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Activity 1

MyrHR Develog ment Program

| am completing the CIPD Diploma in Applied Human Resources (level 5) with the
University of Wales Trinity Saint David, as part of the Higher Apprenticeship in
Human Resource Management (HRM) with Coleg Sir Gar. Therefore, | am a student
member of both institutions and will have access to a wide variety of resources. | will
be assigned a Training Advisor from Coleg Sir Gar who will conduct regular reviews
at set intervals to assess my progress with the Apprenticeship, whilst also
undertaking monthly workshops set by the University of Wales Trinity Saint David
timetable.

Programme of S'tudy

The CIPD Diploma is a two-year programme and | will be required to attend the
monthly workshops. The workshops commence at 09:30 hours and finish at 16:30
hours as set out in the timetable below: -

Date of Nama of Module | CIPD University | Submission Method of Assessmant
Workshop . Code Module Date of '
| Code - Assessmants
25" inductionfUsing 8 | SGIFR | BMPD5002 | .
Seplember | Resesrch ,
2010 in HR : . _
23" Using & Rasesrch | 5CIHR BMPDS002Z | Paut One - Part One - Writen
Octobar Approschin HR | 181410 feEponse.
2010 i Pait Two ~ Fort Two - Resanrch
. E o 1200720 jRepord
20m | Devaloping SCOFP | BMPD3000 | 131720 plus - Portiokio of Evidence
Novembar | Professional i submispion of |
2010 Practica in Human updated
Resouross Personat
) Plen on 24/5/21
L Understanding the | SCMHR | BMPDS5003 | 1772720 Sides and noles pages
Devembar. | Conternpteidy HR
| 2016 Eunction — e —
24 Undwistending the | 3CBIC | BMPDS00Y | 1820 Written report, shalysi
Janusry Business Contaxt " | notas
2020 of HR
K3 Uncarstanding BCELW.
Fabrusty Employmant Law ) ‘
[ B Maroh | AM: SCELW - | BMPDS0D4 | 27/4720 Written answiirs o
2020 - | Understanding questions ‘
Employmani Law
PM: Recap on i
. Resesrch Report _| 2 I B
22 April Understending the | 3KCER | BMPDS008 | 25420 Writisn snswacs o
2020 | Manaspgamant of . questions
= Reistions — e L2 e -
20 May Understanding the | SKIOP | BMPD3000 | 14/0720 Shdes and noles pages
2020 Link batwaan ;
Individusl snd
Organiastionsl
Parformancs

The timetable provides details of the date of each workshop, the module and the
submission date of the assessments. In addition to the timetable, a learning plan for
each module is also issued and uploaded to Moodle and students are required to
work through this prior to the next workshop: - '

2|Page



Activity 1

Programme: Intermadiate Dipioma Level of Study: §
Module; Using a Research Approach in HR
Lecturer; Julie Thomas Assignment due date: Part One - 18/11/19

Part Two — 28/6/20

. Contact details: [ ¥et: 11792 461000 _| Emnells jufie.tromas@uatsd.ac-uk
Seselon contel rolafed 0 module | G TEARNING - GUNDED LEARRENG ©

siandards: CLASS CENTRED {10 hou HOMEWORK CENTRED (10 hours)
Topica covered in class o Mandatory reading/iasks to ald leaming.
AC = Agssssment Cnieria Teaming
LO = Learming Oubcome: NEB: You will alee nasd io tncarishe your cwn sei-cirecied aarnung i
ondor in bulid on your knowlsdge and compioie your assassments (20

Dute Some mcomsmanded.
2310 | LO1: Understand the meani » Introductions Read Chapler 5 ang sampie chapter in Taylor & Woodhams (2016)

of research and the researczg o Choosing your z:d Chapler 2 of Hom (2012) Strstegies for finding and developing a

i erlafion topic

proce3s lopic Read sbout Evoence Based HR. Avallabls at
o Research Methods A pworkanace 9

« Referencing

m_unmm_umm

Watch: Video on Moodle ‘Evidence-based Practice'.

Task: Book an appointment with your HR Manager to discuss stralagic
priorities in the organisation and HR Issues in ordes lo decide on a
topic. Record your discussion on fhe Topic Blog on Moodie by 8/11/18.

23/10 | LO2: Be able to conduct a data » Sources of ﬂease r&a:' 1:‘19 m freely avatable mleractive résources from the
i i : nivers an
Ty el e e e g Information Knowyour soures: TYpes offormation. Avalabeat.

e Selecting sources
o Creating a Critical
Review

] MJI
Sidp section 3 - we will cover UWTSD Libwrary resowrces in ¢ass
thngme gnodsmlr Evaluahnnyomsoumes Avaﬂahlelt

For example, read Chapter 5 of the core text book, before the next session.

There are 16 Modules in total which equates to on average a qualification time of
900 hours (450 hours guided leaming and 450 hours self-study). Due to the nature of
the diploma there is a requirement to complete tasks and additional reading outside
of the workshops.

Each module will have an assignment or will require a port-folio of evidence to be
submitted. It is imperative to plan for this from the start and ensure a record of all
tasks undertaken throughout the course are kept on file and dated as this will be
required as evidence for Continuous Professional Development purposes.

Key Resources

There are a variety of resources available to use throughout the duration of the
diploma such as: -

Social Media

LinkedIn and Facebook: Both are used for professionals to connect and share
information.

