Coaching and mentoring skill for the workplace

Student Name : Florina Anghel 
Student Number : 1605361
Lecturer Name : Joanna Walsh
[bookmark: _GoBack]BMSK6005
















Table of Contents
Introduction	2
Brief History of P&G	3
The Theories of coaching and mentoring	4
Characteristics of coaching	6
Benefits of coaching	6
Differences between coaching and mentoring	7
Skills required for a good mentor and coach	7
Skills required for a coach	8
Skills  required for a mentor	9
Human Resource Management at P&G	10
Employees	11
Training	11
Purpose of the training	13
Training methods	14
Coaching	14
Performance evaluation	16
Conclusion	17
References	18
	






[bookmark: _Toc15436593]
2

Introduction
Every organization determines and identifies its field of operation and goals. The very first thing any organization does is that they determine their mission, vision, and goals. Every operational activity is designed and monitored based on the guidelines that will help the organization to achieve goals. Every organization works and leads its employees towards the goal. But leading and managing human resource isn’t easy (Ananthan, Appannaiah, and Reddy, 2013). Human resource is the most difficult resource to handle. In human resource management, one of the crucial parts is training the employees.  Training an employee is first of all costly and time-consuming. If employee turnover is high, training can be an issue for the organization.  In this assignment, the coaching and training strategy will be evaluated by P&G. the purpose of this assignment is to identify the purpose of training and coaching and finding the differences among them. For a successful company like P&G, it is very important to recruit the right people and mentor them properly to ensure that the right people are given the right responsibilities. The success of any organization depends on the people and how they perform. The management is responsible to ensure that. This assignment is will discuss and analyze the overall coaching and mentoring models and evaluate from the perspective of P&G.









[bookmark: _Toc15436594]Brief History of P&G
In 1837 Mr.William Procter and James Gamble, two entrepreneurs started their small business. Initially, they started the business with two products. Candle and soap were the two products at first and now they are producing a product line they could only dream at that time. With operations around more than 180 countries, P&G is the largest multinational company worldwide. With the value of $83.06 Billion, P&G is one of the largest recruiters with 1,18,000 employees around 80 countries (Forbes, 2019). They have a diverse workforce with people from different cultures which makes human resource management activities difficult. But such a successful company must have successful human resource management too. HR is also creditable for the success of P&G. P&G has some core values for their operational activities. They believe in ownership, trust, leadership, integrity, and passion. 
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Coaching and mentoring is one of the most important activities of management. Coaching and mentoring helps an employee to give their best performance. With proper coaching and mentoring, employees can train them and become better at their job (Lewis, 2013). In this world of competition, it is important for every organization to give their best performance and utmost effort. To sustain in a competitive business, the organization put more effort into mentoring and coaching their employees. Humans are treated as assets for any organization, coaching and mentoring is the way of using the resource to their full potential (Ananthan, Appannaiah, and Reddy, 2013). All modern management like P&G believes in strong human resource management and strong human resource management comes from proper coaching and monitoring.  The purpose of Human resource management is to make their employees able to carry out their job more precisely and perfectly to achieve the goals. Coaching and wondering is a tool to make the employs able to do their work it also helps the organization to determine who is able to do what kind of a job. Coaching helps an employee to learn about the job and how to perform it.
Mentoring is an activity which isn’t definite, involves relationship building and several specific tasks related to the goals of the organization. Mentoring can be both formal and informal. The mentor can be involved with any individual employee or a workgroup or team. The mentor’s job is to guide the team or employee through the task to achieve the expected goal (Burrow, 2014). The purpose of mentoring is to make an employee skilled at what s/he is supposed to do and make them more productive. Mentoring accelerates the learning capability and increases the overall productivity of an organization. Mentoring stimulates organizational productivity, increases flexibility and helps to achieve better results.  Mentoring is a loop of guiding, performing and feedback (Hoch and Dulebohn, 2013). With feedbacks organizations can improve their environment to help the employees to do better at their jobs. The purpose of mentoring is to build relationship and network between the organization and the employees. A mentor cannot be just anyone. A mentor has to be someone who has worked with the organization for a long time, has experience in particular jobs and has the quality to lead others through the job. Every organization follows specific strategies of mentoring to ensure success.
