	
	
	



Professional Behaviors and Valuing People
Task 1:

(AC 1.1)
[bookmark: _Int_Wxj9cr1G][bookmark: _Int_F2Jw839b][bookmark: _Int_O9iSAZTc][bookmark: _Int_9BkdMPhN]The CIPD defines people professionals as individuals who can shape employees and the workplace to be the best they can be by offering support and guidance. To support this statement, CIPD created the profession map which sets the standard for people professionals (CIPD, 2023a). However, (Veldsman et al, 2022) describes this as ‘HR management services being used to meet strategic and operational needs’. These definitions differ, and I feel that CIPD focuses on people over strategy. In my opinion, the CIPD better defines people practices as it focuses on both organisational growth as well as professional growth and support. People professionals are emotionally intelligent, with strong communication skills and have ethical integrity (CIPD, 2023b).
Ways in which I, the new HR/L&D advisor, can contribute to Nexxobyte is creating strategies based on the concerns which Aisha has raised. I would review the onboarding and recruitment processes. Following this, I would suggest that a recruitment team be assembled as this would ensure that the recruitment process for candidates is standardised and fair, which would mean that this responsibility would no longer be on managers (CIPD, 2024a). We would have specialists to ensure strict and consistent criteria are met for all potential applicants. This would also be adapted with regards to onboarding, ensuring each applicant would be adhered to the new standardised processes.
Secondly, my next act would be to review all current procedures across the organisation as there is a lack of standardised procedures. By understating which areas need improvement, we can review and create standardised, well-documented procedures which will be implemented in each department, ensuring consistency across the organisation. This would ensure that any issues are treated fairly and follow the same guidelines across the organisation. This will help mitigate confusion and encourage fairness.
In addition to these contributions, I’d review the current training procedures for new and existing employees. As managerial capabilities are a concern, I would ensure that new management training be mandatory for all employees in a managerial role. Applying this alongside reviewing recruitment processes and the standardisation of procedures would improve management styles at Nexxobyte. This would ensure that issues such as working arrangements and L&D access would be offered by all managers and would also lessen workloads on the administration staff by having to provide less support, which would encourage less turnover.


(AC 1.2)
Personal values can affect actions in the workplace and will influence those around us. My first value, which will help me in my new role, is commitment. Commitment can be defined as an emotional attachment to an organisation, job or coworker and can influence how you approach tasks (Savickas, 2004). In my opinion, commitment means being reliable and helping meet goals as part of a team. It can mean working independently, being focused, and bringing positive perspectives. The key to commitment is reliability and the ability to show up. 
[bookmark: _Int_iFDG87xi]Within my current role as an HR Administrator, I often show commitment toward my work during payroll deadlines and ensuring my tasks are completed in a timely manner as this can affect many people, and I have a commitment to ensure they are paid correctly. Another example is supporting my colleagues, whether this is checking their contracts or helping them with changes before deadlines. Following through on commitments is key in the workplace. I would implement this value at Nexxobyte by following my suggestions in question 1. For example, committing to those who were adversely impacted by inconsistent practices and ensuring I follow through with management training and standardising procedures such as working arrangements. I would also ensure that employee voice is listened to consistently throughout these changes to ensure they feel positive in their workplace.
[bookmark: _Int_r2ZZNtvn]My second value, which I believe will help me in my new role, is collaboration. Collaboration is a type of interaction used within organisations and socially to meet a shared goal. This can be represented through processes and is often used for problem solving or to settle conflict (Scott et al., 2017). In my opinion, collaboration within an organisation is two-way communication between people professionals and employees, and the idea that we as an organisation work as part of a team to achieve the best outcome (Woolf, 2009). Collaboration also means we are approachable and willing to hear different viewpoints. 
[bookmark: _Int_xe6oR1wx]Collaboration is a key value within my workplace as without this, our shared goal would not be successful each month. I show collaboration in my role by contributing to team meetings to encourage decisions as well as supporting my coworkers with their areas of work. For example, collaborating across teams has allowed me to support colleagues but also gain much knowledge in other areas. Ways of collaboration would show at Nexxobyte include the encouragement of open communication between teams and departments, such as more communication between managers and recruitment. Including managers on developing standardised procedures and including employee voice when implementing changes would be an example of how collaboration actively benefits a workplace.