Programme of Study Handbook
The University of Wales has created a handbook which provides essential

information to students along with key details on where to locate or access such
information in the event it is required:
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Activity 1

N Prifysgol Cymru FROGIHAMMES qr STUDY ARD PROGRAMME MANAGERS
"Nl ¥ Drindod Dew Sant SUFFORY DURNG YOUR STUDIES
w University of Wales GO0 PODCRATOR :
Yoty Sant Daved ACASE AT YEAR 203577020
00 Membarstly
m@mmacwmmum
- DISCLOSURT AND BARRNG SCRWCE (DBS) ~ EX
PROGRAMME OF STUDY HANDBOOK : A NG st } - EAHAKCED
‘ MODISAR TERMMOLOGY
. ASSESSHENT
) Estspicitis) Crrotawelaniot
CIPD Diplioma in Applied Human Attonal reots in e o amerarment .
ACHOER; Apgnals . ‘
Resources " —

Raspoostdnes of shudent b i the e
 VIRTUAL LEAROVING CVIRONMENT (VLE)
ASSESSMENT FEEDBACH ViA TURNITS
1Y SR i Applied Fumen Resrgss -
UNNERBITY ATTENDANCE POLICY
COOES OF CONDUCY

Moodle

This is a Virtual Learning Environment and can be accessed by enrolled students
24/7 using the internet. This allows students access to the course materials, upload
and submit assignments via Turnitin and collaborate with other students and/or
lecturers:

Home My Modules v Moodle Archives =  English fen) ~
Cymmn

N i Moodle
N“ Universityof Wales 201972020

Trinkty Seani David

Moadule Search

‘Hwb

The Hwb is essentially the one-stop shop for all the essential information required at
the University Wales Trinity Saint Davids (UWTSD).
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Activity 1

The Hwb provides access to: -

= Moodle which will direct me my modules | am undertaking;

» Emails where exam results, timetable changes or any student news updates will
be published;

= the library which will enable me to view my account and the library catalogue;

= Academic Support if | need help in submitting my assignment or accessing
learning support;

= Health and Wellbeing which provides mental health support, counselling services
and so much more;

» Student Life; and

= A comprehensive FAQs section if | was unsure of where to find something.

Code of Conduct

The University has a Code of Conduct for Students to adhere to. This complements
the Student Charter and sets out their expectations of how we are expected to
behave:

Introduction

The Univershy Is kesn 1o foster a cullure whare all are expacted to bohave approprisisty and to prowde an
Inclusive, supportive, and safe leaming snvironment In which af students and staff can flourish and are

able lo fulfil their personal polantial

The Cods of Conduct complements the Student Charter which states thal students are axpected to

s racognise the important of equalty and diversity In the University by treating alf members of the
university community with respect boih in person and on other channeis such as soclal média

a  act as a responsible ambassador for the Univeraity through good conduct and engagement with the
local community and anvironmenl

+ yse the facilities and resources of the University with respact and consideration
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Activity 1

The Code of Conduct outlines examples of behaviours what are deemed as
unacceptable behaviour and advises that the University can start disciplinary
procedures if deemed necessary.

Induction Questionnaire

To show my understanding of the course, and what is expected from mySeIf, I
completed an Induction Questionnaire w which confirms my understanding of the
qualification and has been signed off by my lecturer:
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The CIPD Profession MaQ_

Executive Summary

Human Resources is an area which continually develops and differs between
each organisation. The role of a HR profession is diverse so the Chartered
Institute of Personnel Development (CIPD) introduced a ‘Profession Map’ to
benchmark the HR profession and establish a base. The Map sets out what a HR
professional should know, do and delivery at all stages in their careers.

Introduction

The aim of this report is to evaluate how the professional arears and bands of the
CIPD HR Profession Map define the HR profession and explain why the
behaviours identified in the CIPD HR Profession Map are essential to be an
effective HR professional. |

A Professional

A professional is someone who ‘makes proficient use of expert or specialist
knowledge, exercises autonomous thought and judgement, and makes a
voluntary commitment to a set of principles. Such a person need nof be a
member of an easily-defined profession or of a professional association; it is
possible to work as a professional from a set of expertise and skills that is
relatively unique to the individual’. (Lester, 2010)

A profession: -
= is based on a body of knowledge; it can be taught and learnt.
= generally implies that practitioners become experts in their field of
expertise and have all the necessary skills and knowledge to apply to their
role.
= s é diéciplined group of individuals who are governed by a code of ethics.

The CIPD Code of Professional Conduct sets out the standards for all members
of the CIPD and covers: - '

= Professional Competence and Behaviour
» Ethical Standards and integrity -

= Representative of the Profession

= Stewardship
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The new Profession Map

In 2018, CIPD launched an updated version of the Profession Map known as the
as ‘The new Profession Map': -

kni
s vec\a“st . ow,edg'

® &
P

{ oo §
E PURPOSE
S ®

) o
®0‘Ncom¢"°&"

(CIPD, 2019)

The main purpose was to reflect and incorporate future working practices. Since
the release of the 2013 Profession Map, it has become evident the role of a HR
professional has evolved with new roles, specialisms and different opportunities
developing. The new Profession Map takes this into account as it is more about
‘keeping future fit and has been designed to adapt with future changes. It
provides more emphasis on the knowledge and behaviors required in order to
make an impact at work.

The initial 2013 Professional Map still retains its relevance however the new
Profession Map will act as a guide to the profession in the future:

“The new Profession Map will provide clearer guidance for the future of the
people profession, supporting individuals in their development and careers, as
well as helping HR teams and organisations to innovate and adapt” (Peter
Cheese, nd.)

