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Work books and Task books are Learning Materials and do not need to be completed or submitted. 

This is a task book which is an electronic, abridged version of the workbook that you were issued as a hardcopy. You can use this electronic version to record your answers to the questions. 

Completing all, or part of the task books can help you to make notes, to reinforce your learning and may help you to complete your assignments. 

[bookmark: _Toc207715420][bookmark: _Toc225665222][bookmark: _Toc259370396][bookmark: _Toc264899446]Section A: The Role and Contribution of the HR Professional

[bookmark: _Toc298925322]Section A.1.  HR Business Partnering
Task 1. Review the HR department in your company and list down its main functions in the space provided.


Task 2. Using the list that you created in Task 1 as a guide, reflect on the roles of your HR Department.  Which roles of HR as outlined by David Ulrich does it undertake? Give your answers in the space provided. 

Task 3. What do you think are the challenges that the HR functions face when trying to fully implement Ulrich’s Business Partnering model? Give your answers in the space provided.


Task 4. In light of the above how do you think that the HR role needs to develop in order to contribute more effectively as a business partner? Write your answer in no more than 100 words in the space provided.


Task 5. The excerpt above states that the role of HR as a business partner will bring big changes in HR.  You have also identified how HR needs to develop in order to act as a business partner.  In the space provided below outline how these changes will affect your career.


[bookmark: _Toc288050461][bookmark: _Toc298925323]Section A.2.  The concept of the ‘Thinking Performer’
Task 6. What is the relevance of the ‘Thinking Performer’ concept for HR professionals? Write your answer in the space provided in no more than 100 words. 

Task 7. How can HR managers allow ‘thinking performers’ to develop not only within the HR department but also throughout the organisation? Answer in the space provided.


[bookmark: _Toc288050469][bookmark: _Toc298925328]Section A.3.4. Who is the HR Profession Map intended for?
Task 8. List three ways HR professionals can use the HR Profession map in their role and benefit their development in the space provided. 
 (
1.
2.
3.
)

[bookmark: _Toc298925330][bookmark: _Toc203804030][bookmark: _Toc225231265]Section A.3.6. The CIPD Professional Code of Conduct
Task 9. Looking at the professional code of conduct, can you thinks of instances when you have exemplified the standards of the code? Give two examples in the space provided.
 (
Example One:
Example Two:
)

[bookmark: _Toc298925332]Section A.3.8. Corporate Social Responsibility and the role of the HR professional in promoting it
Task 10. Reflect on the material above, including the definition of CSR and its stakeholders. List three examples of internal stakeholders and three examples of external stakeholders in the space provided.

 (
Exa
mples of internal stakeholders:
1.
2.
3.
Exa
mples of external stakeholders:
1.
2.
3.
)

[bookmark: _Toc203804032][bookmark: _Toc225231268][bookmark: _Toc264899457]
[bookmark: _Toc298925333]

Section A.4.  Understanding HR’s customers and stakeholders
Task 11. What are other reasons for HR to include senior management as our customers? List at least two examples in the space provided.



 (
1.
2.
)


Task 12. How could the above arguments conflict with more traditional views of HR? Write your answer in the space provided in no more than 150 words. 


[bookmark: _Toc298925334]
Section A.4.1. Methods of securing customer feedback
Task 13. Looking at the examples given above, how are these means of obtaining HR feedback being used within your current organisation? Could you state why you think they are/are not effective in leading to improvements? Answer in the space provided.
 (
How 
are these 
means of obtaining
 HR
 feedback
 
being used within your current organisation
?
Why are they 
effective
, or not,
 
in leading to improvements?
)

[bookmark: _Toc298925337]Section A.4.4. The origins of continuous improvement – Kaizen
Task 14. Think of an example of how you could improve upon a process, policy or procedure within your organisation and explore this in no more than 150 words in the space provided. 


[bookmark: _Toc264899462][bookmark: _Toc203804036][bookmark: _Toc225231272][bookmark: _Toc203804083][bookmark: _Toc225231309]Section B: Principles of Efficient Time and Project Management
[bookmark: _Toc288050479][bookmark: _Toc298925339]Section B.1.  Setting Project Objectives
Task 15. Think of a work project you are currently working on and apply the DISCO framework to it in the space provided.
 (
Outline of the work project:
D:
I:
S:
C:
O:
)

[bookmark: _Toc288050481][bookmark: _Toc298925340]

Section B.2.  Elements of Project Planning
Task 16. List a minimum of four advantages of using a structured project planning approach in order to complete a task. Answer in the space provided.
 (
1.
 
2.
3.
4.
)

[bookmark: _Toc203804088][bookmark: _Toc225231314][bookmark: _Toc264899467]Task 17. How does an understanding of project management techniques help HR professionals perform more efficiently? Give your answers in the space provided.
 (
 
)


[bookmark: _Toc288050484][bookmark: _Toc298925341]Section B.3.  Critical Thinking
Task 18. Imagine that you are working as an HR professional specialising in Employee Relations.  Why is it important for you to be a critical thinker in order to perform your job effectively? Explore your answers in the space provided in no more than 150 words.  


Section B.4. Effective communication and the role of technology
Task 19. Give one example of a subject matter which is both of high importance and high sensitivity, and one example of a subject matter which is of low importance and low sensitivity. What would be the appropriate means of communicating this message and why? Answer in the space provided on the next page.

 (
Example of high importance and high sensitivity:
Appropriate means of communicating
 with reasons why
:
Example of low importance and low sensitivity:
Appropriate means of communicating
 with reasons why
:
)

[bookmark: _Toc298925343]Section B.5. Managing across the organisational structure
Task 20. Give three examples of how HR professionals can manage effectively across an organisation’s departments. Provide your answers in the space provided. 
 (
 1.
2.
3.
)


Task 21. Can you think of a way in which you have helped promote the HR function within your organisation? If not, how could you promote the function in future instances? Write your answer in the space provided in no more than 100 words. 




