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1. [bookmark: _Toc196162031]Introduction
Coach and mentors are key individuals in any a company, it helps employees grow in their career and it increase their value in the organization, developing coaching and mentoring skills are essential for navigating the complexities of modern workplace. Therefore, coaching tends to be short term and often ask powerful questions, provide feedback and use proven techniques to guide employees toward solution without offer direct advice, by other side mentoring offers guidance, advice, and support in long term. Both approaches are valuable in professional and personal growth, and their effectiveness depends on the individual’s goals and needs. While coaching is best for targeted skill – building, mentoring is ideal for comprehensive career guidance and support (coaching and mentoring network, 2022).

The aim of this report is to analyse the importance of develop coach and mentor skills in the workplace. Understand and explain advantages and disadvantages of coach and mentor for a contribution of a healthy workplace, list the coaching skills and explain their importance, explain the GROW model, reflect on my coaching and mentor assessment, Swot analysis of myself, audit skills and a conclusion of this report.


2. [bookmark: _Toc196162032]The importance to develop coach and mentor skills.
In any professional environment, the ability to coach and mentor others is increasingly recognized as a critical skill. These practices go beyond just managing people—they involve guiding, supporting, and empowering individuals to reach their full potential. As organizations evolve and face new challenges, developing strong coaching and mentoring skills becomes essential for leaders, managers. These skills foster a culture of learning, build strong teams, and contribute significantly to both individual and organizational success (Verlinden, 2025).


· Why Developing Coaching and Mentoring Skills is Important?

Coaching and mentoring play distinct but complementary roles. Coaching is typically goal-oriented and focused on short-term development, often used to improve performance or specific skills. Mentoring, on the other hand, is more holistic and long-term, offering guidance on career growth, decision-making, and personal development. Both require a skillset that includes active listening, empathy, effective communication, and the ability to give constructive feedback.

Developing coaching and mentoring skills enables individuals to support others in overcoming challenges, learning from experiences, and building confidence. For leaders, these skills are vital to unlocking the potential within their teams. By fostering open dialogue and encouraging critical thinking, coaches and mentors can help employees become more engaged, self-aware, and motivated. This, in turn, leads to better performance, improved morale, and stronger retention rates.

On a broader level, organizations that invest in coaching and mentoring practices tend to experience enhanced productivity, stronger leadership pipelines, and a more positive workplace culture. These skills also support succession planning by preparing future leaders and encouraging continuous learning throughout the organization (Sword, 2022).

3. [bookmark: _Toc196162033]Coaching and mentoring advantages and disadvantages
Coaching and mentoring have advantages but also disadvantages which will demand future improvement for each department and individual:
 
Advantages of Coaching 

· Improved Performance: Coaching helps individuals identify goals, work on weaknesses, and maximize strengths. With regular feedback and guidance, employees often become more productive and focused.
· Personalized Development: Unlike generic training, coaching is tailored to the individual’s needs, making the development process more relevant and effective.
· Fosters Accountability: Coaches encourage individuals to set clear objectives and take responsibility for their progress, which builds independence and initiative.
· Boosts Confidence: As individuals achieve milestones through coaching, they gain confidence in their abilities and decision-making.
· Encourages Problem-Solving: Coaches guide rather than instruct, helping individuals think critically and find their own solutions—skills that are transferable across many roles (Haycock, 2025).

Disadvantages of Coaching Skills

· Time and Resource Intensive: Effective coaching requires time and commitment. In busy work environments, it may be difficult to prioritize coaching over daily tasks.
· Not Always Effective: If the coach lacks proper training or if the coachee is unmotivated or unreceptive, the process may not yield positive results.
· May Create Dependency: Poorly managed coaching relationships can lead to individuals relying too heavily on their coach for direction.
· Short-Term Focus: Coaching often targets immediate performance or skill gaps, potentially overlooking broader career development or long-term goals.


