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Personal Statement – Knowledge of my HR Development Programme  

The CIPD Level 5 Diploma is delivered as a collaboration from the CIPD themselves, University of 

Wales Trinity St David’s (UWTSD) and the Coleg Sir Gar.  

Before beginning this course, I was obliged to join the CIPD as a student member. Following the 

receipt of welcome documentation (EV1,EV2) this allowed me access to various resources direct 

from the CIPD site including guidance on Continuing Professional Development (CPD) (EV3) and the 

Knowledge Hub (EV4) which links to reports, podcasts, webinars and guides specifically tailored to 

support learning in HR. These resources are used in every module of the course and so the site is a 

great starting point for any assignment. As a member of the CIPD I am expected to adhere to their 

‘Code of Professional Conduct’ (EV5) which outlines the expectations on members in their work and 

how they are perceived by others. These standards will carry forward from my student membership 

and past graduation into an associate level.  

The CIPD has various publications that are a key resource. As well as receiving a monthly People 

Management magazine and full access to the website’s resources, I am required to engage with the 

“core” CIPD texts: ‘Studying Human Resource Management’, ‘Human resource Management: People 

and Organisations’ and ‘Introduction to Employment law’. 

UWTSD are responsible for the facilitating of my applied course which began on 20th of April 2020 

and is timetables to end on 10th of July 2020. As a university, they, similar to the CIPD, have a code of 

conduct (EV6) which also promotes an ethos of respect for fellow students and can be found on their 

website. This website is a good starting off point with ‘Quick Links’ (EV7) for other University 

resources and sites which will be essential for the course. From here I can access my email, the 

Student Hwb, and Moodle. From Moodle (EV8) there are links which take me through to all 

resources required for the diploma. From the ‘My modules’ link I can access a series of tiles breaking 

the course down. The first tile is always dedicated to course information including our timetable of 

workshops and submission dates (EV13), full details on the programme of study (EV10) and contact 

details for my tutor Julie Thomas (EV9). The remaining tiles are specific to each of the 16 modules I 

am working through. From these tiles I can find clear instruction on each module’s assessment 

criteria, reading lists and the Turnitin links which are used for submitting each assessment and 

checking drafts for similarity score. The online University Library (EV11) can also be accessed via 

Moodle. This site has a range of e-books that compliment study as well as detail on books that are 

available to borrow physically from the Library building on campus.  

While the University deliver the actual course material this is provided via Coleg Sir Gar who I am 

enrolled with. They are responsible for general study support, wellbeing and securing funding for the 

course from Welsh Government. As this is an applied CIPD course it is equivalent to an 

apprenticeship and so an agreement and contract are required between the employer and course 

provider as an application for funding (EV20, EV21) Coleg Sir Gar have their ‘gateway’ website (EV15) 

available for general information, unions and support. As part of the securing of Government 

funding I was required to ensure I was at the expected level for digital literacy, English language and 

Mathematic ability. These are assessed through the ‘Wales Essential Skills Toolkit’ (WEST) website 

(EV16) with all required to be at level 3 which I met without the need for additional learning (EV17, 

EV18, EV19).  
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Report – CIPD HR Profession Map 

As a function in an organisation, HR practice has historically been perceived as highly operational; 

dealing with arising issues and basic tasks such as payroll or appraisal without larger business 

context (Johns & Perkins, 2016, p. 76). The CIPD has aimed to define HR as a profession, taking the 

best examples of expertise and behaviours of HR practitioners and developing tools such as the HR 

Profession Map (Woodhams, et al., 2016, p. 110) which outline standards that all should hold 

themselves to. The aim being to develop the HR professional into a “thinking performer” (Johns & 

Perkins, 2016, p. 71); an individual who sees the big picture and can make valuable, relevant 

contributions which “add value” (Johns & Perkins, 2016, p. 69) to the performance of an 

organisation. Here I aim to break down the features of the HRPM and how it both defines the HR 

profession and is an essential tool in developing effective HR professionals. 

Johns and Perkins (2016, p. 76) simply define a professional as someone who holds themselves and 

their work to a high standard. Highly regarded jobs such as in the medical profession follow a strict 

and ethical code. The CIPD have outlined their own ethical and representative rules in the CIPD Code 

of Professional Conduct (CIPD, 2020) which outline what the standards should be but not how we 

develop further.         

Looking at development in particular, Johns and Perkins (2016, p. 76) describe HR professionalism as 

a process of “managing”; actively managing the skills and behaviours of yourself, peers, leaders and 

the whole organisation to uphold the standard of good HR practice. 

The CIPD’s HR Profession Map (HRPM), introduced in 2013, is an interactive tool that breaks down 

these skills and behaviours, creating a competency framework (Woodhams, et al., 2016, p. 110) 

enabling HR professionals to identify opportunities, learning and developing themselves. To be 

perceived as professional is something that HR practitioners have been striving for (Balthazard, 

2014), with the respect and credibility that come with it; the HRPM gives a framework to achieve 

and manage this. 

Looking broadly at the HRPM, the focus is on two individual lists of Behaviours and Professional 

Areas. All of these are then approached from four bands of development, which expand in 

complexity as individual progresses in their career (CIPD, 2013).  

In terms of professional areas in the HRPM there are ten overall but two are considered “Core” fpor 

all and sit at the centre of the map:  

 Insights, strategy and solutions 

 Leading HR 

Both of these areas speak to the increased professionalism that Johns and Perkins (2013) were 

referring to as, in summary, leading and strategizing see the HR function having an informed, 

proactive approach to their work. The further eight professional areas could really be considered 

“Specialisms” and so are more specific to the direction of an individual’s career:  

 Employee Engagement  

 Employee Relations  

 Learning and Development  

 Service delivery & Information  

 Organisation Design  

 Resourcing & Talent Planning  
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 Performance & Reward 

 Organisational Development 

There are then eight behaviours which are considered essential competencies for all HR 

professionals, whichever areas they specialise in (CIPD, 2013): 

 ‘Role Model’ sets the example for others to follow. Including knowledge of legal and ethical 

boundaries, knowing where to access this information as well as encouraging others to seek 

it themselves (CIPD, 2013). They prioritise doing the right thing over any immediate benefit 

to themselves (Balthazard, 2014). 

