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Introduction 
My name is Shericka Nelson, this is a report where I am going to reflect on my own personal skills that I have developed. I will also reflect on the goals that I have achieved, while studying at the University of Wales Trinity Saint David. I will also be including all the different individual modules, that I have done and how they have contributed to me accomplishing my targets. I am going to include what I want to work on to become more successful in my career for the future. This report will also contain different methods and resources that I have also used that have been useful within my studies. 
Talking on this subject, it has brought back my memory on an in-class activity that I have done. In the professional career development module, I learnt also about prioritising my time and making plans for my future career. This was done by learning the lifeline exercise, this helped by making notes about the past which included: past experience and making notes for the future. The exercise required, making key events from the past to the present while acknowledging the high and low points of your life. The key events are then analysed by, if the key events that took place were established by you or outside influences.
This helped me by comparing the difference between the past and present events. It also helped me, by understanding what it says about you as an individual. It was beneficial for making the effective decisions in the future for my career. One of the main rules that was taught in the lifeline exercise was to always remember the smart rule. The smart rule means:  S = specific M = measurable A = actionable R = relevant T = time bound. 
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[bookmark: _Toc39780394]Reflection

One of the main things, I am going to talk about today is the progress that I have made with my academic writing. This was one of the things that I found a bit difficult at first before, studying at the University of Wales Trinity Saint David. The problem I had in this area was structuring sentences, based on when and where to use commas and other punctuations. The module that has helped me to learn and understand about different punctuations in academic writing was, academic and employability skill. In week 2 of learning this module was all around understanding the clauses of a sentence and paragraph structure. 
I can now say this has benefited me in many different ways. One of the most important aspects I am going to elaborate on, of how it has benefited me is with employability skills. This also referrers to being in a workplace environment with office-based tasks. The filed I am looking to go into after studying this course will incorporate a lot of writing. This is very important that I have the right and accurate writing skills and style that an employer is looking, for that I do have now. 
Time management is another topic I am going to cover as I have made a great improvement on. I have always had a good punctuation. To point out on what I found a little bit of a struggle on, before was prioritising my time. Prioritising my time, has helped me a lot when it came to me doing my assignments and class work. Down below I am going to list out in more details, on how time management has helped in studying. I am going to mention that before doing these things it was very stressful when I had to do my assignments, or any task given by the lectures. This was because I notice before I was always rushing and when things are rushed it is not at its best. 
1. Delegating prioritises – 
This was by doing group work with in-class activities, this also included things as assignments when working in a group. There have been many times, when I have worked in various groups and sometimes there is one team member who is very reluctant in doing any work. where they did not want to contribute their part in the task. This meant that if the work was not fully completed because, of one team member then everyone will fail. Delegating in this situation was becoming the group leader and making sure ever person done their part. Doing this meant that we were able to be successful as a team and complete the task that was given by the lecture.
2. Free time and Making a list - 
Whenever I had finished all my assignments before the deadline to hand them in. I always used my free time, to go over and check my work to make sure I have not made any mistakes and if I did, I would have time to make any corrections that was needed.  In my free time I also used to it practice on any topic that I didn’t understand or wanted to learn more about. These are some of the things that I wrote down in the list that I have now achieved because of making a list. 
3. Prioritising time/ Assignments – 
4. This is one of the most important one that has made a significant difference. I prioritised my time for my assignment by starting them straight away. I noticed that most people when given assignments did not start them till late. Their reason for this was because they had plenty time to hand it in. People who did that always ended up handing in their assignments with late submission. Learning from other people, I always started my assignments as soon as it was handed out. This gave me more free time to add or change anything if I wanted to. I looked at this at the priority was my assignment and the time was handing it in early.
[bookmark: _Hlk39775975]Improving on time management there was one person in particular who I have learnt a lot from, about prioritising time. Stephen R. Covey (1944)1   watching his videos based on time management has given me a lot of tips. I now use some of his tips in my daily tasks within studying. He also mentions when you prioritise your time, you are actually putting in place what is and what is not important. This means that once you do prioritise the difference you spend less time doing things that are not important.
Previously before I started studying at university, I found it a bit difficult when writing reflection reports. When I wrote reflective reports in the past, to be more specific It was hard to understand how to structure a report. I was anxious about running out of things to say and not being able to meet the task requirement.  Therefore, most of the time I wrote a report the feedback that I was given from the lectures was that there was a lot of repetition. I then decided to add this to my list on things that I wanted to work on. 
I have been working on Gibbs reflection cycle (1988)2. Using Gibbs has helped me by making a better performance when writing a reflective report. The main rule for Gibbs’ reflective writing is covered by 6 things to do. Down below I have name out the 6 things that Gibbs’ reflective writing requires. I am also going to explain in detail how each one has helped me in my reports. Six rules required by Gibbs is:
1. Description – Gibbs explains that the description is the is main detail of the situation. To break down this part includes the what, when, who and why. He even mentions to add the outcome of the situation from the experience. Using this method was much easier in writing my report because, I was able to look over and write about each section. Now when I write a report, I don’t run out of things to say because I have covered each element based on what took place.
2. Evaluation – This part is based around evaluating the pros and the cons, of what worked in the situation and what didn’t work. In the past as I have previously mentioned before, I used to rush to finish my assignments and when you rush it does not provide the best quality of work. Doing this was very useful as it helped by making sure my work gets handing in on time before the deadline. 
3. Analysis – The analysis part is similar to evaluation but, more about the reason as to why some things went to plan and some didn’t. In this aspect, I looked upon what I was doing that was causing some things not going to plan. I made sense of the situation and I acknowledged what needed to change. One of the examples that I used this method in was in teamwork. Working in a group with sometimes can be frustrating at time. This is because everyone has their own opinion and beliefs.
[bookmark: _Hlk39776919]As I have previously mentioned, that working in a group I had to delegate priorities to make it easier for every individual in the group. As there were some people who was reluctant in doing any work. The analysis that I used, was reflecting on why it was difficult to produce a standard group of work put together by a team. I then started categorising people which I done this by, putting each individual in categorises according to their strengths. Each individual had the opportunity to voice what part of the task they felt comfortable doing in the group. Finally using Gibbs’ (1988)3 provide the ability to produce a high stand of work as a team and we passed our assignment.