PAGE 3



The 2013 Profession Map

The 2013 Profession Map is similar in principle to the new Profession Map. It sets

out the HR profession and looks at how HR adds value to people and
'organisations: -

Band four
- Band three
. Insights,
E strategy
0 and
o
2
: Band two
Band one

Eight behaviours Ten professional areas

Four bands of professional competence

@ CHO HR Profazeon Map

(CIPD, 2013)
This Profession Map: -

describes ten professional areas (that HR is divided into),

describes eight behaviours (deemed essential within the HR Profession);
and '

has four bands of professional competence (to act as a basis of
development and map out transition to the top of each area).
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Ten Professional Areas

There are ten professional areas on the Professional Map; two of which sit at the
heart of the profession and applicable to all HR professionals regardless of their
role, and the remainder eight identify the activities and knowledge required to
provide specialist HR support. These are important in defining the HR profession
as they assist with the running of the organisation and ensure service delivery.

For example, ‘Organisation Design’ will ensure the delivery of the organisation
objectives. ‘Organisation Development’ will ensure there is a fit-for-future’
workforce to deliver the strategic objectives. ‘Resource and Talent Planning’ will
assist with identifying and attracting the key people required to fulfil the goals of
the organisation; for instance, the ‘HR Strategy’ by ensuring the right people with
the correct skills are in place to achieve the set goals. ‘Learning and Talent
Development’ allows for people at all levels to develop their skills and knowledge
to fulfil their goals and continually improve.

Eight Behaviors

The eight behaviors describe how a HR professional should carry out their duties

effectively. The behaviours are an essential requirement to become an effective

HR professional as it will allow for the individual to get the most out of themselves
“and the organisation.

A HR professional should be: -

Curious: HR should be looking to the future to ensure the right individuals are
recruited. By being curious about people a HR professional will be able to
recognhise an individuals’ strength and potential which will benefit the
organisation.

Decisive Thinker: have the ability to analyse and understand data for solutions
to be identified and decisions made. This is critical to the future of HR and
business success to ensure sustainability.

Skilled Influencer: to be able to influence to gain support. Throughout their
career a HR professional will be required to persuade others especially when
confronted with potential conflicts. A HR professional should be able to stand
their ground.

Personally credible: to build and deliver professionalism. Line Managers rely on
HR leaders to be trustworthy, conscientious and provide invaluable information.
Leaders must have personal credibility in an organisation in order to become
involved at the strategic level in the organisation.
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Collaborative: to bring people at all levels in the workplace together to
brainstorm ideas and overcome obstacles.

Driven to Deliver: to demonstrate determination and deliver results

Courage to Challenge: To show courage and confidence by speaking up, for
example, to challenge senior management even when confronted with
resistance.

Role Model: to lead and Inspire. A positive team will always provide better
results within the workplace. Earn and Build Trust by staying true to your word.
Most importantly, make time for your employees as communication is key for any
arganisation to run effectively.

Conclusions

It is evident that HR is a professional discipline and plays an important role within
any organisation. In a forever changing environment it is crucial that a
professional keeps their skills, knowledge and abilities up to date as they play a
crucial part within an organisation from the beginning of an employment to
providing advice to Senior Management making crucial decisions. This can be
done with engagement via CPD or the Chartered Institute of Personnel
Development (CIPD) Map can assist with this as it identifies areas of strengths
and weaknesses and.produce a personal development plan with set objectives.

Recommendations

To use the CIPD Profession Map to assess development, as this will contribute to
a Personal, Professional Development Plan.
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Activity 3

Project Management

Human Resources represent people and therefore it is only natural a HR
professional will become involyed with projects within an organisation such as: -

= career and succession planning: issue an employee satisfaction survey, publish
results and post improvement plans.

* change management: identification of needs of a diverse workforce.

» exit Interview: look at increasing retention using the exit interview information

Project management can be split into five phases: -

PHOJECT 4 PROJECT ' | PROJECT PROJSCT
Definition % ¥ Launchor lPerformancea Project

PROJECT
Conception

& Initiation & Planning J,' Execution B8 & Control Close
1 %Qé 3 a 5
Froject Scope & Status & Objectives "Post
Charter Budget Tracking  Qualty Mortem
Project Work Breakdown KPis Deliverables Project.
infiation S Quality Effort & Cost s
Gantt Chart Forecasts Tracking - Reporting
Communication Plan Performance
Risk Management
| (Eby, 2018)

Each project undertaken will follow a similar sequence to the above. The first phase
will determine the nature of the project and initiate it. The second stage involves
planning the project, by identifying the aims and objectives along with what
resources are available to complete the task. The project is executed and put into
motion to allow for conclusions to be drawn from it. Any issues identified can be
corrected along the way. The final stage is ultimately completion by reviewing how’
the project has gone and setting up a debrief to look at what lessons can be learnt.

Method of Planning
Professionals use several methods to'plah and manage projects successfully such

as creating a timetable of events or using a Gantt Chart. This allows for projects to
be reviewed, monitored and make minor amendments if deemed necessary.
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Activity 3

Communication

Across each phase of project management communication is key to ensure the end
goal is achieved. This skill will allow the project team to work collaboratively and
ensures the rest of the organisation remains in sync with the stages the project team.

Recruitment Campaign

I have recently been involved with a Wholetime Firefighter Recruitment Campaign
and the steps involved with the process mirror that of the five phases of project
management:

Initiation: Due to the retirement profile within the Service and for future workforce
‘planning, in June 2019 the Executive Leadership Team (ELT) decided to initiate a
Wholetime Firefighter Recruitment Campaign (WDS).

