






Andrea Matthews
Student Number: 0850916

Level 5 Associate Diploma in People Management

Professional Behaviours and Valuing People

(5CO03)

Word count: Criteria - 478 Total word count 3250/3575
[bookmark: _GoBack]3639


1. Understand the purpose and value of the people profession.
With reference to the CIPD Profession Map, appraise what it means to be a people professional. (AC 1.1)

According to The Britannica Dictionary, a professional is ‘someone who does a job that requires special training, education, or skill : someone who is a member of a profession’.  Occupations that could be deemed as being part of this category could be those such as engineers, scientists and doctors; with those in professional jobs having achieved a higher standard of education and receiving significantly more pay. (Linkedin, 2024).

A people professional is responsible for helping businesses drive culture and to assist with interventions to allow it’s employees to thrive. Through the use of the CIPD Profession Map, individuals working in the sector are able to fully establish the core behaviours, specialist and core knowledge required to excel whilst working in this field. By using these areas as bench-marking tools, it helps to ensure that those within the people profession are able to act in a professional way, demonstrating high moral standards by acting with integrity. Through the use of the CIPD Profession Map and the Code of Conduct, people professionals are able to demonstrate their commitment to the profession, upholding the standards required to ensure that their behaviour and actions positively impacts others. Whilst undertaking task such as recruitment, on-boarding, organisational development and driving cultural change, it is key that HR personnel champion a better working environment for all as part of their duties to develop a culture of fairness and consistency to all.  (CIPD, The Profession Map, 2025). 

An example of where I have been able to demonstrate the use of the CIPD Profession Map is through a period of change where I had to restructure the department and also make some redundancies as part of this.  Throughout this period, my behaviours and actions were under close scrutiny due to the emotions of those involved. I ensured that I was able to draw upon previous experiences of this type of change and use specialist knowledge when making key decisions. This allowed me to demonstrate my commitment to integrity, self-awareness and professionalism when dealing with those affected by the change. (340)








2. Know own personal and ethical values and apply these consistently in their (people practice) work.
Discuss your personal and ethical values (one of each), with examples of how these are evident in your work. (AC 1.2)

According to the CIPD, ethical values help to create a framework to enable us to ‘do the right thing’ in our work as people professionals. Failure to do so will result in wrong decisions being made, in turn impacting the performance and well-being of others. By making the right decisions, you are demonstrating your ability to act ethically and that you are consistent in your approach, acting as a role model to those you offer support to.  A good example of this can be demonstrated as part of the Altruism ethical theory where you will act in the best interest of others, based on evidence based decision making and putting others needs first before your own (Ethics Unwrapped, 2025).

An example of an ethical value that I have is that of responsibility. I believe that it is always important to take accountability for decisions that I have made both personally and professionally. This can be difficult to do at times as I am a very proud person and do not like to admit to mistakes, however the value I place on owning up to mistakes overrides my fear of failure. I believe that it is important to set good examples for those who find it challenging to take calculated risks in order to learn from errors made. A specific example of when I have demonstrated this value is when communicating the roles of the new Team Leaders that I appointed as part of a recent restructure. Several consultations had been conducted with both existing team leaders to draw up new job descriptions, however the final versions were communicated without them seeing. This caused conflict as there were some discrepancies in the roles that had not been agreed. I immediately called a meeting to apologise for the concerns caused and made a note for future reference to ensure that all parties are happy with agreed documents prior to distribution.

An example of a personal value that I believe I hold is that of loyalty. This stems from a young age where as a child I held a belief that within my friendship and family circles, you should always stick by those  you trust and respect and provide back up when required. This is also evident in my professional career where I have been very loyal to the two companies that I have worked for, in particular my current role where we have been facing some very challenging times due to poor staff retention and funding cuts. On many occasions over recent years I could have made the decision to leave the sector but due to my loyalty to the company and more importantly my peers, I have remained in post to help and support the team through difficult times. (458).



