Part 1
1.1
Principles in a workplace are codes that provide a guideline for an organization on how to behave and make decisions with respect to what is right and wrong. They describe what is acceptable and desirable from all the staff and stakeholders. Ethical principles consider a company’s vision, goals, and values and outline standards of an appropriate problem-solving approach. It is extremely important for every organization to have these principles set and communicated clearly to ensure that employees act in a socially acceptable way, and with respect toward others. The management should use the code of ethics to make morally right decisions and protect their teams from any form of harm (Indeed, 2022). 
Professional values define the framework for our own behaviour and for interpreting the actions of others. They are influenced by our personality, beliefs as well as external factors. According to THE CIPD Profession Map (CIPD, no date) our values should be principles-led, evidence-based and outcomes-driven. People professionals have to apply values and principles in a process of decision-making in order to improve the company culture, and the experiences the employees have at work and make their work more meaningful. Bad decisions can influence other people’s lives and the company's reputation, which in turn can have very negative long-term effects (CIPD, 2019). 
1.2
The Quality Act 2010 – Pregnancy and maternity
The Quality Act 2010 protects women against direct discrimination and victimization due to their pregnancy or maternity leave. The so-called ‘protected period’ lasts from when a woman becomes pregnant until she returns to work after her right to maternity leave ends. If the woman does not have the right to maternity leave, then she is protected until 2 weeks after her child is born. People professionals must ensure that any woman is not treated worse or less favourably than another employee in a similar situation. This means for example, that a pregnant woman who is the best candidate for an internal vacancy cannot be refused a promotion because her employer does not want to pay an increased rate for maternity leave (Equality and Human Rights Commission, 2022). Moreover, no woman should be selected for redundancy due to her pregnancy or treated unfavourably because of pregnancy-related illness. The woman has the right to return to work for the same position at the end of her ordinary maternity leave or for the most suitable alternative job if she has taken additional maternity leave. The same applies to a partner who has taken shared maternity leave. It is HR responsibility to conform to the law and create a safe and respectful environment for every woman during her pregnancy and maternity leave (Equality and Human Rights Commission, 2022). 
The ACAS Code of Practice on Disciplinary and grievance procedures
The code emphasizes the requirement for fairness and transparency while dealing with disciplinary and grievance procedures. It is important that a company sets down in writing clear and specific rules for managers and employees to know how to deal with issues and what to expect from the employer. Both employers and employees are advised to deal with the case promptly and consistently and demonstrate conformity with the law and company procedures. The necessary investigation must be carried out by HR members in order to establish the facts of the case. The employees should be notified in writing about the disciplinary hearing as well as provided with the evidence. They have the right to be accompanied by a companion at the meeting. The code outlines the rights of both parties during the meeting and possible outcomes of disciplinary action. HR must inform the employees in writing about the warnings and their consequences, as well as give them the right to appeal.  It is vital that HR members are up to date with the law and revise the procedures carefully and in detail to ensure that they deal with the issues fairly and professionally (acas, 2015).
2.1
People professionals must be great communicators as a vast part of their job is communicating with employees, managers, senior management, and stakeholders. They represent an organization and the people working in it which is why it is important they have the courage to speak up when needed and express their views. One of the main characteristics HR members should develop is assertiveness. This means they need to be able to confidently say what they want while showing respect to others at the same time. They must emphasise that they understand and accept other people’s opinions and try to seek workable compromises in a professional manner. Thus, they need to think in advance about how to respond to potential counterarguments and how to rephrase their views to be more convincing and comprehensive. Body language plays a big part in communication as well. Our gestures, eye contact or facial expression may contribute to whether the recipients will believe us or not (Waite et al, 2021).
HR members must be not only clear and calm in expressing their motives but also focused on listening to others. This is especially important in identifying problems. They need to know if employees understood everything clearly and what their issues may be. In order to clarify problems, they should gather all the facts and listen to all the opinions, as well as present their own understanding of the problem. Through active listening, people professionals can connect with the employees more deeply which will result in mutual trust and building stronger teams (Madjoski, 2015). 
Team working has a lot of benefits for the company and should be encouraged by HR members. It positively impacts effectiveness and productivity as well as helps in building employee relationships and increases morale and motivation. People professionals must role-model desirable skills for team working, such as fairness, respect, clear leadership, assertiveness, or mutual help. Contributing your own skills is as important as recognizing the contribution made by others. That is why HR members and managers should know the strengths and weaknesses of each employee and allocate them to the most appropriate tasks. Valuing differences leads to creating a positive and inclusive culture in which employees feel safe and appreciated (BrightHR, 2023). 