Planning and Design: This phase required setting out the goals and focused on
developing a plan for everyone to follow to meet performance requirements. To
assist with setting goals, | looked at the S.M.A.R.T Goals method as | believe this
always achieves results and looks at all aspects of planning: -

A Y R T
‘Realistic‘ Timely

S M 1
Specific M' . Attainable

| was given the task to plan out the project and set out each stage of the Wholetime
Recruitment Campaign. | opted to create a timetable which set out the process from
start to finish and this is attached at Appendix 1 ‘EV1: Timetable’.

(Eby, 2018)

My next goal was to book rooms for interviews to take place. In this regard, | issued
an email to confirm dates for the WDS interviews and booked out rooms accordingly.

A sample of the email | issued is below: -
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Activity 3

From: Tillman Sarah H.Q.

Sent: 13 June 2019 10:51

To: HQ RECEPTION H.Q. <mai!&mawwfire.mov.uk>

0 o Rl == i | = STy S == |

Subject: Meeting Rooms
-Good morning
Please can | book the following rooms for the following dates:

18— 22 November — Branwen

18- 22 November - Rhianhon

18— 22 November — Pwyll |

18— 22 November — Occupational health
18- 22 November — Tywi

These are for interviews therefore water for 7 each day in each room will be required.

Cofion Cynnes / Kind Regards

Sarah Tillman

Execution: The project plan was launched in line with the WDS 2019 Timetable. My
line manager issued an email to the department on 24 July 2019 to advise a WDS
-campaign will commence in September, along with details of the pre-advert launch
which would take place during July and August.

The email included a copy of the information pack and the timetabie | created as per
email below: -

Frome
Sent: 24 July 2015 0356
Subject: Wholefime Firafighter Recruttmant Campalgn

Dear All

Please be advised that the Secvice will be another izl r paign: In Sey i 2 pre advert will be pubkshed on our extermnal mMslmMuﬂw,zs*Mumﬂm
Saptember 2015, g

Attached ks a copy of the information pack, together with a f the p For your

Should you recetve any telephone quefies, plaase rafer them to the

BAany thanks

The timetable of events was monitored by my line manager and followed each step
of the way. The department were provided with continuous updates via email to
ensure they were in sync with each stage.

Performance and Control: This naturally occurred during the execution phase as
my line manager was monitoring the timetable and was able to identify issues along
the way to ensure the campalgn remained on target.

During this time my line manager identified two obstacles: -

1. Senior Management were unable to commit to their scheduled interview panel
‘due to other work commitments; and
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Activity 3
2. room bookings for the interviews had to be reorganised due to a glitch within
the booking system.

My line manager delegated the responsibility to myself to resolve to ensure the
timetable remained on target.

Problem Solving

1. For the first obstacle, | looked at problem solving techniques such as the 6
_Thinking Hats, Brainstorming or listing pros and cons.

After looking at the techniques, | used the 'De Bono’s 6 Thinking Hats". -

The Six Thinking Hats

. Emotignal Reactions.
= 2 B e
EmmMm \\ ‘lllf/ amﬁENMm
S —

3T b s

(Warfield, 2020)

Focts, Seelis
| Avaiizhle information

;]

Interview Panel: | had lengthy discussions with a member from the Executive Team
whereby | advised of the facts that it was agreed from the initiation of the project to
ensure consistency the interview panel would be constant throughout this process |
suggested that perhaps meetings could be re-scheduled, or support could be offered
to the individual in terms of their workioad being shared amongst other colleagues
during this period to ease the burden, even though this may put more pressure on
other colleagues; but it will make the individual feel valued. As a result, measures
were put in place for the individual to continue with interviewing and ensured the
WDS campaign remained unaffected.

Room Bookings: The second obstacle encountered required identifying alternative
rooms available on the premises to conduct interviews. Due to the glitch in the
system we were unable to use the original booking and had to look at alternatives. In
this regard | identified that our occupational health room was available and
immediately sent an email to book out from the 18t to 22" November 2019 as per
email below: -
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[rom: Titiman Sarah HQ
Sent: OB Qetober 2019 17:22

To! HG RECEPTION H.O: _
Cos

!u.hjecuom Hesitn

Gopd Aftarnoon,

I have been advised the Incident Support Team have now maved to the Bungatow rather than the Occ Health Suite. In this regard, please can | ook it from 1_8—22 November 20197
Thanks

Coflon Cynnes f Kind Regards
Sarah Tillman
Swyddog HR - Pansiynau HR Officer - Pensions

Project Close
The WDS campaign finished on 16 December 2019 and successful candidates were
notified of the outcome on 18 December 2019. A debrief meeting has been

scheduled to include all parties who participated in the team to evaluate the project
and identify lessons learned so that improvements can be made in the future.
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Appendix 1 EV1: Timetable

WDS 2019 Timetable

Ongoing — Positive Action Events in mid-May to end of July

re-Advert (i.e. Facebook, July and August 2019
and Dates released)

[ 4 days Registration (08:00 Thursday, 5 September — 23:59
Sunday 8 September 2019)

5 days Assessment (12:00 Thursday 12 September — 12:00
Tuesday 17 September 2019)

"@i??ii '

[ 9=15 October 2019

7; 13 & 14 November 2019 {On Call personnel — Bleep Test)
wic 18 November 2019

wic 18 November 2019 (any on call personnel)
w/c 25 November 2019 (27 onwards)

02 December 2019

09 December 2019

16 December 2019

[ wic 06 January 2020

{This will allow applicant to give 1 month notice to current
employer)

w/c 10™ February 2020
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Team Working

Executive Summam

Teamwork is key within any organisation in order to achieve goals. Forming an
effective team can be quite difficult as different personalities and opinions come
together. Creation of an effective team involves understanding the different
stages of team development and the skills required from individuals to ensure a
positive and successful result. ‘

The purpose of this report is to identify theories and analyse how their models
are used to create a high performing team.