 ‘Curious’ individual is open to exploring different opportunities and ideas for the betterment 

of an organisation by keeping abreast of developments in the wider HR profession, seeking 

strategies that have worked elsewhere and understanding how to apply these in house 

(CIPD, 2013). 

 ‘Decisive thinker’ will be able to efficiently assess a situation, digesting data, to arrive at a 

solid solution. Decision quality will come from both experience and knowledge but also 

requires instinct for what ethical solutions look like. This isn’t about rushing through 

information rather knowing what information is needed to make a decision (CIPD, 2013).  

  ‘Skilled influencer’ is able to gather support from all areas of the organisation to achieve 

their goals. This requires them to be able to engage with a variety of stakeholders and able 

to adapt when communicating to win them over (CIPD, 2013). 

 ‘Personally credible’ builds on what makes the individual a dependable role model and apply 

their knowledge for results which benefit the organisation. This skill is developed by striving 

to build experience and knowledge by getting involved with variety of projects that 

challenge and expand (CIPD, 2013). 

 ‘Collaborative’ behaviour is the individual’s ability to work and share with others for the 

betterment of a project. This is a test of interpersonal and communication skills and may 

require some leadership capability in some scenarios (CIPD, 2013). 

 ‘Driven to deliver’ will be organised, understand what is required and able to achieve 

sometimes multiple projects on time. This behaviour explores the ability to motivate not 

only others but also oneself (CIPD, 2013).   

  ‘Courage to challenge’ encourages the individual to assertive in making their own decisions 

and question others to get to the right solution. This isn’t just about challenging others but 

also challenging the status quo, standing alone if required (CIPD, 2013).  

Armstrong (Armstrong & Taylor, 2020, p. 161) refers to behaviours such as these being measured 

against a standard which is why the bands are important for anyone to see which level they should 

be at and not be overwhelmed or alienated. These are listed as Bands 1-4 in the HRPM which the 

individual can determine using criteria such as the type of work they perform, working relationship 

with their clients and ways in which successes are measured in their role (CIPD, 2013, p. 6).  The 

CIPD introduced a New Profession Map (CIPD, 2018) in which they define these bands differently 

into four CIPD “levels” from Foundation to Chartered level. This approach makes it somewhat easier 

for an individual to evaluate which band they sit at as they can measure against an actual 

qualification. 

In addition to working against the correct band I would recommend to identify which areas should 

be a focus for the individual to work on. The CIPD provides a tool, ‘My CPD Map’ (CIPD, 2016) which 

helps assess the individual against the HRPM to highlight where the opportunities lie and determine 

a starting point for development. Looking back Johns and Perkins (2016, p. 76) definition of an 
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individual “managing” their development, the HRPM offers a broad outline covering every facet of 

the role but also giving clear guidelines for what level the individual should be aiming for at each 

stage of their career. 
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Personal Statement 

Planning, implementing, monitoring and evaluating work projects 

Problem analysis and resolution 

Influencing, persuading and negotiating with others 

Gathered in my portfolio are evidence from two broad projects I have been working on; one in 

Resource and Talent Planning and one focussed on Employee Relations. I aim to show how I have 

approached these projects over the last few months and my process for doing so. Also collected are 

additional elements that link to these projects and show my ability to solve problems and in turn 

influence others. 

Looking at Morton’s (2017) 5 stages of a project I can see that these two projects are still at Stage 3 

or 4; when the project is just launching or being monitored for their success. I may not be at the 

point of Stage 5 having concluded or wrapped up the project yet. However, an element of 

assessment and reflection have come from analysing and critiquing previously implemented work 

(EV23, EV41)) that I am working to improve or replace. 

The employee relations project I have been working on has been tackling increasing levels of 

absence in key areas since the end of the first 2020 lockdown. During the lockdown period, reviews 

of short-term absence were halted and long-term absence reduced as attempts to minimise contact 

between staff and avoid scrutiny of health conditions exacerbated by COVID-19. Not only was there 

a backlog of cases to review but also a breakdown of the process which meant reviews either 

wouldn’t happen on time if at all. Included examples are from my work with Building Maintenance 

who have proven resistant to aligning with the policy at times with the result being a lack of support 

for employees. I also worked with peers in the same role as mine to identify weakness in our overall 

approach (EV37) to supporting with absence management and align ourselves in one consistent 

approach along with the tools required to support it. 

In relation to this project I have included examples of the four-stage process for problem solving; 

namely determining the problem by brainstorming in meetings, finding solutions through discussion, 

determining the best solution and then executing it (Mind Tools, 2016) (EV37, EV44, EV52). 

My other project has been broadly supporting recruitment in two areas: better reach through 

advertising and a more specific focus on attracting children’s social workers to PCC. I have worked 

with digital marketing to launch adverts onto digital platforms and monitor the effectiveness of this 

approach (EV41) while also exploring other options such as graphic design on social media platforms. 

In terms of the social worker attraction I have worked on a project rejuvenating an existing initiative 

of a rolling advert which ran for a year and a half with little success. There is still appetite to have 

this in place as a beacon for social workers looking to move to Pembrokeshire. To ensure this project 

has a better chance I have analysed the effectiveness of the original initiative and determined how 

we could do this better. This has launched and will be monitored on a monthly basis. To extend the 

reach of this project I have mentored one of my peers on launching their own advert for Adult’s 

Social Worker roles (EV53, EV54) ensuring consistency in approach and measurable results. 

My experience with Pembrokeshire County Council due to the history of the organisation has been 

that some of the problems I’ve experienced, in recruitment for example, are often deep rooted so 

finding the reason for them can take time and a lot of questioning. The “5 Whys technique” (Mind 

Tools, 2016) has been a useful framework for me recently to find the root cause of these long-term 

problems. This is particularly prevalent in sourcing activities. There is currently a lack of competency 
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framework implementation in the interview process and so this has been something I support with 

on an individual base when managers are preparing for interview (EV60). This is a problem that 

appears to be due to a lack of understanding and investment in terms of time. Long term I would like 

to address but this is will require support from the wider team. 