4. Conclusion – This is all about summarising the main highlighted points that took place. An example of this was before, using the Gibbs reflection cycle I knew how to do certain things within my studies. I learnt from Gibbs’ that planning and breaking down each section when for example when writing a report, it is more helpful and quicker. It also helps by making less mistakes and having to re-write your work up.
5. Action plan – The final rule is to plan what you would do different in the future, in a similar or related situation. An example for when I used action plan was, I decided when I do future   group work, I will ask every team member what their strengths are. This is because it worked previously, and it is also an ice breaker if everyone does not know each other. I will also make sure that we plan everything out beforehand, of starting the assignment as a group.
[bookmark: _Hlk39777004]I am going to mention another model that I have found very constructive. Belbin’s (2010)4 his work on team roles, has additionally given me a few tips on working in a team. Belbin describes team roles with 9 steps to follow down. Down below I have explained how Belbin’s 9 step to good team roles work and how its effective. For each category of the 9 nine roles the focus is on strength and allowable weaknesses. 
1. Shaper – strength:
 is about dynamic and challenges which drives on pressure, by having the drive to overcome obstacles. 
Allowable weakness: being prone to provocation and sometimes can offend people’s feelings.
My experience being around this character is that they like to socialize. They generally push other people as well as their self to achieve results. They are a very driven and dynamic individual, who are able to inspire and motivate team members. They thrive well under pressure and have a positive attitude. This was a person who was in my group when I was studying at college.

2. Implementer – strength:
 practical, reliable and efficient turning ideas into reality while organising work that needs to be finished. 
Allowable weakness: Being a bit inflexible and being a bit slow to respond to new possibilities.
I have experience being in a workplace with a character who is an implementer. They are exceptionally organised and like to structure their environment. They like to be very practical and like to make concrete plans theoretical ideas. Implementers are highly disciplined and self – controlled individuals. They focus mainly on their team or an organisation they have established ways of doing things. These characters can be persuaded only if they can see proof of a positive change.