3. Know the importance of people professionals contributing to discussions, in an informed, clear and confident way to influence others.
Discuss reasons why this is important and the consequences of people practitioners not being willing or able to influence others. (AC 1.3)
One of the main roles of a people profession is to influence others. One of the standards that form part of the CIPD Profession Map is Professional Courage and Influence (CIPD, The Profession Map, 2025). It is extremely important that people professionals  demonstrate courage and conviction in their communications to influence stakeholders and take accountability for their decisions. According to Ulrich (2018), influencing skills helps to get buy in, obtain resources and skills required and to gain support from others.  
Communication is paramount when influencing others. This can be done in a number of ways including verbal presentations and formal written documents which help to persuade and negotiate to reach a positive to move forward. Cialdini (2007), has described 6 rules of influence which help to set out how people are influenced and as a people professional it is important to consider each rule to ensure that you are able to convince others of your ideas. If these rules are followed successfully it is likely that you will successfully be able to drive plans through with employees agreeing accordingly.
An example of a model that helps to represent the use of power while influencing others is the work carried out by French and Raven’s (1959). Smith and Mitchell (2020, pp. 161 - 163) state that this model is a useful  tool to demonstrate how different types of power can be demonstrated and seen by others. It is important to utilise the correct type of power in line with the situation at hand. For example, while trying to improve learner attainment, it was decided by the SLT, that those that achieved above 80% would receive a bonus at the end of the year. This is an example of Reward and also legitimacy as I was able to demonstrate my ability to implement this within the power allocated in my position This proved fruitful for a few team members but unfortunately did not suit motivational drivers for all staff. According to Mind Tools the use of reward can reduce your power if the incentive does not work. 
The consequences of not influencing others as a people professional can be far reaching. These include failing to comply with the law and in turn legal action could be taken against the organisation. Lack of influencing skills can also result in loss of power which can have a great impact resulting in missed opportunities for the organisation. According to Musselwhite and Plouffe (2012), failure to influence will result in damaging our own and the organisations reputation. (421)


4. Know when and how to raise matters that might be unethical or illegal.
Discuss, with examples, when and how you would react to both unethical and illegal matters (one of each). (AC 1.4)

Unethical behaviour can have several consequences including low employee engagement, loss of reputation, high employee turnover and disruption of employee relations (HR Zone, 2024). In more severe cases, illegal actions can have far wider reaching consequences such as legal action and lawsuits. 

Unethical matters - According to Linkedin (2024), some examples of unethical behaviour may include providing misinformation to clients, taking credit for others work and not working full hours as contracted. A recent example of unethical behaviour was within the UK government during the COVID 19 pandemic with the distribution of Track and Trace contracts. High awards were provided to a number of companies who had very close connections to Westminster which reduced public trust in the governments decision making process during these critical times (Transparency International UK, 2021).

An example of unethical practices that I have had to deal with is cheating and collusion within ILM Programmes. We have an internal process that requires us to report all examples of cheating, collusion and plagiarism to ILM. This is done by discussing the concerns with all parties involved internally which is then followed up by presenting the case to ILM for recommendations on a way forward. This can be challenging when dealing with people’s emotions but as long as policy is communicated to learners within their programme induction it is easier to revisit this when malpractice concerns have been raised.

Illegal matters - Examples of illegal workplace matters include health and safety failures, corruption, fraud and discrimination (The HR Kiosk, 2011). A recent example of this is the legal action that is being taken against McDonalds. Hundreds of employees have joined together to pursue claims of sexual harassment, discrimination, racism and homophobia (People Management, 2025). An example of an illegal matter that I have had to deal with are breaches of health and safety in the workplace. As part of health and safety vettings for apprenticeship programmes, I have witnessed health and safety breaches including no Employer Liability Insurance and dangerous, faulty electrical equipment.  My responsibility here was to provide notification to employers on the breach and provide a 28 day period for them to rectify the situation. Failure to do so would result in me having to report them to the HSE. (374)



5. Be able to make use of related theory and thinking, to argue the human and business benefits of people feeling included, valued, and fairly treated at work.
Demonstrate your ability to do this with a written argument, which poses different theoretical perspectives, as well as your own. (AC 2.1)

According to the Cambridge Dictionary, inclusion is ‘is the act of including someone or something as part of a group, list etc., or a person or thing that is included’. 