When improving my ability to influence or negotiate with others I have worked to establish 

relationships when possible rather than going straight to pushing my agenda. I have worked 

remotely since starting my job in March 2020 and so I saw this as necessary before offering my own 

advice. This is supported by the attributes outlined by Yemm (2008) referenced by Johns and Perkins 

(2016, p. 84) who refers to the “ability to build alliances”, “friendliness” and “bargaining skill” as 

valuable when negotiating a result. The CIPD (2018) features influencing in their new profession map 

and aligns finding courage with having influence. I felt that the way this section of the new map talks 

about the need to “consider potential reactions” and to “engage regularly with key stakeholders” 

(CIPD, 2018) were reflected in the work I have taken to form relationships first (EV55, EV51) and 

influence second (EV59). 
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Report  - Team dynamics and political behaviour 

Understanding the structure of teams is invaluable for HR professionals in both their own working 

practice and in support they can offer to managers forming compatible teams in the wider 

organisation (Lamb, et al., 2014). Teams can constantly evolve, bringing a range of expertise, 

characters and competencies into the mix (Amy Edmondson - How to turn a group of strangers into 

a team, 2018) which can bring conflict and the emergence of political behaviour (Armstrong, 2009, 

p. 339). Understanding roles that different individuals play (Watson, 2014, p. 217) and identifying 

competencies required in a team (West, 2020) will help establish teams that support and challenge 

each other while working towards a common goal (Watson, 2014, p. 212). 

Watson (2014) references two theories that describe the makeup of teams and the common chain of 

development that a team might undergo in its lifetime.                                                                                          

Firstly, Belbin’s theory defines nine identifiable roles which can help a leader form a team (Watson, 

2014, p. 217). He stresses that not all nine are essential in a team, in fact recommending four to six 

as the optimal size of a team before resulting in compromise or conflict (An Interview with Meredith 

Belbin, 2008). Different combinations of these roles can be dependent on the team’s goal and for 

this reason the nine roles are divided into the following:  

 ”Task-related team roles” which are the “Shaper”, “Implementer” and “Completer finisher”  

and focus on questioning or challenging processes, the ability to identify tangible tasks and 

the timely execution of tasks respectively (Watson, 2014, p. 217). 

 “Social-related team roles” which are the “Resource investigator”, “Co-ordinator” and 

“Teamworker” and are characterised by bringing enthusiasm and initial energy to a team, 

organisation and delegation or submissive, co-operative behaviour respectively (Watson, 

2014, p. 217). 

 “Thinking-related team roles” which are the “Plant”, “Monitor evaluator” and “Specialist” 

and focus on problem solving, analysing potential solutions or focus on their area of 

expertise respectively (Watson, 2014, p. 217). 

Secondly, Watson (2014) references Tuckman’s theory of a five-stage development process for 

teams. The first, “Forming” sees an element of uncertainty as team members figure each other out 

socially and professionally; uncovering strengths, weaknesses and individual motivations. The next 

stage “Storming” sees conflict most likely as the team naturally develop roles and begin to work 

together on solutions. This stage is where emotions can come to the fore as potential hierarchy is 

established and ideas presented and quashed (Tuckman, 1963). The “Norming” stage sees the group 

dynamic fall into place, the team collaborate, and the team find the best way to work together so 

that by the next stage, “Performing”, everyone has their role and is focussed on the team’s overall 

goal to finish at the “Adjourning” stage (Watson, 2014, p. 215).  

While it could seem like the “Storming” stage is unnecessary conflict in an otherwise smooth 

process, this is an essential step in finding truly innovative solutions. Previous thought was that only 

“cohesive” teams led to “stability and higher productivity” (Watson, 2014, p. 213). This is exhibited 

by Google’s (2020) findings when looking at their best examples of effective teams. They found that 

it “mattered less about who is on the team, and more about how the team worked together 

(Google, 2020) – citing respectful behaviour promoting free speech as both an effective conduit for 

innovation but also in line with the company culture. There are, however, benefits to encouraging an 

element of conflict. Gifford (Lamb, et al., 2014) recommends a diverse mix of characters as people 

who all get on won’t challenge each other and innovate: “you need… enough of a mixture of 

strengths and perspectives in the team that you can be pushing the boundaries.” This is where 
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Belbin’s theory of diverse roles links to Tuckman’s as the diversity of roles leads to diversity of 

opinion and fresh ideas. In my own previous experience at Apple, working in an HR team of six from 

a range of backgrounds including acting, merchandising and management there were disagreements 

about direction to take but through a range of ideas we reached unique solutions for employee 

engagement. 

Whether leading to conflict or not, thrusting a diverse group together often results in organisational 

politics becoming apparent. Politics are a factor in any organisation and a manager or HR 

practitioner needs to develop “Political Sensitivity” (Armstrong, 2009, p. 340); understanding the 

history, hierarchy and culture of the business before decision-making or judgement while also 

avoiding getting involved themselves (Horn, 2009). Armstrong (2009, p. 339) believes that “political 

behaviour is inevitable in organisations because they consist of individuals” who are inherently 

looking to develop themselves while getting the job done and that it’s the job of a good manager to 

harness the individual drives of team members with polarising ideas to work together to achieve this 

common goal (Armstrong, 2009, p. 339). Rodgers (2006) stresses that while we may wish to help 

focus political thought in a team we “cannot control these conversations or the formation of 

coalitions in any meaningful sense” as the relationships and collaborations are a characteristic of 

bringing quality people in and allowing free thought. 

The negative impact to political behaviour is first on a social level with fighting or gossip which are 

never helpful (Armstrong, 2009, p. 340) but there are also business-level impacts that are potentially 

more disruptive. Armstrong (2009, p. 340) refers to “excessive and counterproductive lobbying” 

resulting in additional bureaucracy stalling productivity in teams. However, the opposite can be the 

case when a political thinker is involved with difficult decision-making as they are prepared to make 

a decision for their own benefit, which also keeps things moving (Armstrong, 2009, p. 339) the best 

examples of which are found in politics. Throughout the COVID-19 pandemic the UK government 

have been pushed to make decisions that either “follow the science” (Runciman, 2020) and save 

lives or reopen businesses and save jobs; when actually the decision made will be one that they 

believe makes them favourable to the voter base.     