Advantages of Mentoring Skills

· Supports Career Development: Mentors provide insight and guidance that help individuals navigate their career path, make informed decisions, and set long-term goals.
· Promotes Knowledge Transfer: Experienced mentors can pass on valuable industry knowledge, cultural understanding, and practical wisdom that is not easily learned through formal education.
· Builds Relationships: Mentoring strengthens professional relationships and contributes to a supportive and collaborative workplace culture.
· Encourages Retention: Employees who have mentors often feel more valued and engaged, leading to higher job satisfaction and lower turnover.
· Prepares Future Leaders: Mentoring helps develop leadership qualities and strategic thinking in less experienced employees, ensuring a strong leadership pipeline.





Disadvantages of Mentoring Skills


· Discrepancy in Pairing: If the mentor and mentee do not have aligned values or goals, the relationship may not be productive or comfortable.
· Lack of Time: Like coaching, mentoring requires time and energy. Mentors with demanding schedules may struggle to provide consistent support.
· Possible Overdependence: A mentee may rely too heavily on a mentor’s advice, potentially weakening their own decision-making ability and confidence.










[bookmark: _Toc196162034]3. 10 coaching skills and their importance
 
Coaching is a powerful process that facilitates personal and professional development. It relies on a variety of skills that help coaches guide their clients toward achieving their goals. Here’s an exploration of some essential coaching skills and their importance (ATS, 2025).

Listening
Active listening is at the heart of effective coaching. It involves fully concentrating, understanding, responding, and remembering what the client says. This skill fosters trust and respect, allowing clients to feel heard and valued. When clients know that their coach is genuinely listening, they are more likely to open up, share their thoughts, and explore deeper issues.

Questioning
Effective questioning stimulates critical thinking and self-reflection in clients. Coaches utilize open-ended questions to encourage clients to articulate their thoughts, feelings, and motivations. This skill not only helps clients gain clarity but also empowers them to explore options and solutions independently. Good questions can lead to breakthroughs and deeper insights.

Building Rapport
Establishing a strong rapport is crucial for a successful coaching relationship. It creates a safe and supportive environment where clients feel comfortable sharing their vulnerabilities. Coaches build rapport through empathy, understanding, and genuine interest in the client’s journey. A strong rapport enhances communication and collaboration, allowing for more productive sessions.

Empathising
Empathy is the ability to understand and share the feelings of another. In coaching, it involves recognizing and validating a client’s emotions and experiences. By empathizing, coaches can connect with clients on a deeper level, fostering trust and encouraging openness. This connection is essential for clients to feel supported as they navigate challenges and pursue their goals.

Summarising & Reflecting
Summarising and reflecting involve paraphrasing what the client has said and highlighting key themes or emotions. This practice not only demonstrates active listening but also helps clients clarify their thoughts. It allows clients to see their ideas from a different perspective, often leading to new insights. This skill reinforces understanding and ensures that the coach and client are aligned.

Unlocking Limiting Beliefs
Many clients have beliefs that hinder their progress. Coaches help clients identify and challenge these limiting beliefs by facilitating discussions that encourage self-exploration. This skill is vital for promoting personal growth and enabling clients to adopt a more empowering mindset. When clients recognize and overcome these barriers, they can move forward more confidently.

Staying Focused
Coaches help clients maintain focus on their goals and priorities. This skill involves guiding discussions to ensure that they remain productive and aligned with the client’s objectives. Staying focused prevents sessions from veering off track, allowing for efficient use of time and resources. It also reinforces accountability, encouraging clients to take actionable steps toward their goals.

Being Non-Judgmental and Open-Minded
A non-judgmental attitude is essential for creating a safe coaching environment. Coaches must approach sessions with an open mind, free from biases or preconceived notions. This openness encourages clients to explore their thoughts and feelings without fear of criticism. It fosters an atmosphere of acceptance and understanding, which is crucial for effective coaching.