There are a number of business  benefits of people feeling included, valued and fairly treated at work according to Green and Young’s report (2019). These include innovation and creativity, knowledge sharing in diverse teams, job commitment and performance and minimising barriers for underrepresented groups.  Human benefits include better health outcomes both physical and mental. It can also help to support higher levels of job satisfaction, motivation and engagement (Investors In People, 2019). 

The use of Maslow’s Hierarchy of Needs can be used to promote inclusivity and belonging and helps to establish what motivates individuals:
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According to McGrath and Bates, Abraham Maslow suggests that in order to achieve self actualization, one must work from the bottom up through each level. As a manager, I have used this theory on many occasions to ensure that individuals feel that their basic needs are being met in order for them to meet their full potential. As part of the growth section of the theory,   (top 3 levels), individuals must feel that they belong as a part of the team which in turn will help them to feel valued and being treated fairly. As a manager I believe that I do this well based on recent feedback that I have received from my line manager in a survey they partook for me in December 2024. Feedback included ‘Andrea's team feel that they can confide in Andrea and ask for advice and support demonstrating her ability to ensure the psychological safety of her team’.

The Social Exchange Theory is another example of how employees react to feeling included and valued. The CIPD review on Work Motivation suggest that people will respond to others the way they have been treated themselves and will respond positively to those that have shown careful consideration to their well-being. The outcome of this is increased productivity and engagement benefiting the business and the employee’s personal needs. An example of this can be demonstrated fro the feedback I received in a survey distributed to my line managers  who I lead in December 2024:
‘Andrea always treats people with respect and consideration. She is a role model to others and acts in a responsible way that always encourages the best out the team as a whole’. (389)


6. Know how to design people practice initiatives to be inclusive and how to check inclusivity after an initiative has been implemented.
Discuss, with examples, how you have, or would, achieve both of these. (AC 2.2)

According to the CIPD, inclusion is often responsible for the success of a number of key drivers in the workplace including job satisfaction, reduced sickness rates and better productivity. In order to allow this to happen, an organisation needs to ensure that there are effective people practices and initiatives in place. 

As part of the COVID pandemic, I needed to ensure that our delivery team were utilising all the appropriate technological resources available due to the restrictions on face to face delivery. At the start of the pandemic, we quickly had to change our delivery methods and held a meeting with the assessment team to discuss how this could be implemented. During this meeting we were able to decide that Microsoft Teams would be the best option to move forward but it was quickly identified that several members of the team did not have the required skills and knowledge to be able to do this. It was at this point that we decided to host individual consultations to identify training and development needs for each assessor to be able to provide the necessary support to transition smoothly utilising the new technology required. According to ACAS, consultation is important when dealing with changes to workplace practices and helps to gather employees thoughts and concerns to address any issues that may arise. I decided on individual consultations at this point as all staff will have individual needs and a course of action can be planned to target individual training needs.

Once the new delivery methods had been utilised for three months, I then created a survey through Microsoft Forms to gain feedback from the team to establish the outcomes of the use of online teaching. According to Hive HR, using surveys to check if an initiative has worked is important because it demonstrates your commitment to continuous improvements and helps to build trust and open lines of communication to ensure that employees feel valued and listened to. I was then able to use this feedback to measure the successful outcomes of the initiative but also utilise feedback on how we could make further improvements to our delivery methods. (356)