In many of these sources, it is advised that strong Leadership is required for direction and managing 

teams political situations but HR also has a part to play in ensuring this happens. The CIPD (2020) 

refers to “social cohesion” being an essential part of building teams but challenging in a year that 

many teams are working virtually. It is still important to being diverse teams together to achieve 

great results but perhaps more than ever, it is important to listen and understand the political 

situation to ensure it does not get in the way of the teams goals. 

 

References 
Amy Edmondson - How to turn a group of strangers into a team. 2018. [Film] Directed by Amy 

Edmondson. USA: Ted Talks. 

An Interview with Meredith Belbin. 2008. [Film] Directed by Belbin. UK: Youtube. 

Armstrong, M., 2009. Armstrong's Handbook of Management and Leadership. 2nd ed. London: 

Kogan Page. 

CIPD, 2020. Developing effective virtual teams. [Online]  

Available at: https://www.cipd.co.uk/Images/developing-virtual-teams-1_tcm18-76431.pdf 

[Accessed 21 November 2020]. 



11 
 

Google, 2020. re:Work Identify dynamics of effective teams. [Online]  

Available at: https://rework.withgoogle.com/guides/understanding-team-

effectiveness/steps/identify-dynamics-of-effective-teams/ 

[Accessed 12 November 2020]. 

Horn, R., 2009. The Business Skills Handbook. 1 ed. London: CIPD. 

Lamb, P. et al., 2014. CIPD Podcast: Building the best team. [Sound Recording] (CIPD). 

Rodgers, C., 2006. Informal Coalitions, s.l.: Organisations and People. 

Runciman, D., 2020. Boris Johnson is learning that in politics you cannot simply 'follow the science'. 

[Online]  

Available at: https://www.theguardian.com/commentisfree/2020/oct/24/boris-johnson-politics-

science-prime-minister-data 

[Accessed 21 November 2020]. 

Tuckman, B. W., 1963. Developmental sequence in small groups. Psychological Bulletin, Issue 63, p. 

384–399. 

Watson, G., 2014. Effective Team-building and Communication. In: G. Watson & S. Reissner, eds. 

Developing skills for business leadership. London: CIPD, pp. 209-232. 

West, M., 2020. The key components of effective teamworking during the COVID-19 Crisis. [Online]  

Available at: https://people.nhs.uk/teamworking/the-key-components-of-effective-teamworking-

during-the-covid-19-crisis/ 

[Accessed 18 November 2020]. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



12 
 

Personal Statement – Continuing Professional Development 

Presented in my portfolio is evidence to outline the start of my Continuing Professional 

Development (CPD) built against the CIPD’s HR profession map. I have started this process at the 

beginning of November 2020 with goals that stretch into next year with the intention of presenting 

an update in March 2022. I have selected one core professional area, one professional area and two 

behaviours which I would like to focus on and I believe will benefit me in the role I am in as well as 

building on my skills for the future. 

Continuous Professional Development is by definition an activity that should always be relevant for 

me to develop in my HR career. In order to maintain professional standards this needs to be a 

process that is ongoing (D'Souza, et al., 2015). Given the scope of my organisation, this isn’t 

something which is formally promoted but it is encouraged by my colleagues in HR to stay on top of 

the latest developments in the profession. 

Woodhams et al. (2016, p. 117) detail six steps for success in planning personal development which I 

have aimed to follow and will continue to. These are: 

1. To identify areas to work on through a skills audit 

2. Create clear objectives that I want to achieve by working on a particular skill 

3. Identifying specific opportunities that I could improve  

4. Devising experiences which will develop these skills 

5. Implementing the plan 

6. Assessing the outcome 

The CIPD reference “Identifying Your Learning Needs” (Woodhams, et al., 2016, p. 117) as a key part 

of this process as needs will evolve over time and it is important that my development plan evolves 

to remain relevant to me. Woodhams et al. (2016, p. 117) highlight a few methods for assessing your 

needs for development but I have mainly focussed on a “Situational Approach” as I am fairly new in 

my role and there are many things I want to learn to raise my confidence and extend my influence 

within the team. I spent some time studying my Job Description (EV64) and outlined that my role is 

primarily focussed on employee relations, specifically absence related, and so my choice for focus 

areas has been informed by this. Another aspect of the role is in an advisor capacity and so I wished 

to select areas that would help me present informed, relevant advice to managers and peers. 

On the profession map I selected the following four areas with the following justification: 

 Insights, Strategy and Solutions – with the range of stakeholders I currently work with within 

the council I am keen to understand the impacts HR can have on these areas to offer them 

relevant guidance. 

 Employee Relations – as explained this is a primary function of the role and I want to be as 

effective as possible. 

 Courage to Challenge – in regards to employee relations I am keen to be able to challenge 

managers decisions and ensure an effective service. This is particularly relevant to me as I 

am fairly new to the Authority and so wish to have an impact. 

 Skilled Influencer – I bring relevant experience from my previous employer and want to be 

able to utilise this to skilfully question policies and influence change within the organisation 

 

The “My CPD Map” (CIPD, 2016) tool was very helpful in assessing my skill level in areas relevant 

areas to me and I measured these against “Band 2” of the 2013 Hr profession map (CIPD, 2013) 
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which looks at an advisor level role. I feel this level not only reflects my level of study but also the 

role I am currently working in within Pembrokeshire County Council. 

I met with my manager to talk through these areas for improvement and we developed these into 

some clear objectives I could set. She also helped me create some experiences I could approach to 

develop these skills. At this point I have begun to carry out some of these experiences which I will 

then continue to follow up on in my development plan (EV68). As part of my preparations for study, I 

have completed two different learnings styles questionnaires VARK (EV65, EV66) and Honey and 

Mumford’s (EV67). Both of these have leaned towards an action oriented and practical element to 

my learning style and so I believe, setting myself more real life experiences rather than studying 

theory will be crucial in developing skills. Interestingly, the Honey and Mumford questionnaire 

(EV67) has also identified me as a Theorist which I believe is more in relation to the way that I like 

critically assess mine and other’s work. I think this will be most useful at the “Assessment” stage of 

the development plan process (Woodhams, et al., 2016, p. 118) which I haven’t completed yet as I 

am working through the plan. 