Introduction

The aim of this report is to.look at the concept of group and team dynamics within
an organisation and explain how political behaviours impact on the achievement
of the organisation objectives.

A HR professional will often work in teams with either work colleagues,
stakeholders, or other individuals and groups. Huczynski and Buchanan state
that teams can take on various forms in organisations such as: -

* Advice

= Action

= Project

* Production (Buchanan, 2010}

Group Dynamics

To work effectively with others a HR professional must be aware that a team can
often be influenced by a variety of dynamics such as: -

the nature of the individuals in the group,
leadership,

structure of the group,

power; and

communication.

In addition to the dynamics of the group a HR professional must also understand
and develop the skills associated with collaborative working and conflict
resolution for the team to operate successfully.
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Kurt Lewin noted that “people often take on distinct roles and behaviours when -
they work in a group.. “Group Dynamics” describes the effects of these roles and
behaviours on other group members, and on the group as a whole”. (MindTools,
n.d.) '

Team Dynamics

To become a high performing team, Bruce Tuckman identified a five-stage
development process which focuses on the way a team develops from start to
finish: -

/ '~\~ /-\
' %

(Jensen, 2012)

This approach is recognisable, as every team will go through the five stages
during an assigned task. Initially a team will be formed, people are positive and
make an effort to get to know each other. The second stage, peopie tend to push
against boundaries or can become frustrated with people’s difference of
approach to a task and this can result in conflict within the team. Differences are
subsequently resolved, and people will tend to build on éach other's strengths -
and respect the leaders within the team. The focus is set to achieve the desired
goal without friction and the leader can delegate tasks to develop individuals
within the team. The result is completion of the task and the team can reflect on
their achievement and look at how they have developed.

Belbin’s 9 Team Roles

Whilst Tuckman'’s theory focuses on the development process of a team, Belbin
identified certain behaviours that are required to be high performing and created.
a list of nine team roles that he believes every team should have: -
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Thinking

Monitor Evaluator

S
P 2 i | f 1'-
- Completer Resource Teamworker

Finisher Investigator

Action People

(Coaching, n.d.)

“Wherever teams exist within organisations, Belbin can be used fo bring the right
people together so that the team is as high performing as possible, and is more
likely to achieve its goals” (Belbin, 2020)

Belbin believes that a team requires an element of each of the nine roles listed
but this does not necessarily mean that a team requires nine people. This is
because individuals will already possess two or three of Belbin's Team Roles and
can utilise them accordingly.

Nevertheless, not all nine roles are required at the same time. The required
Belbin Team Role behaviours will be identified once the team has been set up
and the team objectives set.

Political Behaviours

Office politics is an issue within any organisation. An individual will manipulate
their working relationships or a situation to their own advantage, but at the
expense of the organisation or team purely for their own gain.

“Organisational politics are informal, unofficial, and sometimes behind-the-scenes
efforts to sell ideas, influence an organisation, increase power, or achieve other
targeted objectives” (Seldman, 2000).
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Office politics can arise: -

if individuals do not agree with one another and differences of personality and
opinion become difficult to manage.

based on decisions made simply by seeking to influence people’s choices.

due to a position held within an organisation and potentially having more
power than others. For example, an individual might increase their power by
ascertain their authority but by doing this they will take power away from
others.

due to limited resources; teams may compete to satisfy their own agenda
even if it goes against the “greater good”.

A HR professional will often use “good” politics, known as influencing, in order to
deliver, and without harm to others. To do this, a HR professional will use
‘positive’ political behaviours and the most common factors used to achieve this

‘include: -

Analysing the Organisation Chart: simply by observing and mapping out the
political power and influence within the organisation.

Understanding the Informal Network: look at interactions and relationships
between people in order to understand the informal or social networks.

Build Connections: based on the relationships identified, look at building your
own social network irrelevant of an individual’s role.

Deveiop' People Skills: Interpersonal skills will be invaluable in building and
maintaining the network.

Be Brave and not Naive: As opposed to keeping your distance to people who
practice “bad politics” get to know them as this has been proven to be more
effective. .

Neutralise Negative Poiitics: Try not to join in with the negative politics,
remain professional and do not take sides.
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Effects of Politics

The impact of organisational politics within an organisation and/or workplace can
be detrimental, for example: -

= it can decrease productivity which may lead to failure to achieve set targets,
= it can affect concentration and mistakes will be made,

= it wilt have a negative impact on the working environment as it can ruin
relationships amongst individuals and failure to trust one another,

* often a non-performer participating in politics can be the apple of the boss’s
eye, thus demotivating the performers.

Conclusion

Itis evident that teamwork is crucial within an organisation as it allows for people
with a different set of skills and opinions to work collaboratively to achieve a
desired outcome. To achieve team-working it is vital that clear goals are set from
the offset so the team can identify the goal they are working towards to and can
be more effective, to measure team performance so areas for improvement can
be identified and reward team excellence as this has been proven to motivate
staff to achieve team goals.