Giving Constructive Feedback
Providing constructive feedback is a vital coaching skill that helps clients recognize areas for improvement. Feedback should be specific, actionable, and framed positively. This approach encourages growth and development while maintaining the client’s motivation. When clients receive constructive feedback, they can make informed decisions about their actions and strategies.

Resisting Temptation to Tell
Coaches must resist the urge to provide solutions or advice, as this can undermine the client’s autonomy. Instead, they should facilitate discovery and encourage clients to find their own answers. This skill promotes empowerment and self-efficacy, enabling clients to develop problem-solving skills that will serve them beyond the coaching relationship (Forbes, 2016).

In summary, these coaching skills are interrelated and collectively contribute to a successful coaching process. By honing these skills, coaches can create a supportive environment that fosters growth, self-discovery, and lasting change.










[bookmark: _Toc196162035]4. Grow Model

A popular coaching paradigm for promoting both professional and personal growth is the GROW model. The acronym GROW, which stands for Goal, Reality, Options, and Way Forward, was created by Sir John Whitmore and his associates in the 1980s (Miller, 2020).

Elements of the GROW Framework

Goal: This step focuses on identifying the desired outcome. It involves setting clear, specific, and achievable goals. For example, a manager might ask an employee, "What do you want to achieve in the next quarter?" This helps establish a direction for the coaching session

Reality: This stage looks at the difficulties and situation now. It inspires people to consider their conditions and recognize the challenges they are facing. "What is happening right now?" is one example. or "So far, what have you tried?

Options: at this point, the emphasis switches to investigating potential tactics and solutions. Coaches assist people in generating ideas and assessing their viability. For example, “how might you go about the solving this problem?”

Will: Developing an action plan is the last phase. It highlights the responsibility and dedication to goals. The strategy is strengthened with inquiries like “What will you do next?” and “When will you start?”.

Examples of the GROW Model practice 

Workplace Coaching: A team leader uses the GROW model to help an employee improve their time management skills. The employee sets a goal to complete tasks more efficiently (Goal), assesses their current habits (Reality), explores tools like task prioritization and scheduling apps (Options), and commits to using these tools daily (Way Forward)

Personal Development: An individual aims to adopt a healthier lifestyle. They define their goal as exercising three times a week (Goal), evaluate their current routine and barriers (Reality), consider options like joining a gym or finding a workout buddy (Options), and decide to start with a gym membership (Way Forward).

Examples of the Grow Model the GROW model's organized approach makes it useful and adaptable to a variety of contexts, such as personal growth, team building, and leadership development. It encourages a solution-focused mindset and enables people to take responsibility for their own progress (Bawany, 2023).












[bookmark: _Toc196162036]6. Reflection about my mentoring and coaching session.  
To reflect on my coach and mentoring sessions I will apply GIBBS Model which I believe that can explain in structure details but also in deep thoughts about my experience in being on both roles’ positions.

Description
During the session, I took on the roles of mentor and coach, guiding my classmate as the coachee and mentee. I focused on active listening, ensuring I truly understood their concerns and reflections. By drawing upon their personal past experiences relevant to the topic, the session unfolded naturally, allowing for a smooth flow. At the end, the lecturer congratulated both of us, commending the effort.

Feelings
I felt proud of my ability to establish a connection with my classmate. The positive feedback from the lecturer boosted my confidence and validated my approach. There was also a sense of fulfilment in knowing my guidance contributed to the productive exchange. 

Evaluation
The session had several strengths. My active listening created an environment where my classmate felt heard and respected. Incorporating their personal experiences enhanced the engagement and relevance of the discussion. The session felt natural, avoiding forced or scripted interactions. On the other hand, the lecturer's constructive feedback emphasized areas for improvement, such as refining specific mentoring techniques and expanding my strategies.

Analysis
The session demonstrated the importance of active listening and personalized guidance. My classmate's past experiences proved vital in facilitating a productive and engaging conversation. The lecturer’s feedback provided valuable insights into my strengths and opportunities for growth.