(AC 1.3)
Communication is important and can be defined as a verbal and non-verbal way to transfer information and understanding (La Monica, 1994). The reasons why effective communication is important are that it can be a key contributor to workplace culture, employee relationships, and is a contributor to successful implementation of strategies (Devine, 2024). There are three key areas of communication which can affect the validity of the outcome; these are informed, clear, and confident communication. Informed communication is important as it ensures that information is delivered effectively (Oliver et al, 2005). A risk of this is when informed communication is not portrayed effectively within an organisation, management decisions may be misled by incorrect information. Clear communication is also vital as it means transferring information without any misunderstanding on the receiver’s end. This often requires simple language and ensuring that your communication skills are tailored to your audience (Lamontagne, 2023). Lastly, confident communication is important for building trust and credibility. Body language is a factor for confident communication and can often remove concerns from others (Brower, 2025).
[bookmark: _Int_V0ugu4Jl]One potential consequence for Nexxobyte if they were unable to communicate effectively is reduced employee engagement and morale. If people professionals or managers lack the ability to communicate in a clear, informed and confident way to those in their teams, it can often leave employees feeling confused about changes which may occur. When employees aren’t spoken to directly, it could lead to them feeling undervalued and overlooked by senior management which can reduce trust and lead to a spread of misinformation. As a result, these employees may engage less and morale would be much lower, which would put Nexxobyte at a disadvantage. This would ultimately increase the loss of valuable staff and would also increase employee complaints.
One potential consequence for myself as Nexxobyte’s people professional is there may be an increased risk of making errors in important decisions. If communication is not clear or informed, this may lead to misinformation which could result in me advising managers incorrectly, ultimately having a negative effect on the employee. Additionally, if I were to communicate inefficiently, not clearly, not informed nor confidently, then this could lead to inaccurate work produced by myself and others. Not only would this create negative outcomes for Nexxobyte, but it would also create more work for others to fix. By lacking the skills to communicate, it can lead to distrust and people’s confidence in my ability to do my job confidently will decrease. This may reduce employee approaching me for advice which could lead to further mistakes, for example in areas such as policies and procedures.



(AC 1.4)
To address the situations provided by Nexxobyte, it is important that they are treated professionally, confidentially and in line with any organisations policies and procedures as well as external laws and legislation.
In relation to one manager allowing training for their favorite team members, this would be seen as unethical and inconsistent management. If I had been at Nexxobyte at the time this occurred, I would have gathered more evidence such as reviewing training logs and speaking with employees involved in the situation in a confidential environment (Thallapureddy et al., 2024). Following these two actions, this may reveal potential bias by the manager. If my evidence were to show that ‘favoritism’ is occurring and employees are being excluded from training opportunities, I would arrange a meeting with the manager to discuss this and raise my concerns. By raising this in an informal meeting, it allows the manger to be able to discuss their views on the topic and may have an explanation for their actions (ACAS, 2025). If an informal meeting does not solve the issue, I would need to look at procedural actions such as looking at the situation as a grievance or a potential whistleblowing incident. I would also help the manager understand the impact their actions are having on the employees and may suggest training (ACAS, 2019). I would also ensure that the correct processes are in place for future situations such as application-based approaches or set criteria to make training a fairer experience.
In relation to the second incident of a former employee using work time and equipment for their own separate business, this can be seen as misconduct and could be classified as illegal activity. If I were at Nexxobyte when this situation occurred, I would have again gathered more evidence before proceeding with a form of action. An example of how I would gather evidence is potentially reviewing the use of organisational systems during that period (Boaye et al., 2023). Additionally, I would review policies and procedures which go into depth regarding the use of company resources and what the guidelines state if there is misconduct in relation to company technology (CIPD, 2024b). Following this, I would then pass this evidence onto senior management and if the evidence shows that this incident did occur, I will go down the route of disciplinary action while ensuring that the situation is handled professionally and confidentially, allowing the employee a fair disciplinary. To follow on from this incident, I would ensure that policies relating to IT misconduct are available, so employees understand the consequences of their actions. I would also ensure that the disciplinary and whistleblowing policies are up to date so that employees feel confident if they need to come forward (Council, 2018).