My focus areas may evolve over time as I progress in my role but I believe that during the time span I 

have set these will continue to be relevant to me. In order for this to become part of my normal 

working practice, I have already begun to set a specific time each week (EV63) when I focus on my 

CPD and have arranged this with my manager so they are aware of this expectation. After 

completing my study I would also like to incorporate aspects of the “New Profession Map” (CIPD, 

2018) which takes a future look at the HR role and will potentially prepare me for the next stage of 

my career. 
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DUNCAN HOOK 
EVIDENCE MATRIX 

CIPD Membership No: 
 
5665008X 

Qualification: CIPD Level 5 Diploma in Applied Human Resources Unique Learner No. (ULN): 
 
1920325 

Unit 
code 

Unit Title Assessment 
Criteria no. 

Evidence description Evidence 
reference 
number 

Assessor 
initials 

I/V initials if 
sampled 

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Welcome to the CIPD 
Student membership 
(Welcome Letter) 

EV1   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Welcome to the CIPD 
Student leaflet 
(sample) 

EV2   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot from CIPD 
website – Continuing 
Professional 
Development (CPD) 

EV3   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot from CIPD 
website – Knowledge 
Hub 

EV4   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 CIPD Code of conduct  EV5   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 UWTSD Student Code 
of conduct – from 
UWTSD site 

EV6   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Quicklinks page from 
UWTSD site 

EV7   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot of Moodle 
homepage with links 
including CIPD Level 5 
course 

EV8   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot from 
Moodle contact details 
for Lecturer Julie 
Thomas 

EV9   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Sample screenshots 
from PROGRAMME OF 
STUDY HANDBOOK 
CIPD Diploma in 
Applied Human 
Resources 
Level 5 (from Moodle) 

EV10   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot of UWTSD 
Library website 

EV11   
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5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Example of Module 
Specific Moodle page – 
‘Understanding 
Resource and Talent 
Planning’ 

EV12   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot of course 
timetable on Moodle 

EV13   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 CIPD Level 5 Induction 
Questionnaire 

EV14   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot of Coleg Sir 
Gar Gateway 

EV15   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Screenshot of 
homepage for Wales 
Essential Skills Toolkit 
(WEST)  
 

EV16   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 WEST results page – 
Application of Number 

EV17   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 WEST results page – 
Digital Literacy 

EV18   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 WEST results page – 
Communication English 

EV19   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Apprenticeship 
Learning Agreement 

EV20   

5CDPP Developing Professional Practice in 
Human Resources 

1.1, 1.2, 1.3 Apprenticeship 
contract between 
employer and B-WBL 

EV21   

5CDPP Developing Professional Practice in 
Human Resources 

3.1 Email presenting 
summary of findings 
after assessing the 
retired rolling ad 

EV22   

5CDPP Developing Professional Practice in 
Human Resources 

3.1 Report assessing 
performance of 2019 
rolling ad for Social 
Workers 

EV23   

5CDPP Developing Professional Practice in 
Human Resources 

3.1, 3.2 Data pulled from iTrent 
system assessing 
performance of 2019 
rolling ad for Social 
Workers 

EV24   

5CDPP Developing Professional Practice in 
Human Resources 

3.1, 4.3 Email proposing new 
Rolling Ad text sent to 
Head of Service 

EV25   

5CDPP Developing Professional Practice in 
Human Resources 

3.1 New Rolling Ad Text EV26   
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5CDPP Developing Professional Practice in 
Human Resources 

3.1, 4.3 Outlook invite 
organising meet with 
Recruitment team to 
outline process 

EV27   

5CDPP Developing Professional Practice in 
Human Resources 

3.1, 4.3 Follow up email to 
recruitment team 
summarising my plan 
for Rolling Social 
Worker Ad process 

EV28   

5CDPP Developing Professional Practice in 
Human Resources 

3.1, 3.2 Email example follow 
ing up with selecting 
manager for job ad 
which hadn’t 
performed well 

EV29   

5CDPP Developing Professional Practice in 
Human Resources 

3.1, 4.3 Email example 
negotiating marketing 
support for job ad 
which additional 
advertising push 

EV30   

5CDPP Developing Professional Practice in 
Human Resources 

3.1, 4.3 Continued. email 
example negotiating 
marketing support for 
job ad which additional 
advertising push 

EV31   

5CDPP Developing Professional Practice in 
Human Resources 

3.1 Email example of 
Reporting back to 
selecting manager on 
marketing strategy for 
advertising job ad 

EV32   

5CDPP Developing Professional Practice in 
Human Resources 

3.1 Email discussing 
advertising social 
worker jobs outside of 
the rolling advert 

EV33   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Example of recurring 
calendar meeting with 
managers and report 
Building Maintenance 
absence 

EV34   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Email organising 
meeting with 
colleagues in my team 
to brainstorm 
problems and solutions 
for absence reporting 

EV35   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Example sample of 
tracker in use to record 
and report absence  
(employee info 
redacted) 

EV36   

5CDPP Developing Professional Practice in 
Human Resources 

3.2, 3.1 Email summarising 
problems and solutions 
brainstormed from 
meeting on absence 

EV37   

5CDPP Developing Professional Practice in 
Human Resources 

3.2, 3.1 Follow up introducing 
proposed new tracker 
to be used from the 
new year 

EV38   

5CDPP Developing Professional Practice in 
Human Resources 

3.2, 3.1 Sample of new absence 
reporting tracker – 
Short Term Absence 

EV39   
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5CDPP Developing Professional Practice in 
Human Resources 

3.2, 3.1 Sample of new absence 
reporting tracker – 
Long Term Absence 

EV40   

5CDPP Developing Professional Practice in 
Human Resources 

3.1 Analytics provided 
from digital marketing 
from recruitment ads 
with social media/job 
site push 
 

EV41   

5CDPP Developing Professional Practice in 
Human Resources 

3.1 Email offering quick 
analysis of analytics 
from recruitment ads 
with social media/job 
site push 

EV42   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Email discussing 
options to source 
additional data from 
applicants ie. where 
they heard about the 
job 
 

EV43   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Email chain follow up 
after discussion 
brainstorming solutions 
to expand advertising 
for Social Worker posts 
– suggestion of 
involvement with 
graphic design 
 

EV44   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Example of Graphic 
Design currently in use 
for Dom Care roles and 
could be utilised for 
Social Worker posts 
 