7.  Be able to work inclusively with others and build positive working relationships.
Using a combination of your own reflections and feedback from at least one other person, discuss your ability to work inclusively and positively with others. (AC 2.3)
In order to gain feedback of how I work inclusively and positively with others I was able to draw upon 3 sets of data from the previous year which included 2 performance reviews (March 2024 and September 2024), a set of 360 survey results (from March 2024 which included a self-evaluation) and also feedback from my line manager and one of my managers I supervise based on the ‘Working Inclusively’ standard within the profession map (December 2024).
The above methods were extremely useful to enable me to be able to identify my strengths and areas for development and provide me with a basis on how I can make key improvements in this area.
An area that has been identified as one of my key strengths as part of my own self evaluation and feedback from others which is consistently highlighted is how I share my knowledge and expertise with others to help them to grow and develop. Feedback provided includes:
‘Andrea I always easy  get hold of and sets  good example in her practice, passing on her expertise to others’
‘There is no doubt that Andrea is committed to her role and the development and support of her team’
‘Andrea's team feel that they can confide in Andrea and ask for advice and support demonstrating her ability to ensure the psychological safety of her team’.
I feel that the above feedback clearly highlights my ability to work inclusively and positively with others and reflects my own self evaluation:
‘I would like to think that I am approachable if any of my team would like to discuss any concerns or as specific questions. I feel that due to my experience, I always aspire to set a good example to others. An example of this is always maintaining a caseload of learners to help the team whenever possible. This ensures that I constantly keep abreast of new resources and adapt to any operational procedural changes’.
However, there has been a common theme that has been identified which highlights a specific area for development when working with others. Feedback includes:
‘Andrea does listen effectively to others but sometimes needs time to reflect on the conversation as very often her emotions get the better of her a sh can be quick to jump to conclusions’.
‘At times Andrea jumps to conclusions based on assumptions before finding out all facts - AOD would be to take a breath and gather all information possible to inform any decision that may need to be made this will also alleviate possible anxiety around assumptions made’.
I am fully aware of this constructive feedback, however since completing the Evidence Based practice assignment as part of my CIPD course, I feel that I am now more equipped to be able to take time to reflect and gather all the necessary information before reaching conclusions and making decisions. (477)





8. Understand how the people practitioner role is evolving and the implications this has for your ongoing professional development.
Demonstrate your understanding of this with a written response and related entries on your CPD plan. (AC 3.1)
According to the CIPD CEO Peter Cheese, ‘People professionals continue to be pivotal within organisations when navigating the changing world of work. Rapidly evolving technology and adoption of hybrid and flexible working are critical priorities, recognising the profession to be at the heart of the business and change’. In order to navigate these changes, it is essential that all people practitioners plan for these changes on both a personal and organisational level. According to a People Profession survey (2023), the participants from the UK highlighted the 3 following major changes that will impact HR practices in ascending order:
1. Economic change and rising costs
2. Demands for flexible, hybrid and new ways of working
3. Digital transformation and advancing technology.
These advancements need to be closely monitored by the use of external scanning tools to ensure that the organisation is keeping abreast of changes that will affect workforce and strategic planning decisions and internal communication channels  need to established in order to manage these changes. (CIPD, 2024).
Within my role the main advancement that would need particular consideration is that of flexible and hybrid working. Within Portal Training, we have seen the requests for flexible and hybrid working rise by 225% over the past 3 years. As part of this, I have had to receive training on how to deal with these requests in line with current legislation. 
In order for plan for these changes, I have inserted the requirement to complete a VRQ unit on Managing Remote Workers.(245)








9. Be able to assess (own) strengths, weaknesses and development areas, based on own consideration and feedback from others.
Using a combination of your own conclusion and feedback, from at least one other person, assess yourself against a specification of your choice (such as role/job description or any of the two core behaviour areas of the CIPD Profession Map (associate level). Briefly explain the outcome of your assessment (strengths, weaknesses and development areas) and the information that informed your conclusions. (AC 3.2)

In order to fulfil the requirements of this criteria, I have benchmarked myself against my job description and feedback gained from 360 results and a separate questionnaire based on the @Working Inclusively standard from the CIPD profession map.

Skills Gap Analysis

	Strengths
	Weaknesses
	Areas for Development

	My ability to share my knowledge and experience of our sector and qualifications delivered.
Based on feedback that I have received from colleagues (see above Q7), I firmly believe that I am able to demonstrate my ability to be a great model, sharing my knowledge and experience with others.