(AC 2.1)
The CIPD defines inclusion as a ‘a practice of including people in a way that is fair for all’. It also describes an inclusive workplace as one where, in relation to the question, employees feel supported by policies and practices. Many organisations have an Equality, Diversity, and Inclusion policy which can protect them from any discriminatory act (CIPD, 2024).
In relation to the human benefits of feeling included, valued and fairly treated at work, while studies suggest that financial performance is linked to fair treatment of an employee (Serang et al., 2025), policies around inclusion, value and fair treatment should not be considered as ‘feel-good’ polices but as a protective measure for employees. If we look at Abraham Maslow’s Hierarchy of Needs, inclusion and respect are factors which need to be fulfilled for employees to be high performers. Studies show that essential human needs can shape motivation and behavior at work (Karadencheva, 2025). 
Additionally, the ABC framework can be applied to understand how inclusiveness and fairness impact employee motivation. When an employee feels valued, this improves their wellbeing, which builds trust in an organisation. This positivity can then become behavioral and can lead to high performance (Kumar et al., 2024). The ‘feel-good’ policies provide employees with a support mechanism at times which they feel their work is not valued.
In relation to business, the benefits when employees feel included, valued and treated fairly at work follow on from the human benefits linking to higher performance. In relation to Nexxobyte, studies show that inclusion and valuing employees directly links to low employee turnover, in which Nexxobyte has an issue with (Leuhery et al., 2024). Additionally, other benefits can include increased productivity and higher quality performance. These can encourage confidence within a workplace and are linked to innovation and collaboration within an organisation (Zou et al., 2023) (Ashourizadeh et al., 2014). 
A theory which can be linked to this is David Guest’s HRM theory, which states that strong HRM practices result in strong organisational performance and outcomes (Guest, 2024). This theory shows that organisations with strong policies are more likely to succeed, as employees feel valued and respected, which drives organisational success.
In conclusion, while the manager feels that change is not needed as Nexxobyte is doing well financially, the evidence above shows that financial success is not the only measure of success for an organisation, as without the employees’, financial success wouldn’t be achieved. It is vital that we value employee wellbeing and clearly support employees by implementing policies and processes. By creating a foundation of trust and fairness, Nexxobyte could achieve success in more areas than solely financial performance.

(AC 2.2)
[bookmark: _Int_FrKg7iag]To ensure that a Staff Learning & Development Policy at Nexxobyte is fair and inclusive, I would ensure that an evidence-based approach is used throughout the process. Firstly, I would review the current L&D policy to identify any inconsistencies or biases which may lead to discrimination and unfairness. I would also review current training data to understand who participates in most training and who does not. Alongside this I would ensure that employee voice is sought via surveys, 1:1’s and focus groups, as this helps better understand views on current practices and gather ideas on improvements in the new L&D policy. By including diverse employee voice, we can then adapt the policy to meet different needs (Howlett, 2023). I would also ensure to include flexible learning opportunities, as ensuring that part-time and remote workers have equal access is vital. This would include in-person and online training (e.g. Teams) and workshops (Demerouti, 2023). Including criteria/guidelines for training would also ensure fairness as decisions would be based on this rather than managers' preferences, which would address current complaints. Equal training budgets would also be set in the policy, ensuring that no department has more than the other. With regards to managers, mandatory and regular training would be implemented for refresher sessions on fairness and equality in relation to training opportunities for employees. Additionally, I would follow CIPD’s official guidelines on EDI as this would ensure that it follows employment law (CIPD, 2022). Lastly, to make my initiative fair and inclusive, I would ensure that all employees understand what they are entitled to, such as knowledge that training is paid time off and would be during working hours as well as this is for all employees.
The steps which I would take three months after the implementation of the new L&D policy to ensure its inclusivity would firstly be to review data such as participation rates across both the organisation as a whole and within individual teams. This is to assess if there are any inconsistencies which could indicate bias in certain teams. Much like my original steps, I would include employee voice in my review as this can provide honest feedback on areas which may be successful and others which may require adaptations to be more accessible and fairer (Kim et al., 2023). This data can be gathered via surveys and 1:1’s. These steps could also identify managerial issues and inconsistency. If, during the review, areas are found which employees feel haven’t improved their L&D experience, discussions would take place to amend and improve the policy. We would then revise the guidelines set out in the policy and monitor this. My last step would be to continuously monitor the progress of the policy and encourage open communication to ensure ongoing improvement and inclusivity. 



Task 2:
(AC 2.3)
To review my behavior against the Six Associate Level Standards for ‘Working Inclusively’, I have used a combination of my own reflections and feedback from one other person.
[image: ]
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[image: ]In conclusion, by gathering feedback from my line manager, I understand which areas I need to develop. The key area is confidence. Therefore, by developing this, other weaknesses such as difficult conversations and communicating to wider teams will slowly improve.





