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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. (15)
I. What is the difference between coaching and mentoring?

The difference between coaching and mentoring is that mentoring can be someone who is experienced in the particular area, mentor’s can offer advice and can also help to progress there mentee in life in general. They will perform personal relationships and the advice given is generally given informally. 
A coach is usually assigned as part of a particular job role. Coaching is not used to performance manage an individual, they are there to help guide the individual and help them develop their skills to complete the job assigned. The relationship between the individual and the coach is professional, and they will develop a professional relationship rather than a personal one when mentoring. All aspects of the coaching that is given is down to the specific job role requirements.

II. Who is a mentee?
A mentee is a student of a mentor, in work places a mentee will be a new employee where they will be mentored by an experienced member of the team. The accurate term for mentee is protégé.

III. What are the three elements of coaching?
The three elements of coaching are: 
Aptitude: This is where Skills, Knowledge, the ability, and talent is given to help the employee reach their objectives.
Motivation: This is where the drive, confidence, focus, and attitude is to help the employee reach their objectives. 
Resources: The coach gives the support, this can include people and things, the tools and time to help the employee reach their objectives, 

IV. When do you know it is time to give up on coaching an employee?
There isn’t a time to give up on coaching an employee. If an employee requires further training this is then to be analyzed on how they can improve their performance (if the issue is performance) if the employee is successful in the areas they have been coached on, then this is where the managers challenging skills can be used, to challenge the employee to the next step in their progression/Career. 

V. Generate some opening sentences for your coaching conversation.
· What else could you do?
· How could you look at that situation differently?
· What aren’t you considering? 
· What alternatives can you think of?


Q:2: Discuss the key coaching skills. (7)
The key coaching skills are; 
· Communication skills, a coach should be able to communicate with employees, this includes being a good listener and good at questioning to get the best out of an employee. 
· Helping skills, a coach is required to support the employee and give them the right directions. 
· Mentoring skills, even though this is coaching, a coach should be also able to mentor an employee, where they will be able to also advise the employee of the correct details.
· Challenging skills – a coach should be able to challenge the employee, this will also help with motivating the employee to complete tasks and improve performance. 
· Teaching skills – a coach needs to be able to teach the employee the part of the job that needs to be completed. 

Q:3: Which of the competencies listed are most important in your coaching role:
communication, helping, teaching, mentoring, and/or challenging? (8)

In my coaching role all of the competencies are important, Communication is important as daily catch ups and monthly one on one meetings are used to ensure the employee knows where they are up to in their performance and what areas they require assistance in, listening to an employee is required.  Helping is important to ensure the employee is getting the help they require, employees that do not get the help are generally not a happy employee and can leave to employee’s leaving the business. Teaching is required in my role as a coach, especially with new employees as they require to understand the business and their job responsibilities. Mentoring is required either by me or delegated to a experienced member of the team, this is to ensure new and existing employees get the help they need to understand a new task or area of the business. Challenging is a much-needed competency as asking the employee questions that are open, why, who, where, when and how, gets the employee thinking for the answers themselves and they learn from answers these questions. 
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