	Jumping to conclusions too quickly
I am aware as a result of my own self evaluation and feedback from others (see Q7)this is an area that I need to make key improvements in. This is mainly down to working in a fast-paced environment where quick decisions are crucial, however I realise that mistakes can made based on rash decisions and have far, wider reaching consequences.
	To ensure that evidence is used to make informed judgements.
I feel that making key improvements in this area will allow me to prevent mistakes form happening further down the line and strengthen my credibility as a senior manager.

	Management of employee performance and well-being.
Feedback from my line manager during my performance reviews and 360 survey feedback demonstrates my ability to lead successful teams to drive performance, whilst maintaining focus on staff well-being at all times.
	Expecting exceptionally high standards of others.
I take pride in the standards that I set myself and others, however I can get frustrated when standards fall short. I need to learn not to set my expectations too high and measure each job on base levels.
	Improve knowledge of how to manage remote workers.
By achieving this I feel that I will have more knowledge of methods of managing staff that do not attend the workplace and be able to use approaches to motivate others whilst not being seen face to face.

	Analytical report writing.
Based on my own self evaluation and feedback from others , I am confident in my ability to present information to others through the use of both quantitative and qualitative measures.
	Use of Excel
One of my main weaknesses is the use of Microsoft Excel. I have been on several training courses however I do not seem to be able to retain the methods required. This can lead to work taking longer than is necessary as I always go the long way around to complete a task.
	To be able to use Excel to profile annual Apprenticeship Contracts
 I feel that improving my ability to use Microsoft Excel would help to get this done quicker and improve my confidence in a task that can be rather complex.

	Establishing effective relationships with internal and external and stakeholders.
Based on numerous years of feedback from others, one of my key strengths is that I demonstrate strong leadership to my team to ensure that communication is paramount for business success.
	Understanding of current Employment Legislation
Due to not fully working in a HR position, my experience lies in implementing policies and procedures and driving business performance. I feel that very often I am biased towards the needs of the business and need to consider the legal aspects of the decisions that I make.
	To improve my knowledge of current employment legislation
 This will enable me to have a well-rounded perspective whilst making important HR decisions and prevent critical mistakes being made.
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10. Be able to formulate a range of appropriate CPD options to support ongoing learning. 
Following on from your self assessment, identify a range of formal and informal development activities and add these to your CPD Plan/document. Provide an explanation as to why you have selected these activities. (AC 3.3)
	
Development plan




	NAME:
	Andrea Matthews
	MEMBERSHIP NUMBER:       
	8916046

	COVERING THE PERIOD FROM:
	January 2025 
	TO:
	December 2025



This record sheet is for your guidance only – you may present your development plan in any other format.
Planned outcome
Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)

	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	To ensure that evidence is used to make informed judgements.
I feel that making key improvements in this area will allow me to prevent mistakes form happening further down the line and strengthen my credibility as a senior manager.



	
1. Before making decisions, I will pause and reflect and gather all necessary information and opinions.
2. Arrange monthly coaching sessions with my line manager to obtain feedback on recent decisions being made
3. Conduct further reasons on this topic to widen knowledge.
	
1. One to one monthly sessions with my line manager to obtain feedback. One hourly sessions.
2. Obtain feedback from colleagues from peers during our annual 360 surveys
3. Internet resources which will provide further details to help support this area for development. Also sourcing textbooks to enhance knowledge.
	
1. Less mistakes made to enhance business performance
2. Improved scoring and feedback obtained within 360 degree annual feedback surveys.
	
Review in April 2025 following feedback from 360 survey results

Completion date – Ongoing but will be further reviewed to demonstrate consistency in 360 survey in 2026.

	Improve knowledge of how to manage remote workers.
By achieving this development activity, I feel that I will have more knowledge of methods of managing staff that do not attend the workplace and be able to use approaches to motivate others whilst not being seen face to face.

	
1. Complete ILM unit on Managing Remote Workers to gain further understanding for different strategies to do this
2. Conduct further reading around this topic
3. Distribute survey to my team to gain an insight on how I do this at present to identify areas for development in this way of management.