An organization can only be successful and achieve goals when it is keeping its best foot forward. The era is an era of competition and organizations need to improve regularly to be in the competition. To be the best and perform best there are different skills and abilities are required. Every employee isn’t good at everything. Humans aren’t robots and they will not produce the same result every time (Hook and Jenkins, 2019). Humans need continuous training, motivation, mentoring and coaching. To become the best organization, an organization needs the best employees. To become the best employee one needs to possess some skills and qualities like leadership quality, networking, and specialization in a certain job. To acquire such expertise one needs to be taught. Coaching helps an employee to learn and know about the job and become better. In all of these activities, coaching plays a vital role (Lewis, 2013). Coaching helps to train an employee. There is no particular definition of coaching or a particular way of coaching. But different management studies gave different definitions. All the studies agreed to a common ground and that is, coaching includes all kinds of activities that help an organization to improve its quality and productivity as a whole. It helps the management and employees both to effectively and efficiently use all kinds of resources including data, informations, logistics to improve the instructions and work quality. The main purpose of coaching is to meet the predetermined goals in the fixed set of time (Hook and Jenkins, 2019). To make the organization effective and efficient as a whole, coaching is very important. Coaching particularly focuses on achieving certain objectives and performances and the development of specific skills. Mentoring and coaching can be different yet complementing each other.
[bookmark: _Toc15436596]Characteristics of coaching
Though there is no specific definition of coaching many management studies and personnel agreed on some specific characteristics of coaching. Firstly, the coaching is based on communication between people. Secondly, coaching helps to identify one's strength and weaknesses. It helps to increase understanding of different things (Ivancevich and Konopaske, 2013). Coaching is one of the short period training but the effective leaves for the long term. The outcome of coaching is a skilled individual or workgroup. mostly coaching is specified for a fixed time frame. The achievement from coaching is effective for both the organizational and individual level. 
[bookmark: _Toc15436597]Benefits of coaching
The first and foremost benefit of coaching and mentoring is that it helps the organization to use their human resources in the most effective way and increase the individual and organizational value. The efficient the workforce is, the more efficient the work environment will be. Coaching leads the employees to identify their strong field of work and where they can have their expertise. That way the organization can ensure a skilled workforce (Ananthan, Appannaiah, and Reddy, 2013). It also motivates the employees and helps to gain confidence. The more motivated the workforce is, the more productive it is. 
[bookmark: _Toc15436598]Differences between coaching and mentoring
It is very difficult to distinguish between mentoring and coaching. The difference is so minimal that many believe that two of them are same with different identities. But there are some differences between these two (Tarique, Briscoe and Schuler, 2016). Though it is hard to identify the fields of differences, the difference lies with the mentors part (Burrow, 2014). A mentor is someone who has worked with the organization for a long time and has expertise in that particular job. Mentor monitors the work of an employee and direct him0her. A mentor will direct and must have enough knowledge and experience in that particular job (Tarique, Briscoe and Schuler, 2016). Whereas, the coach focuses on teaching an employee a particular skill. The coach focuses on the strength and weaknesses of the employee and according to that, teaches them and helps them to be expert in that particular skill. 
[bookmark: _Toc15436599]Skills required for a good mentor and coach
Changing people according to the need of organization has become very difficult. But the change is needed for the growth of the organization. Working with humans is difficult because everyone cannot be controlled in the same way and every employee is difficult and has difficult motivations. But it is believed that the change can be done with focus and motivation (Hook and Jenkins, 2019). The characteristic of a good coach or mentor is that both of them are well aware of the capabilities of their employees and they know how to deal with them. But dealing with humans is a whole new thing. Firstly, humans cannot be fixed like machines (Thacker, 2012). When there is a problem in a machine, the solution is to find out the problem and replace that part. But with humans, it is difficult to find out the problem and solve it (Lewis, 2013). The more information one can get about a human’s problem the more complicated it can be. It is not an easy work to mentor or coach employees. The one who is coaching or mentoring, he himself must be skilled in his field, must have enough expertise and knows his responsibilities fully.
