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Reflective Report

In this report, it will include my experience and learning across the Academic and Employability skills module.
In this module, I had to write an academic report on ‘What is the most effective way to motivate staff?.
It was a two thousand word academic report that discussed the challenged of motivating staff in any workplace.
I had to support my academic report by using the four pieces of literature that was shared during class sessions, along with four additional sources that I independently identified.
The academic report included a title page, table of contents, a clear introduction, the different ways that staff can be motivated, the key factors affecting motivation, a conclusion and a reference list.
Harvard referencing was used throughout to support the points that I was including in the academic report.

Whilst structuring the academic report, I was feeling different waves of emotions overcoming me as it was the first time that I have written a report.
I experienced an array of emotions and thoughts whilst constructing the academic report.
I was overthinking and worrying as I did not know if I was writing the report correctly or if I was going to turn it in on time.

Plagiarism was constantly in the back of my mind and I was ensuring that I was paraphrasing and including citations through my work.
(University of Oxford, 2019) says ‘Plagiarism may be intentional or reckless, or unintentional.’, therefore I was cautiously remembering to add in text citations throughout my report.



As it was my first experience in doing something like this, there were good and bad points in it.
The good parts of my experience that I recognised were that I completed the academic report and submitted it in before the due date.
I was able to learn how to independently identify other credible sources and implement them into the academic report.

The bad parts of my experience that I picked up on were that I kept on second guessing myself as I did not want to do the work incorrectly.
Another bad part of my experience was the word count.
The 2000 word academic report had taken me longer than expected.



The academic report I had to write was on ‘What is the most effective way to motivate staff?’.
In this report, I included the different ways that staff can be motivated in their workplace or organisation.
I included the pros and cons on each factor of motivation and added an explanation on to why they were effective and why it could be an issue.
I did this to show the reader the positives and negatives of each point, whilst supporting them with in text citations to validate them. 
In the conclusion, I had to write what is the most effective way to motivate staff, and that was a judgement I had to make on my own accord.
The reason that I made that judgement was because there were four other sources of information that I researched from, to support my conclusion.

Overall, the academic writing was a positive experience, but there were things that I could have improved on.
One thing I could have improved on were my time management skills.
I could have completed the work in an ordinary manner, rather than rushing and doing it all at once.

If I was to do another academic report, there would be certain elements that I would do differently. 
The things that I would do differently would be my organisation.
Next time, I will be more prepared in my academic writing, and I believe it will cut the time spent writing it, in half.
The skills I need to develop would be organisation and time management related.
The reason being is because I felt like I was all over the place with notes and documents from class sessions being misplaced and scattered everywhere.
I also should have completed this assignment in 2 hour segments each day, rather than completing it in half a day.


Whilst learning across the Academic and Employability skills module, there was a task that included the students of the class to be formed into groups.
The task involved the formation of a job advertisement.

In the group presentation, I offered to become the group team leader and help guide my peers into forming the job advertisement.
The way that I showed others that I was listening to their views and ideas were by not interrupting them whilst they were speaking and being respectful at all times.
I ensured that I gave subtle expressions of agreement to show that I was listening to their views and ideas.

As a group, we all decided on the choices that we had to make in preparation for creating our job advertisement.
There was different ideas we had on which job we would like to base our job advertisement on.
The way that my group picked the best suitable option was that we all had a vote on which job we wanted to base our advertisement on, and the majority vote wins.
Everybody was satisfied with the choice we had made and there were no objections.
Another choice we had agreed on was to do a power point presentation rather than making a poster or any other way to present the job advertisement.
As a group, we had figured out the pros and cons to each option that we could use to present our task, and therefore chose power point to be the most suitable one for us.

The way I contributed to the completion of the group presentation was that I gathered each individual in my group’s ideas and implemented them into our power point presentation.
I formed the power point presentation and designed it to be somewhat eye catching and presentable for when we present it.