‘PAGE 6



Bibliography

Anon., n.d. 6. Belbin - Team Role Theory. [Online]
Available at: https:/sites.google.com/site/femandocastropdp/3-area-of-expertise
[Accessed Monday January 2020].

Associates, B., 2019. The 9 Team Roles. [Online] -
Available at: https://www.belbingetset.com/the-9-team-roles/
[Accessed Monday January 2020].

Belbin, 2020. Befbin for Teams. [Online]
Available at: https://www.belbin. com/belbin-for-teams/
[Accessed 2020 January 2020].

Belbin, D. R. M., 2020. The Nine Belbin Team Roles. [Online]
Available at: https /iwww.belbin. conﬂabout/belbm-team roles/
[Accessed Monday January 2020].

Buchanan, H. a., 2010. Teamworking. In: S. T. a. C. Woodhams, ed. Studying
Human Resource Management 2nd Edition. s.1..CIPD, p. 83.

Coaching, S., n.d. Belbin. [Online] 7

Available at: hitps://www.steppescoaching.co.uk/belbin.html

[Accessed Monday January 2020].

Jensen, O. b. 0. T. a., 2012. Tuckman (forming, norming, storming; performing).
[Onllne]
Available at: hitp://www.mspguide. orqltool/tuckman-fonmnq -norming-storming-

performing
[Accessed Monday January 2020].

MindTools, n.d. Improving Group Dynamics: Helping Your Team Work More
Effectively. [Online]
Available at: https://www.mindtools.com/pages/articie/improving-group-

dynamics.htm
[Accessed Monday January 2020].

Seldman, B. &., 2000. Organizational Politics. [Online]
Available at: https /fopen.lib.umn.edu/organizationalbehavior/chapter/13-4-

organizational-politics/
[Accessed Tuesday January 2020].

https:llwww.peoplemanagement.,co.ukllong—readslarticleslpolitics-work

PAGE 7



Activity 5

Qualification: CIPD Diploma in Applied Human

Resources

Developing Professional Practice in Human

Resources

Title: My Personal Development Plan (Activity 5

Name: Sarah Debra Tillman

CIPD Membership Number: 55478686

Word Count: 734

By signing below, I confirm that the work/evidence presented is my own,
unaided work. I understand the regulations pertaining to candidate malpractice
and the action that may be taken as a result.

Signed: S D Tillman Date: 10 January 2020




Activity 5

My CPD Map
Introduction
Continuous Professional Development (CPD) is a method used td plan, track and
document your development to assist with keeping skills and knowledge up tc date.

This can be done either formally, by means of formal study or attending seminars, or
informally by work shadowing or via coaching and mentoring in the workplace..

CPD Cycle

The CPD cycle is a useful guide to structure your CPD and involves six key stages:

i i L

Each stage assists with the management of ongoing learning as it allows you to
recognise your current position and identify your goals for the future. Using the CPD
Map you can assess yourself against the CIPD profession map, identify areas for
development and produce a personalised report with a range of development options
to choose from. This will allow for an individual to create a plan of action and set
clear dates to track progress. For example, making time to reflect on day to day
learning at the end of each day and note progress which has been made or being
able to share ideas with peers or via alternative platforms such as social media will
also add to learning development. It is important to recognise the impact of learning
development along with the benefits it has to yourself and the organisation.

(CIPD, 2020)
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Personal Development Plan

To identify my professional development needs | am going to undertake the self-
assessment against a section of the CIPD HR Professional Map. The section will
include two professional areas (one of which will be a core area) and two
behaviours. This will provide me with a baseline to use as it will give an overall
summary based on the answers | select, create development actions so | can devise
my own development plan and provide suggestions about materials to research and
courses or events | can attend.

| have chosen to assess myself against Leading HR (core area), Insights, Strategy
and Solutions, Driven to Deliver and Collaborative as | believe these areas, | can
improve within my role in the organisation:

STUDENT ASSESSMENT

Your assessment results

i Click on cach area for further kformation

a": L
. b " o &
L o O=o=x o=
AT indormaxion L
R ] "%
- g %
g g .
2 e § Select & completed area of the
g - map o see Your assessment resuits
and recommendations.
LR~ g
planacg
prve— N
S
T R
e o
- - i It seems like you're at the sight level for your skills
é’ s ¥ and experignce, :
Associnte Chartered Charrerad
Member Member Feliow

Emarging ® Exceading

My Personal Development Plan

Based on the self-assessment results, | have devised my own development plan
(attached at Appendix 1) to improve my knowledge in the following three areas:

» Leading HR - | lack confidence in providing HR advice relating to policies and
procedures within my organisation. My role predominately deals with issues
relating to pensions and therefore my goatl is become confident within this remit by
undertaking inductions to new members of staff.

= Insights, strategy and solutions: To be able to provide reports upon request and
analyse data. The Service heavily relies on statistics for future planning to ensure
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Activity 5

sustainability so | would like to be able to deliver on this aspect and contribute to
the wider Service’'s workplan.

= Driven to Deliver: Within my role, | always undertake several projects -
simultaneously and it is imperative 1 keep track of my progress, complete my
work to deadlines and inform others when targets can not be met. | feel my
methods of record keeping can be improved in a way which | can easily identify
‘what | have on the go so | can prioritise accordingly and don’t leave work ‘last
‘minute’ so to speak: My aim is to identify the most efficient method of record
keeping which can be easily accessible to others, clearly understood and fit in
‘with my day to day workload.