[bookmark: _Toc15436600]Skills required for a coach
Coaching is considered as one of the most organized tasks of training an employee. Thus the coach should also be organized and skilled enough to be the coach. The coach must possess some crucial and important skill to be a coach. The coach must be very organized. A coach is also a leader because he leads his subordinates towards the organizational goal. So according to that, a coach should possess leadership qualities (Ivancevich and Konopaske, 2013). A coach helps his subordinates to overcome their weaknesses and turn their weaknesses into their strength. So a coach should have the ability to plan things. If a coach cannot plan according to the needs of the employee, he cannot teach him and will not be able to lead him towards the goal. A coach must also be able to provide explanation and proper guideline about the organizational goal. The need for the coach or help can occur anytime. A coach should always be available to help the employees. The coach is responsible to keep everything on track and be focus to maintain the pace. A coach must possess strong interpersonal skills. Leading a bunch of people isn’t a child’s play (Hook and Jenkins, 2019). It requires a strong personality to lead a team. A coach must have strong interpersonal skills. This is the era of technologies. A coach must have the technical knowledge to be able to guide the employees. A good leader is a good listener. The responsibility of a coach is to identify the problems of the employees and guide them. If a coach isn’t listening to the employees properly, he won't be able to lead them or guide them. So a good coach is a good listener. A good coach has patience and is trustworthy (Lewis, 2013). If a coach is not trustworthy, the apprentice will not seek help from him in problematic situations. And also, a coach should always have a non-judgemental attitude towards everyone.
[bookmark: _Toc15436601]Skills required for a mentor
Mentoring is slightly different from coaching. Mentoring is the relationship between the two parties. A mentor is someone who has enough knowledge about a job and performed the responsibility for enough time to be the best in it. Mentoring is one to one communication and relation between an expert and a new staff. Mentors guide the new staff through the job that they have performed for a long time to be an expert in that (Hook and Jenkins, 2019). Likewise the coach, a mentor also needs to have certain skills and capabilities to become a mentor. The skills are quite similar to the skills required for the coach because both the positions are quite similar. A mentor works with the new staff who are very much unaware of the job. The job is new to that and so mistakes are bound to happen. A mentor should be able to help the employee to solve and rectify the error. A mentor is one of the closest people to the new employee. A new employee grows the bond with the mentor. So a mentor should be there to motivate the employee (Burrow, 2014). Motivation is the most important part of human resource management. Demotivated employees never produce better outcomes even if they are the best in their field. A mentor here plays the part of motivating the students. A mentor should guide to improve the future and supports throughout the journey. A mentor is someone who should provide knowledge and wisdom and inspire the employee to do better always.
[bookmark: _Toc15436602]Human Resource Management at P&G
The scenario of human resource management isn’t just like any other companies. The HR management holds the position to make policies and planning and given the responsibility to mold the future of P&G. HR management in P&G practices a good work environment at the workplace. They pay special heeds to their employees (Ivancevich and Konopaske, 2013). They firstly recruit the best applicants for the jobs. The next most important thing for them is to train the employee to be able to serve the organization in the best way. P&G pays special attention and invest a lot to train their employees to be the best. Training is considered expensive in other companies (Ananthan, Appannaiah, and Reddy, 2013). If employees leave after training, it becomes difficult to recruit again and train again the new employee from scratch. But P&G has one of the best strategies for their employees.P&G has very defined responsibilities in their human resource management department. Firstly they divided their jobs in the department (Forbes, 2019). They have separate teams for recruitment, selection, training, and orientation, appraisal, etc. Each team consists of 10 people to make human resource management to a global level. 
[bookmark: _Toc15436603]Employees
P&G treats its employees as the most important part of their organization. P&G believes that they cannot achieve anything without their employees. Employees are one of the most integrated parts of P&G. they believe in valuing their employees and help them to find the right path and also develop their career (Hook and Jenkins, 2019). P&G invests resources to help the employees to become better employees. One of the ways is training. P&G trains their employee in such a way so that the employees can follow the guidelines and work according to the core values of P&G and contribute to the development.
[bookmark: _Toc15436604]Training
P&G is very much concerned about the development of the employees. They put extra effort and extra concern on the training of the employees. P&G has a specific model of training. They follow the 70:20:10 model of training. According to the model, it is said the in training employees learn to do their jobs in three ratios. 70% of the job is performed from the experience, 20% of the job is performed from the relationship an employee build with his/her supervisor, mentor or colleague  (Forbes,2019). The rest 10% of the performance is based on the training. P&G always follow this model to design their training programs. On an average P&G arranges around 92 training programs for their employees to train them. P&G has different types of training programs for their employees.
Leadership development
P&G believes that every employee is the leader for the future. Their aim is to create a diverse workforce. With employees from around the world and with one of the largest workforce, P&G has one of the most diverse workforces. They always try to recruit employees from a different background because the more diverse the workforce the more creative it is (Burrow, 2014). P&G trains their employees to be diverse and more respectful towards different culture, this helps to build strong bonding in the work environment and make the work area coherent.