3. Completer finisher – strength: 
conscientious, painstaking and anxious. This fixes errors by editing and making things perfect.
Allowable weakness: inclined to worry unduly and being reluctant to delegate. 
At my previous college, I had a teacher who had the traits of a completer finisher. She was a perfectionist, who noticed every fine detail. Whenever students asked her a question related to the work, she most times goes into every detail that she possibly could. She did this because she wanted to avoid miss communication and wanted students to not make any mistakes. She strived for perfection and she also expected the same from the students. 
This section is all about action orientated roles

4. Co-Ordinator – strength:
 confident, mature and identifies talents. This is done by classification on goals. 
Allowable weakness: can sometimes be seen as manipulative and might often offload their own part of the work to the group.
My experience with a co-ordinator is that, they have a very high interpretation skills and communication skills. They like to help other team members accomplish their objective. They are also trusting individuals and good at delegating work. Co-ordinators have a wide perspective they are able to direct a team with diverse personalities and skills.

5. Team worker – strength:
 preceptive, co-operative and diplomatic. This is all about listening and adverting friction.
Allowable weakness: Being indecisive in hard situations and avoiding confrontation.
I have experience working with team workers in my different criteria of studying. In my opinion team workers are friendly and good listeners. I will also describe myself as a team worker, I am able to get a team to function well together. I step in an assist other team member who needs help with their work. I am very adaptable, and I can work effectively with diverse people. I am also good at solving interpersonal issues within a team. 
6. Resource investigator – strength: 
enthusiastic and outgoing. Exploring opportunities and developing contact.
Allowable weakness: Being over optimistic and losing interest once the initial enthusiasm has passed. 
My experience with a resource investigator was my manager. He was positive and enthusiastic person, he liked listening to other people’s ideas. He often was investigating in new developments for his business. He had a very outgoing personality and, was a very negotiable person. He had the resources of making new business contacts.
This section is all about people orientated roles

7. Plant – strength:  
free thinking, imaginative and creative. Solving problems and generating new ideas.
Allowable weakness: Ignoring incidentals and being too preoccupied to communicate effectively.
My experience with working with a plant character was in college. In my previous college before we done a lot of group work. This person was a student, she was a free thinker she always came up with new ideas and suggested innovative new ways to do things in the group. Most of the time she did often like to work alone at times.

8. Monitor evaluator – strength: 
 strategic, sober and discerning. Judging all options accurately while seeing all of your options.
Allowable weakness: lacking drive and ability to inspire others and being overly critical. 
I have experience working a character that was monitor evaluator. This is when I was studying in one of my previous colleges. This was one of my teachers who was a serious individual who always strategic planning and critical thinking. Whenever, I found something hard that I did not understand within the lesson, she always carefully considered all angles and possibilities of the situation. Before, she devised her insightful solution. 

9. Specialist – strength: 
self -starting, single minded and dedicated. This is about providing specialist skills and knowledge.
Allowable weakness: contributing on a narrow font and dwelling on the technicalities. 
My experience of working with a person who is a specialist in character, was when I previously worked in a construction office. The manager loved to share their interest with the employees, his job was more like a hobby to him. The manager was up to date with new developments and he was always maintaining a high professional standard. He always made meetings on a Thursday and this was all about making sure employees was up to date, people to share ideas and ways to make improvement within the workplace.
This section is all about cerebral roles
[bookmark: _Toc39780395]Career plans
I have made a career plan on what I want to do in the future after, I finish studying at university. If I pass this course, I will have a Certificate in Higher Education. My first plan now is to finish this course that I am currently studying. Once I finish this course, I then want to go on to study again at university. Am not sure of the course that I am interested in studying at the moment. I have been looking up on different courses, that accept an entry requirement with a Certificate in Higher Education.
I have been to many different colleges and studied various of courses. For the future I do know that when I got on to study again at university, this time I want to study for a degree course. This is because it’s something that I always wanted to do. I will also have the entry requirement to do a degree course, once I have finished this current course I am on. Once, I then finish my plan is to graduate from that course and find a job in that field that I can become an expert at. 
I feel that if I continue to do what I am currently doing, with my drive and focus in my career, the approach that I am taking will then eventually lead me to be able to go on to study for a Bachelor of Arts or master’s degree. Using Honey & Mumford (1986)5 learning styles has helped me to prioritise, in what I need to do to achieve my goals.
Managing and Enterprise is the hardest module out of all the modules that I have studied. I am currently still finding this module a bit hard. I currently have to do a resit for one of my previous assignments at the moment. Because, I find this module a bit difficulty my aim to take extra time when I do the re-sit on this module so that I can pass the assignment.