EV45   

5CDPP Developing Professional Practice in 
Human Resources 

3.2, 4.3 Email contacting admin 
to add question to 
application form 

EV46   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Email summarising 
brainstorm session 
with building 
maintenance managers 
around absence 
 

EV47   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Contacting recruitment 
agency around 
recruiting social 
workers 

EV48   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Follow up from 
recruitment agency 
around recruiting social 
workers 

EV49   

5CDPP Developing Professional Practice in 
Human Resources 

3.2 Example email offering 
advice to managers on 
ER/health related 
issues 
 
 

EV50   
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5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email 
introducing myself to 
Manager and 
suggesting an approach 
to absence 
management 

EV51   

5CDPP Developing Professional Practice in 
Human Resources 

4.3, 3.1 Email summarising 
from previous 
discussion to outline a 
new approach to 
absence management 
for Building 
maintenance 

EV52   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Meeting Invite/Agenda 
to meet with a peer to 
outline how I handle 
recruitment activity.  
 

EV53   

5CDPP Developing Professional Practice in 
Human Resources 

4.3, 3.1 Email sent to the same 
peer sharing the 
proposed text for 
rolling children’s social 
worker advert to help 
them develop one for 
adult’s services 
 

EV54   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email 
introducing HR to a 
new manager to start 
working relationship 
 

EV55   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email with a 
peer to take on a 
different aspect of the 
role (in this case exit 
interviews/workforce 
planning activity) 

EV56   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email follow 
up with manager in 
Building Maintenance 
to remind them of 
absence process 

EV57   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email 
supporting Manager in 
Finance with their first 
Absence review 
meeting 
 

EV58   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email advising 
new manager on 
interview process  

EV59   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email helping 
manager form 
competency questions 
for interview 
 

EV60   

5CDPP Developing Professional Practice in 
Human Resources 

4.3 Example email helping 
to guide selecting 
Manager to decide 
interview outcome 
 

EV61   
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5CDPP Developing Professional Practice in 
Human Resources 

5.1, 5.2, 5.3 Selected sections of 
the HRPM for Student 
Assessment ‘My CPD 
Map’ 

EV62   

5CDPP Developing Professional Practice in 
Human Resources 

5.1, 5.2, 5.3 Recurring appointment 
to have CPD time set in 
calendar 

EV63   

5CDPP Developing Professional Practice in 
Human Resources 

5.1, 5.2, 5.3 Job Description of my 
role 

EV64   

5CDPP Developing Professional Practice in 
Human Resources 

5.1, 5.2, 5.3 Results of VARK 
Questionnaire 

EV65   

5CDPP Developing Professional Practice in 
Human Resources 

5.1, 5.2, 5.3 Explanation of 
Kinesthetic learning 

EV66   

5CDPP Developing Professional Practice in 
Human Resources 

5.1, 5.2, 5.3 Results of Honey & 
Mumford 
Questionnaire and 
explanations 

EV67   

5CDPP Developing Professional Practice in 
Human Resources 

5.1, 5.2, 5.3 Development Plan (to 
date) 

EV68   

Candidate declaration: 

 I confirm that the work/evidence presented for assessment is my own unaided work.  

 I have read the assessment regulations and understand that if I am found to have ‘copied’ from published work without 
acknowledgement, or from other candidate’s work, this may be regarded as plagiarism which is an offence against the 
assessment regulations and leads to failure in the relevant unit and formal disciplinary action. 

 I agree to this work being subjected to scrutiny by textual analysis software if required. 

 I understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of 
the Data Protection Act 1998. 

 I understand that the work/evidence submitted for assessment may not be returned to me and that I have retained a copy for 
my records. 

 I understand that until such time as the assessment grade has been ratified through internal and external quality assurance 
processes it is not final. 

Signature: 

 

Date: 31/12/2020 
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EV14 

Induction Questionnaire 

Diploma in Applied Human Resources 

April 2020 

 

 Question Answer 

1. When, where and at what time will the course be 
delivered? 

Wednesdays (various dates on 
timetable), 9:30am, Microsoft 
Teams or Carmarthen campus 

2. How many modules form part of the programme? 16 

3. What are the term dates for this year? 20/4/2020-10/7/2020.  
 
 

4. What is Moodle? Site to access documents 
reading resources, links, 
Turnitin etc. for each module  
 

5. What is Eduroam? Free on-site WIFI.  
 

6. What is Turnitin? Service which allows you to 
upload a your written 
assessments. Open until the 
submission date. Both the 
standard and draft versions 
measure a similarity score to 
help avoid plagiarism. 

7. Do you know when you are required to hand in work? Yes, it’s on my timetable 

8.  What are the core texts for this programme? Studying Human Resource 
Management – Taylor & 
Woodhams 
Human Resource Management 
– Taylor & Woodhams 
Introduction to Employment 
Law – Kathy Daniels 

9.  Do you know how to access the library catalogue? Yes through the website. I 
have it bookmarked. 

10.  Do you know who to go to if you have a question/concern 
about the course? 

Yes, Julie or Student Support 
Services. 

11.  What is the name of the Training Adviser? Carola Platz 

12. What is the name of the course lecturer? Julie Thomas 

13.  Will you be expected to complete work outside lessons? Yes 450 hours self study 

14. Do you need to be a member of the CIPD? Yes a Student member 

15.  What support is available for study skills?  
Workshops TBC 

16.  Do you know where the fire-exits and first aid points are 
for the building? 

N/A until September 2020.  
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17. How many credits is the programme? 90 

18. What is the length of the programme? 2 years 

19.  Do you know where to find the student handbook and 
timetable? Where? 

Yes Moodle 

20. What academic level is this qualification? Level 5 Diploma 
 

Name: Duncan Hook 

Signed:  

CIPD Membership Number: 

Signature of Lecturer: 

Date: 
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EV22 

 

 

EV23 

Performance of Social Worker Rolling Ad 2019-20 

As we are now at the point of closing the Rolling Advert for social workers and looking to relaunch 

with a new strategy, I wished to review the performance of the advert over the time it has been 

open to see whether it would point the way forwards for advertising for Children’s Social Worker 

posts. 