The employees are well trained by technology. They are made aware of the goals, mission, vision of P&G and their job responsibilities. P&G trains their employees to be the leaders so they can perform their jobs in the best way. So that in future every employee can be a leader and lead the future generation. P&G was also awarded the best companies for leaders award in 2014.
Suppliers training 
The training concept is not only limited to employees. P&G also trains its employees. Suppliers are one of the most important factors for a company. Suppliers can make or break a business. P&G trains their suppliers too. Suppliers are trained to know the requirements of P&G. Another reason to train the suppliers is to protect the information (Hook and Jenkins, 2019). Suppliers should protect the crucial information so the external competitors can do no harm to the business.
Negotiation skills
Negotiation is one of the most important skills an employee possesses. Incorporate world, an employee needs to negotiate in every step. Whether it is about negotiating with external parties or with your own supervisor. 
Technology
This training is arranged for employees who are related to technical jobs. This training is arranged to train and develop their knowledge of biotechnology materials that are found in the chemicals of detergent.
Food
P&G arranges training with the association of HACCP known as hazard analysis and critical control points. The purpose of this training is to train the employees to be well aware of the concept of food safety and follow standards of food safety in manufacturing, string and supplying process.









[bookmark: _Toc15436605]Purpose of the training
The purpose of training the employees is to make them better employees. An employee isn’t the best when he joins the job. The training helps the employee to learn and acquire the skills needed for the job (Lewis, 2013). The skills required for a particular job will only be achieved when the employee is taught that way. P&G also believes that every employee is important and thus P&G invests on training to help the employee to develop their career. Training doesn’t only helps the employee but also the company. Every company wants to retain its employees (Hoch and Dulebohn, 2013). Hiring new employees is expensive. So training the employees to do the job in the best possible way and retain them for a long time is profitable for a company. P&G also trains the employees for all types of job responsibilities in the job so it is easier to fill a vacant position with internal recruitment. Internal recruitment is always more successful because the employee is already trained and doesn’t need extra attention. And the employee is also experienced and thus it is more successful. 
[bookmark: _Toc15436606]Training methods
There are two types of job training. First one is on-job training and the second one is off-the-job training. On-The job training is where employees are trained while performing jobs. The trainer or mentor directs and guides them while performing the job (Tarique, Briscoe and Schuler, 2016). The employees learn the job by performing it. It is a more efficient way of training because it doesn’t need any extra expense and the employees get training while working. 
P&G follows on-the-job training. P&G allocates mentors for their employees. The employee's takedown instructions and follows them while being on the job and performing the job. The process of the training is, firstly the mentor will assign a task to the employee (Lewis, 2013). The employee will note down the instruction and will perform the job. Mentor will guide when in need throughout the task. Then they will do a follow up to see if there is an error if there is then they will solve that. 



Job rotation
Job rotation is one of the types of training that is used by P&G to train their employees. job rotation is when a person is assigned with the job of the same level of salary but with different responsibilities. Working at the same desk and performing the same responsibilities can be hectic and monotonous (Hoch and Dulebohn, 2013). To motivate the employees and make them more enthusiastic towards work, P&G follows job rotation. In this way, employees can learn about different types of works and be more skilled. 
[bookmark: _Toc15436607]Coaching
Another way of training is the coaching. Coaches are hired to train the trainees. The employees themselves can select and appoint coaches for them to teach them. Coaching is basically a conversational type of training (Whitfield, McGrail and Pike, 2011). The coach teaches the trainee about the job. Coaches help the employees to improve their skills, their abilities and increase their productivity by boosting their regular performances. Coaches basically teach the employees in a conversational style (Ivancevich and Konopaske, 2013). They teach the steps and sequences of performing the jobs. The coaches help the employees to have proper and accurate knowledge about the job and the goals and mission and visions of the organization. Coaches help to maintain a balance on what the organization wants from the employee and how much the employee can perform. P&G goes for the option of coaching in different circumstances. Firstly, every employee needs to know new things and skills every day for better performances (Burrow, 2014). These new skills are beneficial for both the organization and the employee. When an employee or the organization feels the need for learning a new language, it appoints a coach to teach the employees. Another reason for coaching is when P&G feels that training an employee will result in better productivity, it makes arrangements for coaching. When an employee is giving utmost effort but still fails to deliver the expected result and can’t identify the problem (Whitfield, McGrail and Pike, 2011), a coach is hired to identify the problem and help the employee to solve it. If any employee is creating problems or troubles while performing a task and training is required, P&G prefers coaching. There are various ways of coaching. P&G follows different types of coaching methods to train their employees. The methods are action learning, seminars, workshops. these different methods are used in different circumstances. Each of them has different benefits and results.
