compared the university’s diversity levels with national standards, and it became apparent that UWTSD’s Welsh campuses were not meeting these standards (ONS, 2021).
The report concluded with three proposed recommendations which would aid the university in attracting diverse candidates and retain a diverse workforce. Prior to submitting my assignment, I had decided that I wanted to select the highest priority recommendation and raise it with the team. Having used the RICE prioritisation model, I was able to determine the recommendation that would provide the biggest impact (Savio, 2024) and it enables the university to determine the best use of available resources (Meskhi, 2023). 
Having drafted a second report to further outline how my recommendation could be implemented, during a team meeting, I proposed that we implement an ED & I policy, to which they agreed.
There was some tension among certain members of the team during the team meeting as there is a policy officer in the team and this should fall under their remit. As the university is highly bureaucratic, it seemed as though I proposed something that was above my pay grade and outside of my job specification (Indeed, 2022). However, I made it very clear that this was a suggestion and it was to be passed onto the policy officer to execute and the tension seemed to ease. 
Feeling
During the team meeting, I initially felt apprehensive as I didn’t want to cause offence to anyone by raising an issue (O’Donovan & McAuliffe, 2020). 
This was the first time I was voicing an opinion in the form of a recommendation which would impact the university as a whole. The implementation of 
policies are important to an organisation as they determine what is and isn’t acceptable (Jones, 2022). As a result, it was very daunting experience, yet exciting as I felt confident that it was a necessary change for the university (Acas, no date).
Evaluations
The experience as a whole was very positive as I believe by raising the issue, it provided me with more credibility within the team (Shapria, 2019). As a team, we do not utilise our internal data, and therefore me bringing this to the team was seen as impressive as it is a way of optimising our resources (Linkedin, 2023). I was able to show initiative (Birt, 2023) and demonstrate my value to people through my understanding of the purpose, which is to ensure equality and inclusion within the university (CIPD, 2023d). The policy will protect both UWTSD staff and the university as an institution (Acas, no date).
In hindsight, I would’ve communicated my ideas and suggestions with my line manager in a 1-1 meeting rather than voice them in a team meeting, as some may have taken it as being overconfident (Rogelber, 2022).
Analysis
Downey et al., (2015) state that incorporating equality and diversity policies to an organisation is fundamental as it encourages creativity, flexibility and growth. I believe that it is because of its importance that the team received the proposal so well and that it was agreed to implement it. 
Having brought the proposal to the team from a perspective of compassion and fairness (CIPD, 2023d), I also relayed the importance of ensuring the organisation is diverse due to it’s impact on the success of the university (CIPD, 2023e). Having a diverse workforce can improve organisational performance through bringing in different perspectives (Lee & Kim, 2020) as well as retain staff by making them feel valued members of the organisation (Ashikali, Groesneveld & Kuipers, 2021). 
The CIPD (2023e) highlights the importance of showing a keen interest in an organisation and it’s goals and performance in order to demonstrate commercial drive. My understanding the benefits of having a diverse workforce to the university (Chaudhry, Paquibut, and Tunio, 2021) and its importance in relation to the Equality Act (2010) enabled me to understand the situation. 
Conclusion
This situation taught me to speak openly and confidently with my ideas and suggestions (PeopleSafe, 2023). By thinking strategically, I was able to raise an important matter that will impact the organisation positively (Alatailat, Elrehail & Emeagwali, 2019).
In order for me to handle a situation like this better in the future, I would ask to work alongside the policy officer in order to develop my skills and gain a greater understanding of any legislation surrounding the matter (Hailu et al., 2020). 
Scenario 3 – Adding a free-text field to the sickness entry page as a reason. 
Insights Focused & Situation Decision-making
Description
In preparation for a long-term sickness meeting with a member of staff, one of the HR Business Partners asked me to run a report on the individual. Upon reviewing the report, I noticed that most of the reason code’s for the sickness entries were marked as ‘other’ which usually indicates that the sickness reason isn’t listed on the system. The HRBP also noticed that the other entries which had been marked with a reason, were not accurate (which again usually occurs if the correct reason isn’t listed on the system so a member of the team will select the reason code most like it).
The system does not currently enable us to update the reason codes, so as an interim measure, I suggested adding a free text field so that when we are reporting on sickness entries, they are an accurate representation of the absence.
In order to understand and diagnose the problem, it was firstly important to ask questions (CIPD, 2023g). I had to liaise with the HR systems analyst in order to determine if this change to the system was possible. We explored options together and liaised with the systems provider who confirmed that this was an option. Following my conversation with the HRBP, I was confident that I had sufficient evidence and a rationale to implement this change to the process. 
It was important to determine whether the free-text field would incur any risks. I discussed this with my line manager as studies have explored the risk of data inconsistency and the difficulty this would cause in analysis for the HR department (Patel, 2021). However, my line manager approved the change as an interim measure until the Systems Analyst was able to update the absence reasons on the system. 
Following approval from my line manager, I worked closely with the HR systems analyst to input the free text field to the sickness entry page on the system. On my own initiative, I also decided to update our sickness SOP and shared the updated version with the rest of the HR team.
Feelings
The CIPD (2023f) states that situational decision-making involves making decisions based on the situation at hand. Being unable to update the reason codes on the system, I felt frustrated as it would make the process a lot easier and efficient, however, as I needed to make a quick decision, the free-text field seemed the most suitable decision.
I was happy that I was able to assist in implementing an interim process which ensures the data we as a department analyse is accurate. Unfortunately, 
this does make the process of inputting the sickness a little longer which I was worried would irritate the remainder of the team. However, the team 
were happy with the change and agreed that it provided more accurate data.
Evaluation
The situation was a very positive one as it meant that as a department we have improved a process which enables us to accurately store and analyse sickness data. This will enable us to identify trends and patterns and will also enable the university to provide any reasonable adjustments if necessary (University of Oxford, no date). The team are aware of the implications of the free-text field, however it has now spurred the team to redouble their efforts in enhancing the system’s process.
Personally, I felt the situation was very beneficial to me as collaborating closely with the HR Systems Analyst has sparked my interest in the systems aspect of HR. The HR Systems Analyst and I have scheduled to collaborate further on updating the reason codes, once the system permits. 
Analysis
The CIPD (2023g) states that to have insights focus means to contribute to ideas using a reasoned approach. I believe that being unable to update the reason codes on the system, my proposal to add a free-text field was a reasonable alternative. 
I believe that the situation was executed well as it was a necessary change and that due to the situation at the time, everyone agreed that it was an improvement to the process. I believe that myself and the HR Systems Analyst worked well together as we shared ideas and knowledge from the perspective of a systems specialist, and as a systems user carrying out the sickness inputting process.
It is important to note that accurately recording sickness data impacts the university as a whole. According to the Insurance Act (2015), organisations hold a duty of care responsibility and therefore inaccurately recording sickness could have major implications on individual members of staff. 
Conclusion 
The situation taught me of the importance of recording accurate sickness data (University of Oxford, no date). During this experience, I have acquired numerous new system skills and have subsequently deepened my understanding of out internal HR system. 
Undoubtedly, the situation could’ve been more positive if we were able to update the reason codes in the system. Nevertheless, given the circumstances, this outcome represents the best possible resolution. 
To handle the situation better in the future, I would require extensive systems skills in order to carry out the implementation myself. This would provide me with more credibility within the team and would impress my line manager. 