(AC 3.1)
Practitioner roles are evolving, and I will be researching and identifying how my HR Administrator role is evolving and their implications on my ongoing professional development.
The first development is the increased focus on employee experience and wellbeing. Research identified a link between employee wellbeing and experience, motivation levels, performance, and longer retention (Basar, 2024). From understanding this link, wellbeing initiatives are implemented such as a greater emphasis on work-life balance with the use of remote working and flexible working arrangements (Wood, 2018). Employee experience has become a key area of development within HR with more focus on mental health services as well as added focus on the importance of employee voice and feedback in the workplace. From these evolutions, there are now better focuses on Equality, Diversity, and Inclusion. An example of this includes communication accessibility where organisations including my own provide bilingual services where possible to promote employee experience.
 
Implications that these evolutions may have on my professional development include knowledge gaps. As an HR Administrator, I do not have in-depth knowledge of wellbeing processes or support; however, this presents an opportunity to develop my knowledge. My role could have a direct impact on employee wellbeing as I handle processes involving pay, therefore having full understanding of this would be beneficial. It can be difficult to contribute to communication accessibility as I am not a Welsh speaker. However, adapting to this and using Welsh templates ensures that I can improve employee experience. This also focuses more on EDI and being inclusive and ensuring communication is inclusive for employees. These are adaptations which I have implemented or will need to in the future following the evolution of professionals.
 
The second development is Digital Transformation (DT). DT has allowed improved HR Systems, digital communications (e.g., Teams) and people analytics to improve evidence-based practice within HR. This allows people professionals to make more strategic decisions which would better benefit organisations (Walker et al., 2022). Additionally, AI has become widely used within HR as it has the power to summarise policies in seconds by using apps such as workplace Copilot. The use of AI has significantly reduced time and costs and increased efficiency and accuracy (Uhunoma, 2025). There is also a greater focus on data protection and GDPR to ensure confidentiality for employees.
 
Implications for this development for my professional growth include the opportunity to improve my confidence in my digital skills. In my current role, I use HR Systems as well as Microsoft Office for evidence-based practice purposes. With DT evolving, I will need to develop my skills in analysing data. I also use Copilot regularly to draft letters and summarise policies; however, it is important that this follows GDPR guidelines due to its workplace features. DT will significantly impact my role; however, we will receive appropriate training for new technology and processes. Overall, this development does highlight my need to evolve alongside it to feel confident in the use of emerging technologies.

(AC 3.2)
[bookmark: _Int_Qrm0IE0G]With reference to my reflections and feedback in Q7 and my research in Q8, I have identified my key strengths, weaknesses and development areas in relation to my people practice.
 
[bookmark: _Int_g0XiCwYv][bookmark: _Int_6RJSjjqq]The main strength I identified was my support toward my colleagues. I often will do my best to support my colleagues whether this is personally or professionally. I often extend my support and knowledge through checking contracts, assisting with payroll changes, and answering team queries. This encourages a positive team environment. My second identified strength was my ability to build positive working relationships. The feedback provided by my line manager showed that I’m approachable and value open communication with my team. I collaborate well due to my strong working relationships. This helps create a psychologically safe environment.
 
[bookmark: _Int_GqZ8IUv1]However, Q7 and Q8 highlighted a reoccurring weakness which is my lack of confidence. The feedback showed that this has a knock-on effect and affects my ability to contribute to team meetings, provide my own perspectives, and challenge behaviors and ideas. This could impact my professional development if it was not addressed. My second identified weakness was my avoidance of difficult conversations. I understand that these need to be had and how avoiding these situations such as conflict resolution or challenging behavior can impact my future people practice role as an Employee Relations Advisor.
 
Additionally, I was able to assess development areas via my research. My first area is to increase my knowledge of wellbeing practices. This would be beneficial as my research showed that wellbeing is linked to motivation and performance as well as retention. It would also benefit me for future HR roles I wish to go into. I can research these policies via the Chartered Institute of Personnel Development. My second development area is developing my digital skills. HR is becoming increasingly reliant on technology to provide evidence-based data. While I have confidence with my current systems, I aim to develop my skills further as this will prepare me for other systems I may encounter. This will also aid in efficient decision making.



(AC 3.3)
Two development activities which I will undertake in the next six months are an Excel Training Course and attending Employment Law Webinars.
[image: ]
[image: ]
(AC 3.4)[image: ]
The two development activities which I have already undertaken within the last two years are Minute Taking and Microsoft Co-Pilot Training. I feel that these had a positive impact on my behavior and performance at work.	
Activity 1:
[image: ]
[image: ]
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[image: ]In conclusion, the tables above outline how the activities have positively affected my behavior and performance at work. I feel confident that these activities have helped my professional development and will continue to benefit from the outcomes of these activities.
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‘However, she has said that she has no doub that
I would approach the situation calmly and
professionally. She added that she knows 1
would report any conflict to the correct senior
‘management and is happy that I know the
process.