Action learning
Action learning is a process of training employees with brainstorming. The employees are given certain situations. They have to analyze the situation, find out the problem and also find out the solution in a fixed time period. This method helps the employee to think and evaluate different situations with different solutions and find out the best solution (Hoch and Dulebohn, 2013). This is one of the most preferred methods of coaching as it helps the employees to develop their decision making the skill. Decision making skill is very crucial for every job. Because an employee needs to make different types of decisions every day (Tarique, Briscoe and Schuler, 2016). Some decisions are small and some are very crucial. Such problems are real-life problems. So when, such problems arrive in real life, the brainstorm and look for the best solution.
Seminars
Seminars are one of the most commonly used methods of coaching by P&G. hire speakers and coaches to join the seminar. The speakers talk about various topics. These topics are chosen on the basis of problems faced by the employees (Hook and Jenkins, 2019). Employees attend the seminar and note down all the important information and learn about new things. According to P&G, it is one of the most effective ways. Employees learn about many things and the knowledge lasts longer. 
Workshops
Different types of workshops are also arranged by P&G. in such workshops employees experience real-life situations. Sometimes they are trained by role-playing. Every employee is given a role to play (Whitfield, McGrail and Pike, 2011). He then performs the role and gets to know about the skills required for performing certain jobs. Different kind of skills likes, Time management, technical, interpersonal skills is developed by attending such workshops.

[bookmark: _Toc15436608]Performance evaluation
The purpose of training is to enhance the skills of an employee and increase the productivity to achieve the objectives and goals of the organization. P&G performs performance evaluation activities after training to compare the result before the training and after the training. This is management by objective or result-based management. The result will help the organization to evaluate the benefit and impact of the training (Lewis, 2013). The goal is to retain the employees and develop them for the long term. The purpose of training is to train and develop the employees to achieve long term goals of the organization. Training is considered as an investment. P&G believes that the employees are the most important resource and training theme is like investing in the asset to have better profits. P&G plans their trainings strategically that is efficient and most effective. The process of planning requires feedbacks. Forced distribution is a way of evaluating employees (Hoch and Dulebohn, 2013). The training will be only successful if the employees perform better than they used to before the training. That is why the 360-degree method is followed. Employees are evaluated and given ranks for their performance. The overall growth of the employee is feedback. The feedback ensures the effectiveness of the training. If the growth isn’t satisfying, P&G re-plans the training methods strategically. 
P&G also believes in preparing the employees for a better future and develop their career. They help employees to gain different skills and develop themselves (Hook and Jenkins, 2019). There always remains a risk of employee turnover, but P&G has designed their work environment, HR management process and work environment according to employee’s preferences. The more P&G invests in the career development of the employees, the more they are turning their employees into loyal employees. They are focusing on the career development of their employees because these employees are their assets (Ivancevich and Konopaske, 2013). Apart from regular training, P&G also throw different challenges at their employees. The employees are made to face the challenges so that they can do better at their jobs. One of their training is cultural training (Tarique, Briscoe and Schuler, 2016). The employees are trained to communicate and deal with people with different cultural background. As P&G has a huge and versatile workforce, it is important that employees from all the backgrounds work in harmony. To ensure that P&G arranges training and psychological seminars to help the employees with psychological issues like work stress, failure, etc.
[bookmark: _Toc15436609]Conclusion
P&G is one of the largest and most successful companies around the world. With a huge workforce comes huge pressure. Because working with people is always difficult. But P&G has always believed that their employees are their utmost priority. They invest time and money for the development of their employees. They believe if their employees are happy and satisfied, the company will be successful. P&G believes that employees are future leaders. It is important to train them and prepare them for the future. For that reason, P&G arranges 92 training sessions for their employees. Their human resource management makes policies for the training and career development of each employee. P&G follows various types of methods for training and coaching their employees. Mentoring is compulsory for every new staff. Mentoring is done by a supervisor. Coaching is done for any staff, they can new or old. One of the appreciating ways of training that are followed by P&G is the job rotation where employees from the same level of organizational hierarchy switch their jobs with each other. That way an employee can learn different types of jobs. The management by objective process helps P&G to ensure that the objectives are achieved by the employees. they evaluate the performances of the employees after training and measures success. For any organization, employees are an asset and training them, is like investing and the output is the profit of the organization.
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