Scenario 4: 
Ethical Practice & Working Inclusively 
Description
A resignation occurred within the HR department in August 2023 which prompted a restructuring of roles. Consequently, certain tasks that formerly fell under the remit of the Senior HR Administrator were distributed among the team of administrators. One of the tasks involved processing contract amendments in the system and issuing letters for contract variations. 
As the sole Welsh speaker within the administration team, I am responsible for the administrative tasks for the Welsh departments, and any queries received in Welsh are directed to me for handling. 
One of the earlier contract variation letters I was required to issue was for a colleague in one of the Welsh departments I oversee. Following the structured standard operating procedure (SOP), I commenced updating the contract variation in the system and drafting the letter. However, I realised that members of staff had initially communicated in Welsh via email and that the letter templates stored on the S drive were in English only. 
As a University, we adhere to The Welsh Language Standards (2018) which outline the services the University will provide through the medium of Welsh and how UWTSD are committed to the Welsh language, ensuring it is not treated less favourable than the English language (Welsh Language Commissioner, 2024). The university acknowledges that the Welsh language is important specifically within higher education in order to provide students with the ability to contribute bilingually to Welsh economic, social and cultural life (Cardiff University, 2021).
Ethical practice involves adhering to applicable regulation and law (CIPD, 2023h) and consequently, I felt obliged to discuss this with my manager as I felt it was unfair that Welsh-speaking colleagues were unable to receive their contract variation letters in Welsh. 
I encountered an ethical dilemma as I felt the need to send the letters out in Welsh was crucial, but also understood that the time it would take for the translation department would be too lengthy. As a result, I personally volunteered to translate the letters due to the urgency of sending several of the letters to colleagues, to which my manager agreed. 
Feelings
The allocation of tasks firstly proved quite daunting for both me and the team, given our already heavy workload. Nonetheless, we felt it was an 
opportunity to gain further insights in the system and enhance our HR competencies. 
Upon discovering the letter templates were in English only, my initial reaction was one of disappointment. I am proud to work for a Welsh University, and therefore was disheartened to learn that communications and letters had consistently previously been sent out in English only.
I felt empowered addressing the issue with my line manager as I knew it was a significant and ethically appropriate thing to do and that by doing so, I was showing sensitivity and respect to other colleagues through working inclusively (CIPD, 2023i). 
Evaluation
The situation was very positive as we as a department were able to provide a fair and inclusive experience to our Welsh colleagues. The member of staff was very grateful for the Welsh correspondence and expressed this to myself via email (Evans, 2023). 
I was able to translate each of the letters in a timely manner so that myself and my colleagues were able to promptly utilise the templates accordingly. Additionally, I was able to create editable templates that were suitable for an English speaker in case of my absence, allowing another member of the team to use them effectively.
My line manager expressed her gratitude during our 1-1 monthly catch up meeting and praised me on raising the issue (Jones, 2023). I felt the experience provided me with additional credibility from my line manager.
The situation was fairly stressful given the urgency of translating the letters amidst my already heavy workload. Nevertheless, I felt I managed it well by directly communicating with the other HR Business Partners, explaining the circumstances and setting reasonable timely expectations for the completion of other tasks for them which is said to be important within a team environment (Indeed, 2022b). 
Analysis
In 2023, among Welsh-speakers aged 16 years or older who are employed, 13% feel that their employer is supportive of the use of Welsh in informal but not in formal aspects of the business, while 8% believe their employer does not support the use of Welsh in any context (Welsh Government, 2023). This lack of support is seen within the HR department.
Among those who submitted data, UWTSD’s Welsh Language Standards Monitoring report for 2022/23 shows that 46.1% of the university’s staff 
claim they are either able to speak Welsh fluently, or able to speak Welsh but not fluently. Conversely, Welsh speakers comprise only 11.1% of the 
HR department (UWTSD, 2022). 
My assumption is that due to the scarcity of Welsh speakers in the department we fail to recognise the significance of the Welsh language, resulting in inadequate consideration and compliance with it’s importance. 
This data signifies the importance of the Welsh language within our organisation, with nearly half the workforce proficient in Welsh. It demonstrates the relevance of my raising the issue, highlighting the importance to the university in fostering a sense of value among staff for their personal qualities (Investors in People, 2019). 
Conclusion
This situation came as a surprise to me, as I had presumed that both the University and department were fully compliant with Welsh Standards, ensuring that all communications and letter templates were available to staff in both English and Welsh. 
The situation encouraged me to further my understanding of the Welsh Language Standards (2018) and the responsibility held by the University. 
The experience could have been more favourable if there had been ample time to send each of the letter templates to the translation department. This would have alleviated stress on both myself and my workload and would have enabled me to carry out my other day-to-day tasks for the HR Business Partners. 
To address a similar situation more effectively in the future, I would have sought help from the another colleague in the team who is proficient in Welsh, in order to share the translation workload and relieve stress. 


