The rolling advert was open from 13/05/2019 for a total of 516 days. The intention of this advert 

was to have a clear destination for potential applicants while also giving us a bit more control to see 

where a candidate may fit within the service. It advertised for Social Workers and Senior Social 

Workers in both Adult’s and Children’s services. After it launched the ad was left on the PCC 

recruitment site and checked regularly by the recruitment team for applicants. During that time, it 

received 31 applicants.  

During this time span, we separately advertised a range of other Social Worker posts. The first just 

over a month later on the 19/06/2019. According to managers within these areas, they either were 

unaware of the rolling advert, didn’t want to rely on it as they felt the applicants were less engaged 
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or wanted to give additional push to the area they were advertising for. During the lifetime of the 

rolling ad, 56 individuals applied for these posts. 

 

 

 

In addition to these adverts we also advertised for 5 Trainee Social Worker posts which received 156 

applicants which obviously dwarfs the results for already qualified applicants. 

 

Looking at the stats (provided as Appendix), it’s clear that the performance of the rolling ad has been 

poor but it has also been hampered by some direct competition with other adverts launching in the 

same window and poor visibility. There were also comments from managers that the rolling ad was 

36%

64%

Total Social Worker Applicants During Lifespan 
of Rolling Ad

Senior Social Worker/Social
Worker
(Rolling Ad)

Individual Social Worker
Ads
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seen as a bit of dead end for candidates as there was no deadline to apply and no clear process of 

having this checked. 

As there is still an appetite from Jon and Darren to have a rolling advert for Social Workers I think we 

need to insist that no other adverts run at the same time as this does deliver a confusing message. 

We have also discussed that the ad running for Adult’s and Children’s is too broad and results in 

applicants confused at what they are applying for these will be separated from now on. 

After brainstorming solutions these are the recommendations: 

 Enforce the rolling advert as the only way to apply for SW roles 

 Refresh advert more regularly so it doesn’t become stale – update wording or simply just re-

upload 

 Look into alternative methods to promote the rolling advert (digital, social media etc.) 

 Develop a more timely, consistent approach to screening candidates 

And, in addition: 

 Revisit the potential for additional trainee social workers due to the great response 
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EV25 

 

 

EV26 

Children’s Services - Social Workers / Senior Social Workers  

We are seeking qualified and experienced Children’s Social Workers and Senior Social Workers to 

join Pembrokeshire County Council’s teams within the Social Services and Housing directorate. We 

have opportunities across a range of roles offering permanent, fixed term and temporary contracts 

with a variety of options for flexibility. 

Joining the Pembrokeshire team now would provide many opportunities to bring new ideas, develop 

in different ways professionally, and to contribute directly to the work to promote a culture of 

continuous improvement, reflection and learning. 

We provide a supportive working structure across all of our social care teams, ensuring you have all 

you need to perform to the best of your abilities, whilst doing a job you love. 

For any queries regarding available opportunities please contact: [Jo or Duncan email] 

As well as a supportive management team the following is just a taster of the range of benefits of 

joining the PCC team: 
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 Generous Annual Leave of up to 30 days 

 Membership of the Local Government ‘career average' defined benefit pension scheme 

 Flexible and agile working  

 Access to discounts on a range of products, services and attractions 

 A wide range of resources to support your health and wellbeing, including a professional in-                       

house occupational health service and access to counselling services 

 Generous occupational maternity and paternity pay plan, on top of statutory benefits 

 Professional registration fees reimbursed 

 Generous relocation package up to GBP 8,000 - which could include for example rent in lieu 

of a planned house purchase, removal and storage fees and legal/mortgage arrangement 

fees for house purchase.  

 Salary sacrifice schemes 

Roles with the Childcare Assessment and Children in Need teams are also eligible to receive a 

Market supplement payment of £3,000 per annum and a Golden Hello Incentive – please contact 

the recruitment team to find out more. The Golden Hello incentive applies to candidates who are 

not currently employed by Pembrokeshire County Council. 

This post is subject to the Rehabilitation of Offenders Act (Exceptions Order) 1975 and as such it will 

be necessary for a submission for Disclosure to be made to the Disclosure and Barring Service 

(formerly known as CRB) to check for any previous criminal convictions. 

Professional Registration: Successful applicants will be required to be registered as a social worker 

with Social Care Wales prior to taking up their post and to be able to provide evidence of this. 

We request that all applicants submit online applications. If you are unable to do this, please 

contact the Recruitment Administrator as early as possible on 01437 776358.  

Additionally, if you have any further needs or require any further support in the recruitment 

process please get in touch on 01437 776358 or by emailing recruit@pembrokeshire.gov.uk 

If you are an existing user, please ensure you are logged in to your account prior to starting an 

application form. 

Welsh language skills are desirable.  

Applications may be submitted in Welsh and will not be treated less favourably than applications 

submitted in English. 
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EV41 

Recruitment Stats 

 

Reach Number of people that saw the post appear on their newsfeed 

Engagement The number of people engaging with the post through comments, 
likes, shares and clicking a link for more info 

Total likes Number of likes left on a post 

Total comments Number of comments left by people on the post 

Total shares Number of times the post was shared to people’s newsfeed 
 

Broadband engagement Officers x4  

Facebook (paid for ad) 

Reach Engagement Comments Likes Shares 

34,731 4,896 88 136 86 

 

SQL Database Administrator  

Facebook (not paid for) 

Reach Engagement Comments Likes Shares 

7,994 627 2 9 23 

3,840 137 2 1 3 

1,675 15 0 0 0 
 

Indeed (paid for ad) 

Click throughs to PCC website 648 
 

Linkedin (paid for ad) 

Views 114 

Apply clicks 17 

 

 

 

 

 

Key for Facebook stats 
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Refuse/Recycling Loader Drivers 

Facebook (not paid for) 

Reach Engagement Comments Likes Shares 

17,531 2,031 11 41 97 
 

Indeed (not paid for) 

Click throughs to PCC website 1,156 

 

 

Family Placement Officer  

Facebook (not paid for) 

Reach Engagement Comments Likes Shares 

5,569 538 2 2 9 
 

Indeed (not paid for) 

Click throughs to PCC website 1,160 

 

Home Care Support Workers x10  

Facebook (paid for – still running) 

Reach Engagement Comments Likes Shares 

8,559 473 2 35 45 
 

Indeed (paid for ad – still running) 

Click throughs to PCC website 865 
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Job Description  

Job Title: Senior HR Assistant    Job ID/ 
Post ref: 

PS064 

Directorate: Corporate  Role 
Profile: 

BS3S 

Service Area: Human Resources Grade: 7 

Reporting to: HR Advisor Date of 
Issue: 

Sept 2019 

 

Job Purpose:  

 To provide effective advice to managers on a range of employee relations and case-related activity 

under the supervision of the HR Advisor in line with our terms and conditions, policies, procedures 

and legal obligations. 

