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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

Q. 1: Short questions.
I. What is the difference between coaching and mentoring?

The difference between these two seems to be very subtle on the surface. However, the deeper the study is performed, the more visible the differences are. Before starting, I’ll mention that coaching could include mentoring, but mentoring will not include coaching.

The first thing is that coaching in formal, while mentoring is informal. Coaching would normally be related to one’s work or workplace. It would be normally performed in a professional environment.  Mentoring, on the other hand, could happen in both professional and private environment. 

In case of mentoring, the relationship can be both personal and/or professional. A mentor is not paid for mentoring. The people involved very often voluntarily choose to be connected through such 
a relationship because they want to learn from someone more experienced or wiser.  One could be connected to a mentor in a professional relationship, too, if they meet through the workplace. Often, more experienced colleagues are asked to mentor the new ones or less experienced. Thus, the relationship can focus on both personal and professional issues. As far as coaching is concerned, as it is happening in a professional environment, the couch would be assigned to a couchee by someone else, like a manager and they would focus on professional issues. 

Mentoring is more about sharing knowledge and wisdom and personal experience, while coaching is about skills development and reaching a goal. Thus, coaching would not deal with someone’s personal or emotional issues, unless dealing with such is to enhance development in the professional area. It would not deal with disciplinary issues, either. Coaching would challenge, while for mentoring it is not a necessity.

Goals set up in coaching are specific and must be measurable (e.g. to speak to two colleagues I’m not acquainted with by next Monday). There is a commonly used mean of setting goals, called SMART 
(which stands for Specific Measurable Agreed Realistic and Time-bound).  These goals would be job orientated and will aim at leading the person couched to a success. In terms of mentoring, the goals can be related to both, job and life in general. Goals in this relationship might be specific and measurable, but don’t have to be.  

While coaching must have some formal means of measuring the performance set up, no official means of measuring mentoring performance are necessary. Improvement is informal. The mentee will report back on their successes and failures. In a coaching relationship, the ways of checking the successes and failures in achieving a goal must be in place and will be documented. 

It is the very relationship that is the greatest reward in the mentoring relationship. Apart from that, the reward can be professional in a sense that the mentee can learn to do their job better or more efficiently. Rewards in the coaching relationship are formal and specific. They are results of improvement or reaching a goal set up earlier. The couched employee could be given a better role or could be paid for achieving the goal. 


II. Who is a mentee?

A mentee is a person, could be a colleague, who has got a mentor. A mentee generally is a person who wants to learn from the more experiences or wider person. The mentor could be chosen voluntarily or assigned to the mentee in a workplace. A mentee is also caledl a protégé (it’s formal version). 

III. What are the three elements of coaching?

There are three things to be considered when guiding someone to achieve success. These are: aptitude, motivation and resources. If a couched person is to succeed, all three should be dealt with. Aptitude is about knowledge, skills, ability and talents. Motivation is about attitude, confidence, focus and drive. The last but not lease, deals with support, available equipment and time. 

IV. When do you know it is time to give up on coaching an employee?

There are a few situations when I would know that the coaching relationship is about to finish. 

One possibility is when the goals have been achieved. This includes the situation when all steps involved in coaching in a particular situation have been completed. It means the employees have been set on the journey that will lead them to success, they know the vision, expectations, know when they are expected to complete the task, have got the resources and are motivated to work. 

Another possibility to finish a couching relationship would be when the relationship stops being rewarding, either on one or both sides (this concerns also mentoring). 

V. Generate some opening sentences for your coaching conversation.

How is dealing with …  going?
How is dealing with the issue we talked about last time going?
Have you done anything in terms of what we discussed last time?
Have you thought about what we discussed last time?
Any success in … (talking to unacquainted colleagues)?
Let’s have a look at your goal(s) agreed on last time.
Let’s talk about the goal(s) we agreed on last time. Was it challenging?
 How would you like to use this session?
Is there anything in particular you would like to discuss today?
Going back to our previous session, …
Let me ask you about the goal(s) set up in our last session.
Let me touch on a few issues today.
Let me touch on … ( a specific issue) today.
Today, let’s focus on … .
Is there anything you want to focus on today?
Have you managed to do anything in terms of what we discussed last time?
What’s happened since our last meeting?

Q. 2: Discuss the key coaching skills.

The key coaching skills could be divided into five groups: communication skills, helping skills, teaching skills, mentoring skills challenging skills. All of these skills are possible to be learnt and developed.