Personal Development Plan
	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. 

	Develop a greater understanding of the Steven Covey’s Time Management Matrix.
	There are multiple reading resources online however I believe I would learn better through microlearning, for example videos on YouTube (Smart, 2020).
	Access to YouTube would be required via a laptop.
	· Through watching various YouTube tutorial videos.
· Provide demonstratable evidence of an experience where I managed my time well.
· Ability to use the model effectively in different time sensitive experiences.
· Receive feedback from my line manager on my progress. 
	January 2025

	Work closely with the HR Policy Officer to further my understanding of the university’s policies.
	Schedule bi-weekly meetings with the HR Policy Officer to discuss a different policy each session.
	 This will require approval from my line manager.

Capacity to attend the meetings and sufficient time from the HR Policy Officer.
	· Each session I will take notes on the policy. In the following meeting I will relay what I had learnt during the previous session before moving onto the next policy.
· On occasion, I will relay any updates to policies to the team during HR Team Meetings. 

	September 2025

	Undertake training with the HR Systems Analyst on the university’s systems and attend online courses to further my understanding of them.
	Access online Zellis courses to develop my skills. 

Schedule monthly meetings with the HR Systems Analyst to understand the university’s current processes.

	 This will require approval from my line manager to attend the online course.

Access to the course (PubHTMl5, 2021).

Time with the HR Systems Analyst.
	· A personal greater understanding of the systems functions.
· Feedback from the HR Systems Analyst.
· My ability to provide suggestions for improvements to processes.
	November 2025













	Become better at asking colleagues for help in a time where workload is high.
	Through research and speaking with other colleagues outside of the department to gain advice on how to admit your workload is too high.
	Through the use of studies, follow guidance articles (Tims 2010). 

Send calendar invites to colleagues in the University who I feel would be beneficial to talk to.
	· My understanding of the research and demonstratable experience of following guidance from studies.
· Feedback from my line manager.

	February 2025

	Raise my courage and confidence in sharing thoughts in a group capacity.
	Attend meetings with colleagues that aren’t usually within my job duties in order to gain confidence in speaking with senior members of staff and raising ideas.
	This will require approval from my line manager.

Approval from colleagues to attend meetings with them.

Time in order to be able to attend meetings.
	· Personal reflection on each meeting using Gibbs’ Reflective Cycle (1988).
· Feedback from colleagues and meeting attendees on my participation in the meetings. 

	October 2025
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