The way I made my ideas known to the group was that in each section of the job advertisement, I would wait until everybody else broadcasted their ideas and then I would think if there would be anything else that we could add, if we had missed anything.
The group was very satisfied with my ideas and were happy enough to implement my ideas into our group work.




As a group, we decided that for the formation of our job advertisement, we did not want to allocate each individual member a section of the job advertisement to work on.
Instead, we worked as a team and went through each section together and voiced our ideas and formed them together.
For the presentation part, it was an easy decision of who would present what as each member of my team wanted to present different slides to each other.
I feel like if my team members wanted to present the same slide as each other, I would do use a game such as ‘heads or tails’ to pick the team member that will present that slide.
I would also ask the team member that ‘lost’ to present the next best slide that they are comfortable with presenting.

If I noticed that somebody in my group was left out of a discussion, I would wait my turn until everybody has stopped speaking and ask the individual if they have anything to add to the discussion.
If that does not work or if they are shy to speak in a group environment, I would ask them individually or message them privately to see what their intake is on our group work.

If a member of my group did not do the work they had promised to do, I would ask them to be honest with me to why they have not done it.
I understand that there are different factors involved when a situation like this happens.
One of the factors could be anything from lack of sleep, lack of understanding or it could be a factor in their personal life that is preventing them from doing the work.
In a group environment, I would like my team members to be as comfortable as possible and creating a safe environment.
If a member of my group did not do the work they had promised to do, I would simply help them with their portion of their workload or take the responsibility to do it as I would not want anything to let the other members of the group down.

(Weimer, 2012) suggests ‘Members of groups who are taking advantage of the work done by others in the group deserve to be pressured. They should get clear messages that their lack of involvement is inappropriate and is not supported by the rest of the group. However, if a student who is struggling with the material or task gets the same kind of treatment by the group, that can be especially damaging to that student and ultimately to the group.’.

With the formation of the job advertisement, I contributed to it by offering to form the presentation.
As my group were based online, I took it as an advantage to make a Microsoft Teams group with us all in it, call the group and share my screen.
By sharing my screen, it allowed my group to see my screen and to see the formation of the job advertisement.
They were also able to see their own ideas being added into the job advertisement.


In the group, everybody played a part in presenting our completed work.
The part I played was that I presented a designated slide in the job advertisement for five minutes.
The slide I presented were to do with the benefits of the job to do with our chosen job role.
I also shared my screen whilst presenting and helped navigate through each slide as each person was talking.

I used the internet to research the relevant information when preparing for the task.
I found many credible and reliable sources online.
Also, I found many other job advertisements online on apps such as ‘indeed’, to help base the job advertisement on that.

It is very nerve wracking whilst presenting in front of anybody.
(Barot, 2021) says ‘Public speaking is often frightening for students, the main reason being lack of confidence and fear of judgement.’.
I felt a little nervous when presenting my section in front of my peers but it soon went  away as I had an audience I was familiar with rather than it being complete strangers.

After the presentation, my group and I received a ‘job advertisement evaluation form’ which was a form that our peers filled out regarding our presentation. 
The form included a point system that ranges from 1-5 points and an overall conclusion of our ‘strongest skill’ and ‘skill which requires more development’.








With the feedback that I have received regarding the presentation, I have incorporated it into a personal development plan (PDP).

(Rogers, 2021) explains that a PDP is ‘a document used to help you learn and overcome things you may feel need working on.’. 



	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	Do 2 hours of studying each day.
	By utilising 2 hours of my spare time each evening.
	It will allow me to focus and expand my knowledge.
	By staying on track with my work and assignments.
	As soon as possible.

	Practise presenting.
	Practise speaking in front of a mirror or in front of people out loud
	It will give me confidence to present in front of an audience and deliver the presentation clearly.
	By presenting in a clear voice at my own pace and feeling confident and comfortable in doing so.
	The next presentation I will present in the future.

	Practise on organisation skills.
	By organising my workload properly whilst doing any work.
	It will avoid confusion and allow me to work in a clearer space.
	By completing the work without having so many tabs open or paperwork everywhere,
	As soon as possible.
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