Achieve Targets

To help devise my development plan and achieve my targets, | undertook the
‘Learning Styles Questionnaire’ produced by Honey & Mumford to assist with
identifying what my preferred learning style(s) are and this is attached at Appendix 2.

Based on the results it was evident | was a 'Reflector’; | prefer to stand back and
observe others in action. | look at the resources | have available to myself and
identify at all possibilities before coming to a definitive conclusion.

Therefore, most of my development plan involves observing colleagues and making
time to reflect on what | have learnt, shadowing a colleague in action and use all
resources | have available to me within my organisation to allow me to draw my own
conclusions. ' ' '

Time Scale
Due to work commitments within my organisation | am going to commence my

development plan from 01 April 2020 with an end target date of 31 March 2020 and
ensure | note my progress throughout each stage.
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Activity 5 Appendix 02

LEARNING STYLES QUESTIONNAIRE
(Honey & Mumford - revised 1986)

This questionnaire is designed to find out your preferred learning style(s). Over the years
you have probably developed learning ‘habits' that help you benefit more from some
experiences than from others. Since you are probably unaware of this, this questionnaire
will help you pinpoint your learning preferences - so that you are in a better position to
select learning experiences that suit your style.

There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The
accuracy of the results depends on how honest you can be. There are no right or wrong
answers. If you agree more than you disagree with a statement put a tick by it (/). If you
disagree more than you agree put a cross by it (x). Be sure to mark each item with either
a tick or cross.

10.

1.

12,

13.

14.

| have strong beliefs about what is right and wrong; good and bad. /
| often act without considering the possible consequences. x

| tend to solve problems using a step-by-step approach. /

| believe that formal procedures and policies restrict people. x

1 have a reputation for saying what | think, simply and directly. x

| often find that actions based on feelings are as sound as those based on
careful thought and analysis. x

I like the sort of work where | have time for thorough preparation
and implementation. /

| regularty question people about their basic assumptions. x
What matters most is whether something works in practice. x
| actively seek out new experiences. /

When | hear about a new idea or approach, | immediately start
working out how to apply it in practice x

| am keen on self-discipline such as watching my diet, taking
regular exercise, sticking to a fixed routine, etc. /

| take pride in doing a thorough job. /

| get on best with logical, analytical people and less well with
spontaneous, ‘irrational’ people. x




18.

16.

17.

18.

19.

20,
21,

22,

23.
24,

25.

26,
27.
e

20.

30.

31.

32

3.

Activity 5 Appendix 02

| take care over the interpretation of data available to me and
avoid jumping to conclusions. /

| like to reach a decision carefully after weighing up many
alternatives. /

I'm attracted more to novel, unusual ideas than to practical ones.
X

I don't like disorganised things and prefer to fit things into a
coherent pattern. /

| accept and stick to laid down procedures and policies so long as
| regard them as an efficient way of getting the job done. /

I like to relate my actions to a general principal. /
In discussions | like to get straight to the point. x

| tend to have distant, rather formal relationships with people at
work. x

| thrive on the challenge of tackling something new and different. /
| enjoy fun-loving, spontaneous people. /

| pay meticulous attention to detail before coming to a conclusion.
/

| find it difficult to produce ideas on impuise. /
1 believe in coming to the point immediately. x
| am careful not_to jump to conclusions too quickly. /

| prefer to have as many sources of information as possible - the
more data to think over the better. /

Flippant people who don't take things seriously enough usually
irritate me./

I listen to other people's points of view before putting my own
forward. /

| tend to be open about how I'm feeling. /

In discuésions | enjoy watching the manoeuvrings of the other:
participants. /



33.

36.

37.

38.

39.

40.

41.

42.

45.

47.

51.

52.

Activity 5 Appendix 02
| prefer to respond to events on a spontaneous, flexible basis

rather than plan things out in advance. x

| tend to be attracted to techniques such as network analysis, flow
charts, branching programmes, contingency planning, etc. /

It worries me if | have to rush out a piece of work to meet a tight
deadline. /

| tend to judge people’s ideas on their practical merits. x
Quiet, thoughtful people tend to make me feel uneasy. x
| often get irritated by people who want to rush things. /

It is more important to enjoy the present moment than to think
about the past or future. /

| think that decisions based on a thorough analysis of all the
information are sounder than those based on intuition. /

I tend to be a perfectionist. /

In discussions | usuélly produce lots of spontaneous ideas. x
In meetings | put forward practical, realistic ideas. x

More often than not, rules are there to be broken. x

| prefer to stand back from a situation and consider all the
perspectives. /

| can often see inconsistencies and weaknesses in other people's
arguments. x

On balance [ talk more than | listen. x

| can often see better, more practical ways to get things done. x
| think written reports should be short and to the point. x

| believe that rational, logical thinking should win the day. /

| tend to discuss specific things with people rather than engaging
in social discussion. /



53.

55.

56,
57.
58.

60.

61.

62.

63.

64.

65.
66.
67.

68.

69.

70.

71.

