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Why am I doing this course?

	To develop my knowledge and skills in Human Resource Development and to gain a formal qualification to support my experience.

	
What is the direct benefit to me/my employer?

	For Myself: Continuous professional development, enhance my c.v., gain recognised formal qualifications.
For my employer:  Better qualified, more knowledgeable staff member, able to share information/knowledge with others.

	
What other qualifications have I done (if any), that are relevant to this course?

	
I have already completed modules X Y Z A B C








	
	Time Scale

	Proficiency Levels
(where 1 equals very poor and 10 equals expert)
	

	Learning Areas & Activities

	Start Date
	End Date
	
Current
	
Target
	Comments

	· To increase my knowledge and understanding of some Microsoft packages, in order to improve the speed and quality of my written work and to support my studies.
· Go on a MS Excel Course
· Make contact with Finance dept. expert user
· Read Excel for Dummies book.

	Research Phase
1/8/13





1/8/13
	Research Phase
1/12/13





7/8/13

	
4
	
7
	
Need to research availability of MS Excel courses in-house or externally.

Find out if there are copies of the Dummies books available through training dept. If not, source one cheaply on internet.

Make contact with Joe in finance, who is really good at excel and using formulae. Ask to shadow him for a few hours to see what I can learn / whether he will show me some of the short cuts.

Write a step-by-step list of instructions whilst observing Joe.



	· To improve my time management and organisational skills.
· Refresh memory on skills learned during previous course.

· Undertake a day-in-the-life-of exercise for one week. (DILO)

· Analyse the data collected from DILO to find out:-
i. Where are the major time-wastes occurring?
ii. What, if any tasks could be delegated to another team member?
iii. Use the Covey TO DO list reminder!
· Implement remedial actions to address these issues.
· Monitor to see whether my own time management and organisational skills have improved.
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14/7/13


21/7/13








July 13
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August 13
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Need to dig out and re-read course notes from last year’s  time management seminar to refresh my memory!

Print off DILO forms read and be disciplined to fill in each half hour slot.



Remember delegating not dumping! Time taken showing someone how to do a task is not time wasted – it will save time in the long run.

Print the Covey  TO DO prioritisation sheet and pin up at workstation (home and work!).


	· Handling Conflict in the Workplace
As a relatively new line manager I find it particularly difficult when conflict arises within the team, or between individuals in the team.
· Research any courses, seminars or webinars about conflict handling.

· Raise the topic with my mentor.

· Ask for coaching support in this context.




	




1/8/13



At next meeting

1/8/13
	




1/9/13
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	· Learn how to correctly cite and reference academic theory and the works of other authors, using the approved Harvard referencing format.

· Access the online study skills support guides for Harvard referencing through TSD website.

· Practice referencing the textbooks currently being used.

· Ask Tutor for support during next tutorial meeting.
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