 To monitor and facilitate absence management for a designated area to improve attendance and 
to support and develop managers to successfully manage absence issues.  

 To provide all aspects of HR Administration  

Principal duties and responsibilities: 

1. Ensure absence management is dealt with in a timely and consistent manner by managing: 
a. Absence policy alerts 

b. Absence monitoring recording 

c. Return to work interview monitoring 

d. Providing template letters with advice notes  

e. Line manager action and compliance reporting 

f. Email Push Reports to designated recipients 

2. Support managers to carry out effective absence review meetings by acting in an advisory 

capacity, under the guidance of the HR Advisor. 

3. Gather and accurately record all relevant information in respect of an employee’s circumstances 

in order to effectively manage absence and to enable the authority to evidence that reasonable 

steps have been considered and explored. 

4. To oversee a caseload in an efficient, timely and effective manner, ensuring compliance with 

policies, procedures, practices and legislation. 

5. Provide advice and guidance to managers across the full range of Employee Relations policies 

including disciplinary, grievance and capability under the direction of the HR Advisors. 

6. Support line manager in Occupational Health and wellbeing service referrals and advise managers 

on return to work and phased return practices. 

7. Provide support for reasonable adjustment diagnostics. 

8. HSE individual case specific diagnostic on the stress management standards 

9. Where a breakdown in workplace relationships is cited, support in undertaking workplace 

investigations including providing mediation interventions 

10. In conjunction with Occupational Health liaise with relevant employee support agencies (i.e. 

Macmillan, Bereavement services)  
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11. Provide advice and guidance on difficult and complex individual cases, including termination of 
employment. 

12. Support HR Advisor with line management coaching on absence and employee relations 
management. 

13. Support the provision – alongside the HR Advisor - of an effective and efficient HR advisory service 
on all HR matters and working within the relevant Schools Service Level Agreement. 

14. Develop constructive working relationships with Managers, Trade Union representatives and 
employees and have the ability to manage challenging and sensitive situations effectively.  

15. To assist in the recruitment, selection and promotion of employees in line 
with policy and procedure when required. 

16. Provide support to HR Assistants in all aspects of transactional HR Administration.   
17. Ensure that employee records, including electronic personnel files via Info@Work are maintained 

to set standards. 
18. Maintain data on the HR Database iTrent, inputting information on new and existing employees, 

and ensure that the database remains accurate and reliable. 
19. To contribute to the continuous improvement of HR systems and 

practices. 
Relationships: Responsibility for People – Supervision/Management: 

1. The post will report to the HR Advisor 
2. There are no direct staff reports 
3. Provide proactive support to colleagues within the wider HR team and across the Authority 

Impact and Advising: Decision making, Planning requirements and Procedural context: 

1. You will be working within prescribed policy, under the guidance of HR Advisors, but you will be 
expected to contribute to the development and improvement of transactional HR workflows and 
administration generally, within the HR service.  

Relationships: Communication / Nature of Contacts:   

1. Provision of HR advice and guidance to managers, school leaders / Headteachers with responsibility 
for staff  

2. Communication with Occupational Health to ensure the effective management of absence and 

employee medical issues 

3. Work collaboratively with peers to ensure best practice is upheld 

Job Working Environment: 

1. Office based, with travel to other work locations being a general feature of the job 
 

Person specification – Qualifications, Knowledge, Experience & Skills: Essential Desirable 

1. CIPD Level 5 or equivalent HR experience is essential  
2. Able to demonstrate strong customer service skills  
3. Ability to confidently challenge current ways of working and influence     
and encourage change  
4. Ability to demonstrate a good understanding of essential employment law 
and best practice guidance to give advice about legal rights and remedies. 
5. Clear and confident communicator (verbal and written)  
6. Proficient IT user (to ECDL or equivalent standard). 
7. Knowledge of HR IT systems 
8. Must be well organised, capable of planning and prioritising own workload 
and to work unsupervised. 
9.Attention to detail and a high degree of accuracy 
10.Flexible approach to duties.  Must be able to work on own initiative and 
perform effectively under pressure. 

√ 
√ 
√ 
 
√ 
 
√ 
√ 
√ 
√ 
 
√ 
√ 
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11.Must understand the importance of confidentiality and discretion in 
handling HR information. 
12.Proven ability to work effectively in a team to achieve performance 
measures. 
13. Welsh language 

√ 
 
√ 
 
 

 
 
 

√ 
 

General Responsibilities: 

Corporate: To actively support and ensure compliance with the Safeguarding Policy, Health & Safety 
Policy, Equal Opportunities Policy and Data Protection Policy.  You may be required to undertake such 
other duties as may reasonably be required of you, commensurate with your grade or general level of 
responsibility within the organisation. 

Author: C Evans 
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Activist Reflector Theorist Pragmatist  

20 

19 

18 

17 

16 

15 

14 

13 

20 

 

 

19 

 

 

 

18 

20 

 

19 

 

18 

 

17 

16 

20 

 

19 

 

18 

 

17 

 

 

Very strong preference 

12 

 

11 

17 

16 

15 

15 

 

14 

16 

 

15 

Strong preference 

10 

9 

8 

7 

14 

13 

12 

13 

12 

11 

14 

13 

12 

Moderate preference 

6 

5 

4 

11 

10 

9 

10 

9 

8 

11 

10 

9 

Low preference 

3 

 

2 

 

1 

 

0 

8 

7 

6 

5 

4 

3 

2 

1 

0 

7 

6 

5 

4 

3 

2 

1 

0 

8 

7 

6 

5 

4 

3 

2 

1 

0 

 

 

 

Very low preference 
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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 looking 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 involving 
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 into 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. 

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 it's good'. 

 

       ° Honey and Mumford 1986 
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