72.
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I like people who approach thihgs realistically rather than
theoretically./ = '

In discussions | get impatient with irrelevancies and digressions. /

if | have a report tbrwrite | tend to produce lots of drafts before
settling on the final version. /

I am keen to try things out to see if they work in practice. /
| am keen to reach answers via logical approach. /
| enjoy being the one that talks a lot. x

In discussions | often find | am the realist, keeping people to the
point and avoiding wild speculations. x

| like to ponder many alternatives before making up my mind. /

In discussions with people | often find | am the most
dispassionate and objective. x

In discussions | am more likely to adopt a ‘low profile’ than to take
the lead and do most of the talking. /

I like to be able to relate current actions to a longer-term bigger
picture. /

When things go wrong, | am happy to shrug it off and ‘put it down

to experience’. x

| tend to reject wild, spontaneous ideas as being impractical. x
It's best to think carefully before taking action. /
On balance | do the listening rather than the talking. /

| tend to be tough on people who find it difficult to adopt a logical
approach. x '

Most times | believe the end justifies the means. x

| do not mind hurting people’s feelings so long as the job gets
done. x

{ find the formality of having spécific objectives and plans stifling.

/

| am usually one of the people who puts life into a party. x



73.

74.

75.

76.

77.

78,

79.
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| do whatever is expedient to get the job done. /
| quickly get bored with methodical, detailed work. x

| am keen on exploring the basic assumptions, principles and
theories underpinning things and events. /

I am always interested to find out what people think. /

| like meetings to be run on methodical lines, sticking to laid down
agenda, etc. /

| steer clear of subjective or ambiguous topics. x
| enjoy the drama and excitement of a crisis situation. x

People often find me insensitive to their feelings.x

(Honey and Mumford 1986)



Activity 5 Appendix (2

LEARNING STYLES QUESTIONNAIRE - SCORING

(Honey & Mumford 1986)

You score one point for each item you ticked. There are no points for items you crossed.

Simply indicate on the lists below which items were ticked.

2. 7 |1 5
4 13 3 9 -
6 156 8- 11
10 16 12 19
17 25 14 21
23 28 18 27
24 29 20 35
32 31 22 37
34 33 26 44
38 36 30 49
40 39 42 50
43 41 47 53
45 46 51 54
48 52 57 56
58 55 61 59
64 60 163 65
71 62 68 69
72 66 75 70
74 167 177 73
79 76 78 80
TOTAL 6 18 13 6
L Activist Reflector Theorist Pragmatist




Ring your scores on this chart and join up.

Activity 5 Appendix 02

Activist Reflector Theorist Pragmatist
20 20 20 20
19
18 19 19 Very strong preference
17 19
16 18 18
15
14 17 17
13 18 16
12 17 15 16 Strong preference
16
11 15 14 15
10 14 13 14 Moderate preference
9 13 12 13
8 12 11 12
7
6 11 10 11 Low preference
5 10 9 10 '
4 9 8 9
3 8 7 8
7 6 7
2 6 5 6
5 4 5 Very low preference
1 4 3 4
3 2 3
0 2 1 2
1 0 1
0 0
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LEARNING STYLES - GENERAL DESCRIPTIONS

Activists

Activists involve themselves fully and without bias in- new experiences. They
enjoy the here and now and are happy to be dominated by immediate
experiences. They are open-minded, not sceptical, and this tends to make them
enthusiastic about anything new. Their philosophy is: 'I'll try anything once'.
They tend to act first and consider the consequences afterwards. Their days
are filled with activity. They tackle problems by brainstorming. As soon as the
excitement from one activity has died down they are busy locking for the next.
They tend to thrive on the challenge of new experiences but are bored with
implementation and longer-term consolidation. They are gregarious people
constantly invoiving themselves with others but, in doing so, they seek to centre
all activities around themselves. -

Reflectors

Reflectors like to stand back to ponder experiences and observe them from
many different perspectives. They collect data, both first hand and from others,
and prefer to think about it thoroughly before coming to any conclusion. The
‘thorough collection and analysis of data about experiences and events is what
counts so they tend to postpone reaching definitive conclusions for as long as
possible. Their philosophy is to be cautious. They are thoughtful people who
like to consider all possible angles and implications before making a move.
They prefer to take a back seat in meetings and discussions. They enjoy
observing other people in action. They listen to others and get the drift of the
discussion before making their own points. They tend to adopt a low profile and
have a slightly distant, tolerant unruffled air about them. When they act it is part
of a wide picture which includes the past as well as the present and others'
observations as well as their own.

Theorists

Theorists adapt and integrate observations into complex but logically sound
theories. They think problems through in a vertical, step-by-step logical way.
They assimilate disparate facts into coherent theories. They tend to be
perfectionists who won't rest easy until things are tidy and fit info a rational
scheme. They like to analyse and synthesise. They are keen on basic
assumptions, principles, theories models and systems thinking. Their
philosophy prizes rationality and logic. 'If it's logical it's good'. Questions they
frequently ask are: 'Does it make sense?' 'How does this fit with that?' "What
are the basic assumptions?’ They tend to be detached, analytical and dedicated
to rational objectivity rather than anything subjective or ambiguous. Their
approach to problems is consistently logical. This is their 'mental set' and they
rigidly reject anything that doesn't fit with it. They prefer to maximise certainty
and feel uncomfortable with subjective judgements, lateral thinking and
anything flippant.
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Pragmatists

Pragmatists are keen on trying out ideas, theories and techniques to see if they
work in practice. They positively search out new ideas and take the first
opportunity to experiment with applications. They are the sort of people who
return from management courses brimming with new ideas that they want to try
out in practice. They like to get on with things and act quickly and confidently
on ideas that attract them. They tend to be impatient with ruminating and
open-ended discussions. They are essentially practical, down to earth people
who like making practical decisions and solving problems. They respond to
problems and opportunities 'as a challenge'. Their philosophy is: 'There is
always a better way' and 'If it works if's good'.

° Honey and Mumford 1986