	
1. Support from line manager to complete this as part of my CPD. This will be discussed in March 2025 performance appraisal. 
2. Internet and textbook resources as resources for wider reading
3. Participation from my staffing group to complete survey.
	
1. Being able to obtain the knowledge and learn different techniques that help to support practices to promote and enhance in this new way of working
2. Feedback from surveys distributed will help to provide an insight on good practices in this area and highlight areas for development to benchmark performance within a 6-month period.
	
Review date – Surveys to be distributed February 2025 and results reported on in March 2025 and presented to my line manager as part of my performance appraisal.

Survey to be re-distributed in November 2025 to check on how areas for development have been implemented.

Completion of ILM unit – June 2025.

	To be able to use Excel to profile annual Apprenticeship Contracts
In order to improve my ability to manage our WBL contracts more efficiently I feel that improving my ability to use Microsoft Excel would help to get this done quicker and improve my confidence in a task than be rather complex.





	
1. Job shadow Compliance Manager to observe her use of Excel within the spreadsheets that are used within our budget profiles
2. Following this, use the internet to target specific training resources that will help to extend my knowledge and use of these formulas
3. Gain an accredited Excel qualification
	
1. Support from Compliance Manager to conduct specific training on the use of Excel within our budget profiles
2. Internet training tools to practice the use of formulas
3. Gain approval to complete an accredited Excel qualification during my performance appraisal in March 2025
	
1. To be more confident in the use of Excel when completing budget profiles. 
2. To save time when completing profiles. Currently I always put of this task as I know how time consuming it can be This will generate more productivity.
3. Successful feedback from Compliance Manager on my accuracy of data within budget profiles
	
Review – Job shadowing and training on excel with Compliance Manager – April 2025

Gather feedback on accuracy of data – May and June 2025.

Gain approval to complete accredited qualification from line manager in March 2025 performance appraisal.

Completion of course December 2025.

	To improve my knowledge of current employment legislation
By improving my knowledge and understanding of current employment legislation I feel that this will enable me to have a well-rounded perspective whilst making important HR decisions and prevent critical mistakes being made which could have grave consequences for the business.






	

1. Partake in wider reading and research to ensure that my knowledge on this subject is up to date
2. Continue to read the daily email updates from People Management on the most recent employment related legal cases and tribunals
3. Complete the Employment Law module on CIPD level 5 course
	

1. Time will be required to research and check that my knowledge tallies with current legislation
2. Read through the new Employment Rights Bill and the next Steps to Make Work Pay document recently launched by the new government
3. Complete assignment for the Employment Rights module.
	

1. A better understanding of current Employment law legislation enabling me to make more informed decisions which involve people practices
2. I will also be able to check that our current operational policies are in line with this new legislation
3.  Less errors made when making people practice decisions will help to support a positive culture within the team.
	

Completion – All further reading to be completed by end of February 2025.

Full review of policies to be conducted by end of March 2025.

Completion of Employment Law module March 2025.





11. Be able to reflect on and draw conclusions about the effectiveness of development activities.
Reflect on three development activities, already undertaken, that have had an impact on your work behaviour or performance, explaining on how they have impacted you.  (Your reflections should be presented within your CPD Record document). (3.4)

Learning Development Record
 
	NAME: 
	Andrea Matthews 
	MEMBERSHIP NUMBER: 
	8916046 

	COVERING THE PERIOD FROM: 
	September 2023 
	TO: 
	December 2024 


 
This record sheet is for your guidance only – you may present your development record in any other format. 
 
	Key dates 
	What did you do? 
	Why? 
	What did you learn from this? 
	How have/will you use this? 
Any further action? 

	 
29th November 2023 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	 
Bringing to life Core Values of an organisation for Senior Leaders by Mike Glavin. 
 