‘With regards to a weakness, my line mangers
stated that as we have a professional
relationship, she understands that I can, at times,
avoid difficult conversations and that this could
be an area for me to develop on in the future.

it occurs. I know to speak up if 1 feel
something is wrong and know to seck senior
‘management advise.

I do recognise that I can avoid difficult
conversations s these often feel like an
anxious situation for myself. However, | am
aware that these conversations need to be
done and avoiding these can affect my
development

An example of how I will develop this will be
o go into these conversations with an open
and positive mindset. This will prevent it
becoming an anxious situation and will help
‘my confidence during the conversation. I am
aware that by developing this personally, it
will later develop this professionally.

Psychological
Safety

When looking at psychological safety, my line
‘manager stated that as 1 have good professional
relationships with my colleagues, 1 often
encourage my colleagues to sock help when
necded. She stated that 1 make others. fecl
comfortable to talk to too and am casy to
approach. She said that while one of my
previous weaknesses is the struggle to open up
in siations, 1 do encourage open
communication from others.

An area which I could develop in is my
confidence in_challenging other behaviours
which may affect the team’s psychological
safety. However, there has not been many
instances where this has occurred.

Taslly, 'm proud that 1 am scen as an
‘approachable person and that colleagues fecl
that they can open-up o me as I ofien
encourage my colleagucs to speak openly.

However, as mentioned in previous
standards, 1 struggle to challenge others
behaviour and opinions due to my lack of
confidence, and 1 know that this can impact
psychological safety.

To develop this, I will educate myself on
addressing issucs constructively to ensure
that this docs not disrupt the team's
psychological safety. I will then focus on
developing these arcas by challenging
behaviours which I may not agree with in a
constructive way
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"With regards to the standard, Inclusivity, my line
‘manger gave me feedback. She reviewed my
strengths in these arcas and said that I cngage
with my coworkers well and have made
excellent professional relationships with those
in my team. She also stated that I often engage
with new individusls to make them focl
welcome and that this contributes toward
effective team relationships. She added that 1
openly communicate with others to get to know
them better. I show this by engaging with my
colleagues cither in-person or via Teams and
providing support when needed

When asked about my weaknesses, my line
‘manager said that confidence was an area which
1 can work on. She said that I am, at times, one.
ofthe quicter individuals who take time to open-
up and communicate. This is not to contradict
‘my strengths above as this s a rare occurrence
but highlights my lack of confidence with the
team at times.

Upon hearing my foedback, 1 was able to
reflect on this and recognise my strengths
better. 1 know what areas I am excelling at
‘and will continue to develop these.

Regarding my weaknesses, I can see how my.
confidence can control ifor when I contribute
to team situations. It can also affect my
ability to open-up which could affect other
arcas of my work. From hearing this
foedback, 1 will focus on developing my
confidence in group situations and fry to
engage in conversations even when I fecl
unsure, By going outside of my comfort zone,
this will gradually develop my confidence to
strengthen my inclusive behaviour.

Examples of how I will do this will to engage
‘more in team catch up meetings, to speak up
more in the office with my colleagues and
cventually develop my confidence so that 1
can communicate to wider departments.

Valuing
Diversity

When asked about Valuing Diversity, my line
‘manager stated that a strength of mine is being
‘open to new ideas and the opinions of others. As
well as this, I respeet the different perspectives
of my peers and take their opinion into account
when making decisions at work.

However, my line manager did state a weakness
which 1 could develop on, this being, like the
above weakness, is not having enough
confidence to provide my own perspective,
ideas and opinions. She states that I can often be
100 accommodating and compliant to others”
views and should work on speaking up. Aswell
as this, she added that I sometimes am too
comfortable with working in my own way and
that I can be resistant to change.

Following this feedback, 1 can sce where my
strengths are such s respecting other
perspectives.

However, I am aware that at times I am
overly accommodating and lack the ability to
challenge opinions or ideas. This does lead to
me not providing my opinion and I do fecl
that I am quite sclf-aware of this. I am also
‘aware that this links to my lack of confidence
and I now plan on trying my best to notice
when I am too accommodating and speak up
to include my perspective and ideas. 1 will
also be less resistant to change when I notice
this happening. 1 will work on balancing
listening to others while also confidently
providing my own opinion as both
perspectives are equally important.

