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Part One

Introduction: 
In this reflective report I will discuss about my personal skills and knowledge which I have used my recent project work. I will also give a short brief about the project itself and how we have completed that task as a group. I will briefly present how my personal skills have developed through this process and new knowledge and experiences I have gathered from this team work on the project. 

The project:  
The project was to develop a business plan and present it through power point slide in 15 minutes time. Team was allocated by our tutor. We were four in a team. In our first meeting, we decided to think individually and come up with an idea of a business plan for the next meeting. In our group, only I have the practical experience of handling business. So I came up with whole idea of business plan and whole team was overwhelmingly supported my plan and agreed to go ahead. 
Business plan for Games & Gadgets – a video games and gadgets retail shop in south London. This 15 minutes presentation we have presented company details, company’s aims and objectives, vision and mission, management process including marketing, human resource, finance and operation. We also produce a brief SWOT and PESTEL analysis for the proposed business.

Identify personal skills set and knowledge relevant to the project:
During making this business plan I have identified some of my personal skills and knowledge which I found out in myself and surprised me as well. Some of my personal skills are as follows:
Time management, Communication, Leadership, Team member – contributor, Technical competency, Presentation plan, Decision making, Work under pressure, Conflict resolution, Focused – goal oriented, Quiet - I am a great listener, Intuitive -  I can sense when there is a problem and Adaptability – change is a natural part of business.
Those skills and knowledge I had but it has improved a lot during this project. It is better to know yourself, have confidence yourself which will help you to plan ahead. Some unidentified skills I had but during the project work some of my colleague identified and mentioned it to me which am a great discovery for me. Now I will describe how those skills and knowledge reflected into the project work and has developed more in a great deal.  


Part Two

Reflection of my personal skills throughout the project:

Time management
It’s all about using time effectively – allow right time for the right job according to importance (MSG, 2018). It’s a process of organising and planning how to divide the time between specific tasks to make sure you work as smarter but not harder (Mind Tools, 2018).
In every occasion I have finished my task in a given time. I have maintained the work log which gave me the step by step follow up. I had to organise my time wisely because of busy personal life and the commitment to the team for the project. 
My time management skills have improved throughout this project work. It was a great experience of working with a team of different background of individuals. To finish everyone’s individual task timely shows a respect of other team members as well. Though at the end some of our team member did not finish his part but we the other team member have managed it well.

Communication
In a team work - communication is an important tool. Communication is exchanging information by speaking, listening, writing or using other medium (Oxford Dictionary, 2018). Good communication skills are the most asking skills in almost every job. Employer wants his employee to convey the message to the people clearly and succinctly that everyone can understand. To be a good communicator – you must be a good speaker and listener and you have to be an empathic (Open University, 2018).
In our team meeting we used to discuss all the arising issues openly. We tried to solve the issues in a meeting by questioning and listening each other. We have used phone, whatsapp and email to share our thoughts and allocated tasks. We followed up the project work through those medium of communication. 
I have learnt more using phone apps rather than the email from this project work. It is time consuming and easy accessible all the time. Sending images of power point slide is more hassle free than sending an email. My listening skills have improved a lot from this project work. I had to listen other team members because I was the main contributor of writing the whole business plan that’s why I was so conscious about others opinions because if we fail then other team members will blame me for that. So in every action I asked their opinions, suggestions and listen them carefully. 

Leadership
Every leader is different but they should have some common characteristics such as decisiveness, awareness, focus, accountability, empathy, confidence, optimism, honesty and inspiration (Business News Daily, 2017). Leadership also involves some great qualities. They should organise, motivate and direct others, set objectives, taking positive attitude from the frustration and failure, take the responsibility of any mistakes and wrong decisions and be flexible (University of Kent, 2018).
In our project I was not a leader at the beginning. The day before our final presentation, one of our team members told me that, our group leader had to travel abroad for personal reasons. He has contacted other members and they all asked me to take the leadership role from that point. So I was a leader by situation. I spoke to other team members and followed up the tasks and redistributed the role for the final presentation. I have sent everyone’s part of presentation by using whatsapp straightaway. I have followed up and communicating continuously and ask them to come 2 hours early of final presentation for rehearsing. 
Though I was not ready for the situation but I have managed well and enjoyed it. I had leadership experiences in some other project so it was easy to coop. It was a different type of experience and I was thrilled and learnt a great deal of managing the situation. 