[bookmark: _Toc298925346]Section B.6.2. Methods for coping with difficult people related situations
Task 22. In the three examples given identify which conflicts are in relation to an issue/task and which are in relation to a value/belief. Justify your choice using appropriate reasons in the space provided on the next page.


 (
Example 1: Question from an employee about their contract terms and conditions
Example 2: A debate about what is an acceptable delay to a project
Example 3: How new employment legislation effects an organisation and its members
)
[bookmark: _Toc298925347][bookmark: _Toc264899492]
Section B.7.  Problem Solving
Task 23. How can HR use a SWOT analysis as a problem solving technique? Please give your answers in the space provide in no more than 100 words. 



Task 24. Give at least one advantage and one disadvantage for this problem solving process in the space provided.
 (
 
)

Task 25. Write a brief summary of the decision that you need to make (e.g. need to decide whether to pursue a certificate or diploma in Human Resource Management). 
Task 26. List the pros and cons for six options 
Task 27. State what your decision will be and why in the space provided below the table.

 (
 
D
ecision
 to consider
:
Options
Pros
Cons
1.
2.
3.
4.
5.
6.
Decision
 and reasons why
:
Decision:
)
Section C: Working Groups and Teams

[bookmark: _Toc298925349]Section C.1.  Group dynamics
Task 28. Two aspects of group dynamics are group ideology and group cohesion.  Research these two and briefly discuss them in around 100 words each in the space provided. Remember to reference your work. 
 (
Group Ideology:
Group Cohesion:
)

Task 29. How does an understanding of group dynamics, including Tuckman’s model allow HR professionals to be able to perform efficiently as part of a working group? Illustrate your answer with work examples in no more than 150 words in the space provided.

[bookmark: _Toc288050494][bookmark: _Toc298925350]Section C.2.  Teamwork
Task 30. How realistic do you think that the points listed above are in today’s organisations? Explore this in the space provided in no more than 100 words in the next page.

[bookmark: _Toc203804039][bookmark: _Toc260642340][bookmark: _Toc260642564][bookmark: _Toc264899495]
Task 31. How do you think teams can fail to function effectively?  Please give at least two examples below.
 (
1.
2.
3.
)



Task 32. You have listed a number of examples of how teams can become ineffective.  What do you think are some of the reasons behind teams failing to function effectively? 



[bookmark: _Toc298925353]Section C.3.2. Deal and Kennedy's Culture Types
Task 33. Looking at your own organisation which example from the Deal and Kennedy culture type would it fall in to and why? Discuss your answer in the space provided in no more than 100 words. 


Task 34. What other examples of organisations/industries can you think of that fit the other three examples?  Give your answers in the space provided.

 (
Example One:
Example Two:
Example Three:
)


[bookmark: _Toc203804126][bookmark: _Toc225231351][bookmark: _Toc264899533]Section D: Continuing Professional Development
[bookmark: _Toc298925355]Section D.1. The rationale and benefits for CPD
Task 35. Why is it important for HR professionals to ‘own’ their CPD? Explore your thoughts in the space provided in no more than 150 words.  

[bookmark: _Toc203804128][bookmark: _Toc225231353][bookmark: _Toc260642628][bookmark: _Toc264899536]




[bookmark: _Toc203804131][bookmark: _Toc225231356][bookmark: _Toc260642631][bookmark: _Toc264899539]Task 36. What are the benefits of CPD for individuals and for employers?  Please list at least two benefits for each.  
 (
Individual benefit one:
Individual benefit two:
Employers benefit one:
Employer’s benefit two:
)


[bookmark: _Toc298925358]Section D.4. Zappos and the Learning Organisation
Task 37. In what ways is Zappos illustrating the factors as described in the Kandola and Fullerton model? Give two examples in the space provided.
 (
Example One:
Example Two:
)


[bookmark: _Toc298925359]
Section D.5. Single, Double, and Triple Loop Learning
Task 38. Can you think of what would be an example of single and double loop learning within your organisation? Provide your answers in the space provided. Remember that single loop learning will be concerned with finding an improvement, whereas double loop learning will examine what the cause of the problem is. 
 (
Example of Single Loop Learning:
Example of Double Loop Learning:
)

[bookmark: _Toc298925360][bookmark: _Toc260642634][bookmark: _Toc264899542][bookmark: _Toc203804134][bookmark: _Toc225231359]Section D.6. Sources for reflection to aid self development
Task 39. Give three different examples of when you benefited from one of the sources of information mentioned above which has benefited your own self development. 
 (
Example 
One
:
Example 
Two
:
Example 
Two
:
)

[bookmark: _Toc288050505][bookmark: _Toc298925361]Section D.7.  Formats for your CPD Plan

Task 40. Using the template below list three developmental items to start off your Personal Development Plan. 

	[bookmark: _Toc288040100]
What do I want or need to learn?
	[bookmark: _Toc288040101]What shall I do to achieve this?
	[bookmark: _Toc288040102]What resources or support shall I need?
	[bookmark: _Toc288040103]What will my success criteria be?
	[bookmark: _Toc288040104]Target dates for review and completion.

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	



[bookmark: _Toc298925362]Section D.8. Sustaining the motivational momentum – Kolb’s Learning Cycle
Task 41. Reflect upon the subject areas covered in this unit. What have you learnt and how can it help you develop your HR career? In the space provided give your answer in no more than 200 words. 

Task 42. How can you use the knowledge that you have gained through this unit in your organisation? In the space provided give your answer in no more than 250 words in the space provided. 

[bookmark: _Toc225231368][bookmark: _Toc264899557]
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