Conclusion
Overall, the session was successful. I effectively mentored and coached my classmate, creating a supportive and collaborative atmosphere. The lecturer's praise confirmed this, while their suggestions provided direction for my development.

Action Plan
Moving forward, I plan to further refine my mentoring skills, focus on diversifying my techniques, and seek feedback in future sessions to enhance my effectiveness.
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[bookmark: _Toc196162037]6. SWOT analysis

	STRENGTHS
	WEAKNESSES
	OPPORTUNITIES
	THREATS

	· Empathy and Emotional Intelligence: I am adept at recognizing and meeting the needs of people, which enables me to establish a positive and encouraging learning atmosphere.

· Adaptability: I can modify my coaching and mentoring approach to meet each person's particular requirements and preferred method of learning.
	· Time management: I occasionally find it difficult to juggle my coaching and mentoring duties with other obligations in my personal or professional life.

· Skill Gaps: I can get better in a few areas, like learning new coaching methods or accumulating expertise in specialized mentoring activities.
	· Professional Development: To advance my abilities, I can sign up for workshops, training courses, or certifications.

· Collaborative Learning: Joining forces with other coaches and mentors can provide new insights and opportunities for progress for both parties.
	· Competition: I may face pressure from other experts in the coaching and mentoring field to maintain my lead and set myself apart.

· Risk of Burnout: Overseeing several mentees or coaching responsibilities might occasionally result in mental or emotional tiredness.










[bookmark: _Toc196162038]7. Individual skills audit

Skills I have 

Empathy: an example of empathy is when actively listen to colleagues and mentees, acknowledging their feelings and viewpoints, which fosters trust and solid connections.

How to improve
· Practice perspective – taking by imagining situations from other viewpoints.
· Developing active listening skills by summarizing what others have said, asking though questions and follow up the session.

Adaptability: adapt coaching and mentoring methods to each person’s unique learning preferences, effectively adapting to shifting demands or dynamics at work.

How to improve
· Keep an open mind and take new challenges as opportunities for personal development.
· Engage in continuous learning to stay updated on evolving trends in coaching and mentoring.


Areas for improvement

Time management: struggling to balance coaching responsibilities which can causes delays or last-minute preparations.

How to improve 
· Use techniques such as Eisenhower’s Matrix to rank tasks according to priorities.
· Delegate work to free up time for important duties.

Communication: find problems to express ideas clearly.

How to improve
· Taking public speaking opportunities to boost confidence.
· Practice structured speaking by organizing thoughts before expressing them.
· Seek feedback and make adjustments in the message to better clarity.














[bookmark: _Hlk185086826][bookmark: _Toc196162039]8. Conclusion
Coaching and mentoring play essential roles in both professional and personal growth. In the workplace, a coach provides structured guidance to enhance performance, develop leadership skills, and drive success. Mentors, on the other hand, offer wisdom and long-term support, helping individuals navigate career challenges while fostering confidence and personal development.

Beyond the workplace, coaching and mentoring contribute to emotional intelligence, self-awareness, and resilience. A coach helps individuals refine strategies for overcoming obstacles, maintaining motivation, and achieving personal goals. Meanwhile, a mentor serves as a trusted advisor, offering insights that shape one’s perspective, decisions, and long-term aspirations.

Both roles encourage a growth mindset, teaching individuals to embrace challenges and continuously evolve. The presence of a coach or mentor strengthens interpersonal connections, fosters collaboration, and promotes lifelong learning. Their support reinforce accountability, self-confidence, and the ability to adapt to changing circumstances.

Ultimately, coaching and mentoring inspire transformative change, empowering individuals to reach their fullest potential. Whether in a professional environment or personal life, these relationships provide invaluable guidance, instilling the skills, confidence, and determination needed to succeed. Through structured coaching or long-term mentorship, individuals develop the tools necessary to navigate life with resilience and wisdom.
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