Presently, it is expected that supervisors are capable of implementing above skills. Mangers, who strive to be effective, apply these skills to help the employees develop. It must be mentioned that coaching is about an on-going reaction to the employees’ performances. It is a continuous process of helping the employees to see opportunities ‘here and now’. The coaching skills, thus, are to help people to spot opportunities to develop. In order to achieve this, the coach will be required to be analytical, with an ability to plan and to create a friendly and supportive environment. They are also expected to be able to influence the employees’ behaviour for better.  

As far as communication skills are concerned, these are skills that allow making the best of the conversation and play a vital role in establishing a rapport between the coach and the coachee. Effective questioning and listening are crucial.  Instead of giving a ready answer to the employee, the employee should be put on a right track via appropriate questions. This involves answering with questions to their questions, as this forces them to try to find answers by themselves. Effective communication will also use rephrasing to confirm understanding on both sides. Once the communication actually takes place, it is possible for the coach to get to know the employee as an individual, which is important for the latter to feel safe and believe that their welfare matters. If the coach does not pay attention to what is said, or lacks skills of inferring from it the important information, they risk the possibility of misguiding the employee. The coach, therefore, should listen with curiosity to what is being said.

As a helper, the coach will try to identify the real problem, instead of curing the symptoms. Helping, essentially, is about helping to find their own way of dealing with problems. It is the employee who is expected to find the solution and the coach’s role is to derive the solution from the former. In order to do this well, the coach must be careful not to be ‘closed-minded’. They will then be able to bestow the ‘out-of-box’ thinking on the employees and sparkle creativity. Being a helper involves plenty of encouragement. 

The role of a coach as a teacher involves encouraging the employees to develop their skills and knowledge, sometimes even sharing their own knowledge. In order to help them go into right direction, it is important that the coach sees their strengths. Being a teacher, however, is not only about sharing knowledge with those one coaches, but it is about creating an atmosphere in which the trainee will not be afraid of making mistakes. They cannot feel inferior because they made one. If they do, they will not be able to receive feedback, which is crucial for development. The coach may prompt towards solutions, but should allow the people to learn from their mistakes. 

Being a mentor involves ‘being there when needed’. It is being a resource regarding different aspects of the working life, like administration, further career or dealing with human resources. A part of mentoring role is being honest with the employee, e.g.  in a situation when the employee wants to apply for a role they are not suitable for or which doesn’t suit their strengths. Mentoring often involves being a role model. In this aspect, it is important to demonstrate conduct, commitment and performance the mentor expects to see in the employees. An important issue for the mentor to deal with is helping the mentee to prioritise their work. Once the mentee masters the prioritising skills, they will not be easily overwhelmed by the amount of work. Moreover, a mentor would try to connect people so that they are able to share their goals and experience. 

Last but not least skill - challenging skill - deals with aspects the employee would be reluctant to deal with, like confronting excuses. In this role, the coach is to make the employee realise that their development is really up to themselves. As sometimes the employee might struggle with having a clear picture of a situation, the coach’s role is to help them to recognise obstacles, like unproductive behaviour. It’s also about showing a different perspective on the same situation. By doing this, the coach may help the employee to see opportunities where they didn’t see it before. A coach should remember that people develop most when they are challenged. 

Looking at all the facts regarding the skills a coach should have, it is not surprising that many organisations decide to use coaching. Coaches can be a great asset to an organisation’s life. 

Q. 3: Which of these competencies are most important in your coaching role: communication,  helping, teaching, mentoring and/or challenging? 

In my view, all of the above skills are important in my role as a teacher. There are moments, when one of them becomes more crucial, but all of them are important in my role. 

As a professional teacher, it is vital for me to establish a good rapport with my students. They must feel that they can always approach me. I know them as individuals and I care for them. They should be able to feel it. Moreover, in order to guide them towards answers (instead of giving the answers) good questioning is a key. 

As a teacher, it is my responsibility that the students’ knowledge and skills develop. I also should be able to recognise their strengths and guide them towards developing the strengths. The student must feel safe to make mistakes, which they probably will make. 

As a teacher, challenging the students is vital. They will not develop if they are not challenged. And some of them will try to avoid being challenged.  They must, however, be aware of the fact that their development is in their hands. If they are unwilling, I can do very little. I give them advice what to change in their attitude or behaviour in order to become more effective. 

Acting as a helper is equally important, because if I manage to encourage the students to be innovative and creative, they will, most likely, achieve more in their professional life in the future. Sometimes, the students don’t even realise they know the answer to a question. 

Lastly, the students see me as a resource to find information on a variety of topics, including dealing with the administrative site, progression and everything else. Often, I am an advisor, both in personal and educational matters. I am seen as the wider one. 
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