2.2
HR is an evolving field, and its members must be motivated to stay up-to-date with current issues, recent developments or employment law. This can be achieved in several ways, such as by reading books, articles, and news feeds or following the latest blogs. The internet gives us an endless number of resources and opportunities to stay connected with other HR professionals, participate in discussions, share experiences, or sign up for webinars and courses (Human resources MBA, no date). For me, the best method to stay current is to read LinkedIn and CIPD articles. As CIPD member, I achieve daily emails with credible articles describing HR issues all over the world. For the last few months, the quarterly People Management magazine has been a great source of information and advice for me as it described current for my company problems such as redundancy or high absenteeism due to mental health issues. I am also an active user of Youtube, participating in webinars and online courses which explore the latest developments in people analytics. Youtube courses develop both my theoretical and practical knowledge of data analysis in Human Resources.

Part 2
2.3
CIPD course - from September 2022-in progress    
I decided to undertake CIPD course to develop my skills in HR field. I started working as an administrator in HR office in May 2022 and from the beginning, I knew this was something I want to do in future. I researched different courses on the internet and ask my colleagues for recommendations. I choose CIPD as it is recognized and respected by employers around the world for its high quality and global standard of excellence.
The course has equipped me with the theoretical and practical knowledge needed in Human Resources. It drew my attention to different aspects and issues that can be encountered when working as People Professional. I enjoy reading different resources and learning the ways to improve the culture and working conditions in my company. 
The first thing that CIPD course helped me with was getting a new job. One of the main requirements of the position I applied for was CIPD course, completed or in progress. Without it, I would not have been invited for a job interview. Moreover, it gave me confidence that my skills and knowledge combined with hard work will make me successful. I was offered a job as an HR Advisor - Data Analyst only 5 months after my journey with Human Resources had started. Principles of Analytics, the part of the course that dealt with data analysis in Human Resources was especially useful for me. It gave me theoretical knowledge and put emphasis on the importance of gathering and analysing data from different sources. In the first weeks of my new job, my company was undergoing a redundancy process. That was something new to me, but the CIPD membership turned out to be of help here as well. I read some CIPD articles on how to talk and negotiate with employees and what to avoid during redundancy. I am going to continue reading CIPD factsheets and articles even after the completion of the course as I want to stay up to date with current issues in the HR world.
Online tutorials in Excel – December-January 2022/2023
When I started a job as HR Data Analyst, I was not sure what the expectations will be for my IT skills. I decided to undertake online Excel lessons to feel more confident and expert in my new role. 
The first two lessons were devoted to revising and developing general Excel skills at the basic and then intermediate level. The next four tutorials were mostly focused on Excel features for HR Professionals. These include filtering data, pivot tables, data validation or functions such as TODAY, DATEIF, COUNTIF, SUMIF, and VLOOKUP. Some of them were already familiar to me, however, it was a good exercise to see how to make wider use of them in the HR context. 
I work on Excel for the most part of my time at work, so it was worth investing in the tutorials. Using the skills that I had learnt I have improved the spreadsheets that we are using in our office making not only my work easier and faster but also the work of my colleagues. Extremely helpful turned out to be the VLOOKUP function which I had not known before. It enables me to compare and look for data in spreadsheets quickly and effortlessly. Using Excel features cut my work from hours to minutes giving me more time for focusing on analysing the data and looking for solutions. Even though I feel quite confident in using Excel now, I will not hesitate to contact my teacher in future if I encounter any problems or If I need to develop more skills in Excel functions. 


Teams training in a workplace – from February 2023 – in progress
My job involves working on systems such as Crown, SAP, HRM, Athenae, and Success Factors. I am responsible for data accuracy in all of them as well as running appropriate reports on a daily basis. None of the systems was familiar to me when I started and there was no one in my workplace who knew them on the level that was required of me.  That is why I undertook Teams training with people who work in the same position as me but in other Gestamps worldwide. 
I have learnt a variety of things including entering new starters into the system, transfers, wage changes, removing leavers, operating the recruitment system, as well as running weekly and monthly reports on headcount, overtime, absence etc. Currently, we are working on the changes in the organizational structure of SAP.
The sessions take place once every two weeks and after each of them, I create Instruction Manual on the topic that we discussed. The manual can be then used by other HR members or Managers. The training is not only a great means to develop my skills and knowledge of HR systems, but it also helps to strengthen relations between different Gestamp sites. 
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