Examples of how I will develop this is, when
in team or department meetings, if there is
something which I do not agree with or fecl 1
have an idea to share, I will try my best to
engage and speak up.
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Rather than forwarding queries regarding policies to
the relevant Employee Relations Advisor, I am now
able to upload a policy to the chat to with my query.
‘This will immediately give me my answer, and I am
then able to respond to the query myself. This aids in
my confidence as I learn more about policies and
procedures while doing this. 1 am not more fime-
effective from using Co-Pilot.

Lalso now refer to Microsoft Co-Pilot over ChatGPT as
it has cnhanced data protection and confidentiality.
Additionally, Co-Pilot also has greater knowledge on
our HR Systems and therefore we can use this for
system queries as well as general ones.

Lastly, I have now started using Co-Pilot to assist me
with my notetaking (Activity 1). I can input my notes
0 the chat bot, which then compiles a document which
Ithen check to ensure its accurate. However, if I chose
o type my document myself, I would use the bot to
check spelling and grammar as well as ensure the
writingis professional flows.

Selfreflection

‘Overall, upon reflection, 1 feel confident i how 1 use
Antificial Intelligence at work. I understand how it can
help me professionally develop in my role duc to its
vast knowledge.

However, I do understand that Al has its limits and to
recognise if, for example, cmail responses sound (00
computer gencrated and that this can affect employee
expericnce. | am aware that there needs to be a balance
between human and AI responses and judgements

Going forward, to further develop my digital skills and
Aluse, T will find new ways in which we can integrate
Al into the workplace. This can help with fime-
‘management and organisation. 1 fecl that I am a
confident user of Al but am aware that there are uses of
Al that I am yet to explore. I intend to explore these
following this task.
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1 could improve my typing speed to ensure accuracy,
this would help in for faster paced meetings. One
‘mecting I often reflect on my speed.

Lalso feel that I could ask more questions about policics
‘and processes from more experienced HR profussionals
and investigating officers outside of minute taking.
This would improve the knowledge I leam in the
‘meetings themselves.

Going forward, to further develop, I will ensure that
asks other HR profossionals querics that 1 have
regarding policy and procedure. 1 will also seck
foedback from the lead officer to understand what I am
doing well and what they feel that I could improve.
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CPD Activity 1

Mimite Taking — For investigations, disciplinarics,
grievances and appeals.

Tinks to Profession Map:

“This activity links to the profession map as it supports
my development in understanding policies and
procedures.  Minute taking has also included
communication in sensitive situations and attention o
deal. This activity also links to ethical practice.

“The purpose of the activty:

“Tho purpose of s acivity 1 be present n meetings
such as grievances, disciplinaries, investigations and
appeals. While present, 1 would noe accurately what
each participant s saying for evidence when making
debisions. These must b accurate and factualy corrct
1o ensure famess. For me, the original purpose of
undertaking this actvity was for developmet and to
focl more prepared for my CIPD selérefecton. My
purpose has changed, and 1 now volunteer to take
minutes as it is an opportunity to. understand the
policies and processes nvolved as cach are different
and each meeting are new opportnity to lear.

“What I lcarnt:

‘Whilt attending these mectings 1 leart great deal of
information. I learnt that the investigating officer must
stay neutral in situations and not consider their opinion
on the matter. They usually draft appropriate questions
o only obtain the necessary information, which I will
then follow as the converse

During these mectings, I was also able to develop my
listening skills and know when to capture imporiant
details such as actions the employec or line manager
carried out, responses from those involved and kes
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‘dates and times. These are essential to an investigation
and incorrect information could affect the outcome,

Additionally, I learnt the importance of confidentility.
While in HR, confidentiality is must, when in
investigations or appeals, there can be sensitive
information, so it s highly important that GDPR
regulations are always followed. 1 must ensure that
notes are only sent o the correct people.

Minute taking also gave me better understanding of
arcas such as appeals and the logalities behind
workplace tribunals. I then learnt a great deal form the
ACAS website.

Lastly, I learnt that transcription (with the employees™
consent), s useful for notetaking as it can help with
‘accuracy when typing up the official document, Teams'
transcription and word transcription are useful in these.
situations.

How this activily changed my
behaviour:

This activity changed my behaviour as | gamed
transferable skills. For example, I feel more focused in
other meetings such as HR Conferences and monthly
‘mectings and feel that I absorb information better. 1 am
also able to offer support to those who haven't done
‘minute taking or for those who are anxious in doing so.