Team member – contributor
Every member of a team is an important asset. A person who belongs to a specific group of people and works together to achieve a common goal is known a team member (Business Dictionary, 2018). It is a very important role in every organisation. They are the backbone of a team. There are few qualities which make a great team player such as:
Always reliable – get the job done, meet the deadlines
Communicates with confidence – say what they believe openly and honestly, respect others 
Does more than asked – work silently, take responsibilities and extra initiatives
Adapts quickly and easily – they don’t stressed or complained, work wherever needed
Displays genuine commitment – go extra miles, not 9 to 5 - work until the job done
(Jordan, 2012)
In this project I was a team member first then when our team leader left, my other team members proposed me to take the place. I was active throughout the whole project. I helped my other team mates also for the presentation. 




Technical competency
Technical competency also known as a term of technical “know how” which is special knowledge and skills you need to perform effectively for a specific job (HRSG, 2015).
I am working in a video games and gadgets industry where I deal with almost all latest technology. Last 11 years of working in a similar industry I have gained that competency which I have used in this project. I have extended my hands to other group as well for any technical support they needed. But I have learnt a great deal of presentation skills from this course. 

Decision making
Prediction and judgement – you need both to make a good decision. Be less certain – don’t be overconfidence. Your decision would be biased if you do so (Frick, 2018).
To make a decision you need to select a logical choice from all available options such as positive and negative. Also need to consider the alternatives as well. 
In our project we had to work out about the 15 minutes presentation – who will do what. Because of one person was missing from the final presentation, so we had to recalculate and redistribute the slide and time slot. I had to take the lead and explain them their role. I have used my judgement before allocating them for the specific role. Such a small group of three – there are not enough room for considering and alternatives but I have used the available resources to make it happen. 

Work under pressure
It does not matter how well organised and well planned you are – changed, unexpected events, problems and challenges happens. The pressure can be from physical, mental or the circumstances require urgent attention. Work under pressure is a great skill which every employer wants to have in their employees. This is dealing with constraint which is out of your control, may be resource or time, and may be not having enough knowledge of the task related, unforeseen changes or problems. Some of time management skills and effective planning can reduce few risks of under pressure but will nor eradicate completely (University of Leeds, 2018).
We did not have sufficient time for our project. We could not manage time for team meeting. Just a day before the final presentation I was informed that our team leader will not turn up tomorrow. And that put me in pressure because rest of the team depending on me. So that unexpected situation I had to handle carefully. 
It was a great experience for me to manage such situation. When we finished the presentation, one of the judges just told us that we did well without the allocated team leader. We felt really happy.

Adaptability - Change is a natural part of business
Adaptable people experiment – they are open to change, they have willingness to take it. They see opportunity where others see failure. They are resourceful, they think ahead. They are curious, they don’t blame. They don’t claim fame. They know what they stand for (Forbes, 2015).
In any organisation adaptable people are very resourceful and very necessary. They are the natural leader. Any given situation those people are more helpful. In our small project we had to adjust and adapt new strategy to continue without a key person just missing a day before the final presentation. I had the willingness to take over and I found this an opportunity for me. 


Conclusion
This reflective report will help me in future to accomplish any project work. This culture of evaluating self skills and knowledge is a great practice to improve oneself. Throughout this project, team work, module handout enriches me academically and personally. After writing this report I realise the analytical power to judge myself, identify yourself is a great achievement which I have learnt from this module. 
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