[bookmark: _Toc39780396]Learning styles
VAK learning styles was developed in 1920s by a psychologist. It was developed to classify the way in which people learn and the most common.  According to the VAK model there are one in four main ways that people prefer to learn. The sensory receivers which are: visual, auditory Kinesthetic, reading and writing generally these styles are mix and matched. 
Visual- This type of learner absorbs and retain information better when it is presented in examples images, charts and diagrams.
Auditory- This type of learner understands better when listening to the information that is presented. This type of learner responds best to voices for example, lecture note or group discussions. Hearing his own voice repeating something back to the tutor is helpful to them.
Kinesthetic- This type of learner is more physical; they prefer hands on approach they learn better when being able to touch and feel an object or learning prop.
Reading and Writing- This type of learner uses repetition of words and writing. Visual and Auditory learning style overlaps with this type of learning style. A person who prefers to learn this way remembers or organise things best in their mind by taking down notes.
[bookmark: _GoBack]Using this model in my work has helped me to understand my type of learning style. My learning style is more Visual and Auditory. I prefer to learn by seeing things and by listening, I very rarely take down notes. 
[bookmark: _Toc39780397]Personal Swot analysis
My strength that I currently have is that I am self-motivated, confident, I have good communication skills, self-driven, good time management and trusty-worthy. I soon will have a certificate in higher education. I always work to my best ability and I adapt and learn new things very quickly. I have many personal resources that I can use these are: observation, awareness, concentration and imagination. I am very proud that I have almost finished the course that I am currently studying, and I will soon have a qualification in higher education.  
I believe that observing is a very important skill to have. This is because you can learn so much and understand a situation a lot just by observing what is going on. I also believe that motivation is very important when for a career, the reason for this without motivation it would be hard for a person to accomplish their goals. 
My weakness is that in the modules that I am currently studying, I find one of the modules a bit hard as I have previously mentioned. Also, sometimes taking risk example of this, is when I worked in a group and I had to do my assignment on a topic that I did not really understand. I just wrote what I thought was right and then handed it in. I also sometimes rush though my work quickly and when I do this, and I read my work back I notice that sometimes I made mistakes. 
My opportunities that I have is, once I finish the course that I am currently studying I can move forward in career as I have previously mentioned. I also have access to different online resources that I use sometimes in my studies. The feedback from the lectures is also helpful, as they point out mistakes and ways to make improvement. 
For the threats the only thing that might be a problem is that, as I have previously mentioned I have to do a re-sit. I might have to re-sit that assignment as a late submission, because there are some technical issues at this present time. In addition, because of the technical problem my aim is to work differently than usual. Moreover because of the epidemic that is currently happening in the world. At the moment, I do not have a printer which is a problem for me to upload my assignment. This means that I could possibly lose marks on my assignment. Due to not being able to upload my in-class paperwork. 
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As I have previously mentioned that I have learnt a lot of skills and knowledge from using different models. My intentions are to continue to learn and practice more models, that can help me also for the future. I will also work on improving my communication skills when dealing with different types of characters. I am going to continue to prioritise my time and delegating prioritises. I am very aware of what employers are looking for, and my aim is to make sure I have all the skills and attribute that the employer wants, so that I can contribute to the workplace. 
I have made a plan that I am going to practice on my interpersonal skills. These are: activate listening, teamwork, and perseverance. I am going to purse to continue to use Gibbs reflective cycle (1988)7. As I have previously mentioned it has helped towards my work. Bearing in mind I will also be following Belin’s (2010)8.  Doing this reflective report, has helped me to look back and see the improvement I have made. Since, the start of when I first started to study at the University of Wales Trinity Saint David. I am very impressed with the improvement that I have made. Using the swot analysis, is a good way for reflecting and to see your achievements.
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