L am more organised as I seck the information prior to
the meeting to ensure that my document format is ready
and structured for notetaking.

My confidence when taking notes has also increased,
s mentioned prior, | now volunteer when I can to take
notes as it provides me with insight into a role which |
aspire to. It has therefore increased my motivation at
work and cqually improves my employee experience.

Additionally, I fecl that I have developed a decper
insight into the importance of confidentially and
professionalism when in a sensitive situation. From this
Lam also aware that I must not be biased and ensure
that the meeting record is accurate

Selfreflection

‘Overall, while reflecting on this activity, it has aided in
my professional development ~significantly. ~This
activity has greatly improved my confidence in minute
taking as well as improved my knowledge in policies
‘and procedures. However, following my reflection, 1
am aware that I can continue to develop. For example,
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‘opportunities which s how 1 leam,
Participants are also able to engage and use
Excel alongside the course

“Activity 2

Employment Law Webinar — 1 plan 1o
undertake  numerous employment law.
webinars over the next few months.

Why did I choose this activity?

T chose this development activity s 1 find
employment law extremely interesting and
know that as I would like to move into an
Employee Relations Advisor role in the
future, keeping up with changes will be
highly beneficial. 1 would also like more
knowledge of existing legislation and
policies as this would help me answer queries
at work.

However, I specifically chose Amanda
Chadwick’s webinars on employment law as
I have heard that they arc highly
knowledgeable and explain changes in
legislation in detail. 1 am thoroughly excited
to undertake these webinars and intend to
bring the information 1 leam to my
workplace.

What do T want to achieve?

Twould like to achieve more basic and in-
depth knowledge about employment law. For
cxample, there are cument changes
happening with regards to  probationary
periods which would be very useful to know.
Iwould like to obtain as much knowledge as
possible to be equipped for future roles.

Fow does this link to my self-assessment?

“This activity links to my selF-asscssment as it
links to a development arca I mentioned
previously regarding wellbeing _policies.
These webinars would be an opportunity to
develop my knowledge on these. The
webinars are also an opportunity for
continuous development as they are held
regularl

Who will 1 do this activity with?

T will be undermking his _activily
independently outside of my working time,
unless they are held during my working
hours. T have chosen to take on these in my
personal time to improve my professional
development.
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“Activity 1

Excel Training Course — An in-depth online
course to develop my knowledge in Excel,

Why did I choose this activity?

Tchose this development activity as 1 have a
key interest in developing my Excel Skill.
Excel is widely used within my department,
and I often use it in my team to carry out
‘numerous pieces of work. However, I do feel
that I could develop this skill as this could
‘open opportunities for me professionally but
could also help me personally.

What do T want to achieve?

From this course 1 would like to_achieve
‘more knowledge on what I can use Excel for
as well as how to use it more effectively.
From this course I would like to learn more
complex formulas as this would bencfit me.
when atiempting to create flexi-time
spreadsheets. 1 would also bencfit from
learing how to organise my data more
effectively. Additionally, I would like to gain
knowledge on how to create better charts and
graphs.  While 1 understand ‘cell
referencing’, 1 feelthat there is much I do not
know. Overall, I would like to achieve more
than just basic knowledge using Excel 1
would like to be able to apply it within my
role and to also use this to support and share
knowledge of this to my team.

Fow does this link to my self-assessment?

This links {0 my self-asscssment previously
mentioned that digital transformation is
constantly evolving and that Excel is
included in this. I also previously mentioned
that this is_an arca which 1 could
development. Therefore, I will undertake this
for professional growh,

Who will 1 do this activity with?

Twill be undertaking this activity with my
team, specifically Employee Services. Thisis
S0 we all have a fair opportunity to this
knowledge.

Docs it suit my leamning preferences?

This course specifically suifs my leaming
proferences as it is via Teams, which makes
this accessible. 1 am also aware that this
course will be recorded so that participants
can look back at the information which I find
very useful. I am also aware that this course
is bands-on and_provides visual learning |





imagea.png
Activity

CPD Activity 2

[

ilot Training — Microsoft Co-Pilot (Al

Tinks to Profession Map:

“This activity links o the profession map as it focuses
on ethics and confidentiality. It also links to the use of
Antificial Intelligence (AI) and utlising this in at work.