As part of this course, the Senior Leadership revisited Portal Training’s core values to look at how they are being represented across the organisation. Activities within the training session included discussing how values are interpreted by employees and the importance of them being demonstrated top down. We also discussed key ways on which we could measure how these values are lived within the organisation and were provided with some negative practices from different institutes on how values can have a negative impact on the employee and the culture of an organisation. 
	 
To be able to obtain a wider understanding of core values and how they can positively impact an organisation. This course also helped us to follow up the learning gained from this valuable session to help us to revisit our core values and how we could measure the success of them to both the employee and the culture of the organisation 
	 
From this course, I learned that it is important that core values need to be simple and easy to follow. Also, the importance of core values being embedded into daily operational practices which makes it easy for them to be observed and understood by all within the different levels of the organisation. It is also important to ensure that I am continuously able to demonstrate the organisation’s core values within my leadership and management styles and behaviours. 
	 
As part of our performance reviews we now complete 360 reviews on our peers and  complete a self-evaluation on ourselves. The four sections of these surveys are based on our 4 organisational core values. This helps to encourage everyone to think about examples they have witnessed from others and themselves and to show how they are displayed  displayed through  day to day practices. This has made it even more important to constantly be mindful of the values to ensure that people can follow my lead. 

	January 2024 
March 2024 
May 2024 
 
 
	1-2-1 Coaching sessions with Jacqui Lewis – JL Training and Consultancy. 
These invaluable sessions were arranged by the Directors of Portal Training to allow me to have 1-2-1 confidential coaching sessions. The agenda for each session was decided by myself in advance where I was able to choose a topic that I was having difficulties with as part of my role as a Senior Performance Manager. One of these topics was how to manage under-performing staff. 
 
	Within my role as a performance manager I was facing increasing challenges with staff under-performing. As part of my annual appraisal in September 2023, it was discussed that we had exhausted our usual strategies for dealing with this issue and thought that it would be useful to source some coaching from an expert outside our organisation who had experience working with different types of institutions both in the private and public sector. This was in the hope that I could be provided with some ideas for alternative methods to improve performance within the team.  
	These sessions proved invaluable as they enabled me to take myself away from the frustrations that had built up overtime and reboot my approach to the problem at hand. The suggestions discussed helped me to breakdown the issue, really digging down to the key root causes and look at ways of dealing with small chunks of the problem before moving onto the next stages. 
	This has enabled me to use these practices in all aspects of my work. I often have tendencies to over- react and these coaching sessions have helped me to take myself away from the problem at hand and reflect on how I react to difficult situations. A recent example of this is when we had 6 assessors leave our team within a 3 month period. Prior to these coaching sessions, I would have panicked and not know where to start dealing with this. However, based on the advice provided by Jacqui, I was able to take some time out and then refocus on the task at hand. 

	September 2024 
	Difficult Conversations – One day course. This course was hosted by Portal Training’s People and Development Manager which all Senior Managers attended. It was designed to help to support those who line manage staff to be able to prepare for and conduct challenging discussions with staff. 
	It was becoming evident following managers meeting that there was a need for specific training on how to professionally conduct difficult conversations with others. This was a result of a number of situations that managers had experienced within their roles as managers where these situations can be daunting for both the manager and the employee. 
	The learning I gained from this course was that it was crucial that you are well prepared to gather all the necessary information and facts to present to the staff member involved to help to prevent any discrepancies occurring during the conversation. Also that it was essential to listen and be empathetic towards the needs and emotions to those that you are having the challenging conversation with. A theory we discussed as part of this course was Johari’s Window. It is essential to be aware of considerations that you do not have knowledge of and that there could be aspects of the individuals character that you do not have sight of or other issues that they maybe facing outside of work. 
	I have used this training a number of times during recent months as this was definitely a part of my role that I found somewhat challenging. It has now given me more confidence.  I am able to carefully plan for the conversation and have all detail to hand. This helps to avoid any disagreements during the conversation or holding up the discussion if you need to gather more information. I also believe that this training has taught me to show your own vulnerable side when having these conversations and show that this is also difficult for you as a manager as this helps for the recipient to understand that you have empathy for the needs and considerations of the employee also.  
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