“The purpose of the activty:

The purpose of (his training course was fo_better
understand how Al can assist us with cveryday tasks.
HR had an in-person training course with LT who
explained the purpose of Microsoft Co-Pilot, what we
can use this for and how to then use it. This was an
interactive training course where we explored Co-Pilot
on our own computers. The overall purpose of this was
for us to move from using Al chat bots such as
ChatGPT to using an authentic, confidential chat bot

“What I lcarnt:

From physically interacting with the course, 1 learnt &
lot about what our new Co-Pilot chat bot can do and
how it can help with many different taks. For example,
it can be used to draft emails, summarise documents
‘and polices when needed and can also aid in innovation
by providing idess.

1 also learnt that our version of Co-Pilot is linked to
‘Pembrokeshirc County Council and that when can use
personal data and sensitive details as this s purcly
confidential as per GDPR guidelines. These chats arc
linked to our personal accounts and therefore no one
other than me can aceess it.

‘Additionally, I learnt that Co-Pilot is available on all
systems to help summarise information when needed.
We were taught effective prompis to help achieve
accurate answers and practiced these in the session.

Co-Plot i also usually for recruitment to help make
recruitment campaigns as it can create Al images when
using the correct prompt. We tested this out where I was
able to create a recruitment poster to recruit Social
‘Workers to Pembrokeshire. To add, this activity did
show me that there are limitations of AL and i can take
‘muliple attempts to have the desired answer.

How this activily changed my
behaviour:

The use of Co-Pilot has changed my behaviour as |
often use it o support me in my day-to-day tasks. Co-
Pilot improves my productivity as part of my ork arc
‘more efficient when using it
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Docs it suit my learing preferences?

This activity does suit my leaming
preference as they are online and accessible
for me to attend whether at the office or at
bome. They also provide recorded
information  and _ cmployment  law
information sheets which is useful for me to
refer to in my current rol.
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Building
Relationships

My line manger responded to this query by
firstly stating that | am a team player who values
and collaborates with my team. She reiterated
from the prvious standard that  have developed
strong professional relationships since being on
‘my team and with new employees who join.

However, she stated a that a weakness that |
could develop s that I could fry to build stronger
relationships with others in HR, outside of my
team. She states that I could build stronger
professional relationships with the onboarding
team and recruitment team. She felt that I would
benefit not only personally but professionally
from doing this. And, again, stated that my lack
of confidence could be a weakness in relation to
this,

Tam happy to hear that my line manager can
see the effort I put into building relationships
with my colleagues as I feel that this is one of
‘my key strengths

However, I am aware that I often keep to my
team, Employee Services. | understand that I
need to expand my network and
communicate  better  with the  wider
department. Following this, 1 will aim to
cngage more with the onboarding and
recruitment team as well as HRBP's and
ERA's. I understand that communicating with
these teams, that 1 would develop both
personally and professionally and this would
also aid in developing my confidence.

Examples of how I will develop this is
including myself in conversations within
other teams as well as join them in activitics
such as “Wellbeing Wednesday’ walks.

Sharing
Knowledge

Tn response 1o sharing knowledge, my line
‘manager was happy with my knowledge of the
job as well as what I'm currently leamning. She
States that when a colleague asks a question in
our Teams group chat querying something, | am
often quick to answer dependent on the query
and thercfore 1 share my knowledge when
needed. She added that I am often helpful and
supportive of employces and will always offer
‘my assistance if needed, whether this be to help
with cortain payroll changes, o check
reinstatements on the system or fo check pre-
employment contracts.

However, much like the provious standards, my
line managers stated that my lack of confidence
can affect my ability to share my knowledge.
She added that I know my job but often lack the
confidence to answer some questions even when
I am correct in the situation. 1 also show this
when processing changes and ofien like to
double-check my answer, which affects my
confidence in answering my collcagues' querics.

Tm happy that my line manager can see that
L try my best to support my colleagues with
queries and sharing my knowledge.

However, I can sce how my confidence
affects my ability to carry out this standard
effectively. I foel that my confidence impacts
by ability to sharc my knowledge as I often
‘doubt myself when I often do not need to.

Examples of how I will develop this will be
to find areas which I do not feel confident in.
From this I will read, learn and ask questions
when needed. In arcas which I fecl relativity
confident in but till doubt myself I willtry to
trust my knowledge and reduce the need to
Seck reassurance from my line manager or
colleagues. 1 will also try and answer
questions with confidence as I know that if
am incorrect, I would then be corrected and 1
would also learn from my mistake.

Conflict
Resolution

"My line manager did not have much to add in
this area as we are yet to come across an incident
where _conflict_rosolution has been_noeded.

“Although our team are yel to_experience
conflict situations, 1 do understand the
importance of following our processes when





