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Introduction: 
[bookmark: _Hlk39500985]The aim of this reflective report is to reflect on my learning, Reflection is a key element of many occupations and programs of study. A variety of models of reflection have been created that offer structure for thinking about the intellectual notion of ‘learning through reflection on your own experiences’, (Cottrell, S. 2010). I have written a brief summary of some models of reflection. The first model is Kolb’s Reflective Cycle (1984) which consists of doing, asking how and why and making judgement and testing it out, but it has no referral to analysis (Lifelonglearning.com 2015). The Driscoll model (1994) had 3 questions, What?, So what? And Now what?. I will be using John Gibbs Reflective style to write my reflective report. I think John Gibbs reflective cycle is the most suitable model for me because it has clear stages and it is explained properly in depth how to develop your reflective report. By writing this report I can identify my strengths and areas of development, this will in turn help me to achieve my career goals. For myself to understand my strengths and weaknesses I will conduct a SWOT analysis. I will also be writing about the skills and knowledge needed to be working effectively in a team, I will show my understanding of employment and the laws and regulations on it. I will then create a PDP plan in order to achieve my own career goals. My career goal is to work with young children, especially children with special educational needs, I will identify my skills gap then I will draft an action plan for me to look back on after a certain date this will all reflect my readiness for employment.










Description
I have chosen a few topics that has helped me gain knowledge for the world of employment, these skills are essential when starting a career. The skills I have chosen are listed below:
· Demonstration of the understanding on employability skills.
Employability skills are a fundamental set of skills that are needed in gaining employment and staying employed. These are the skills, attitudes and behaviours that allow employees to get along with their colleague and superiors also allows them to make sound, crucial choices, (Robinson, P.J, 2000). To name a few, these are effective communication skills, time management, negotiation skills, I.T skills.

· Career development goals
When you set goals, you are giving yourself a long-term vision and an aim to achieve your intending goal. 
Career development goals are a path to increase more knowledge and enhance your skills in the workplace. There are a selection of career goals and you can attain varying on your interests. You may set personal goals or work together with team members to boost your skills, (Indeed.com, 2020). 

· Effective Team Working and Communication
Effective team working is a vital skill needed when in employment, effective team working is the collaboration of a group of people with the same aim. Effective teamwork requires hard work and cohesion, function, co-ordination and interaction between colleagues in a team to accomplish required results, (Gluyas, H 2015). 

· Problem Solving and Decision Making
When you have the skill of problem solving it can be very positive for your profession. Difficulties are at the base of what several individuals do at employment every day. Whether you're resolving a dilemma for a customer (internal or external), assisting individuals who are solving difficulties, or finding another problem to work out, the problems faced can be significant or insignificant, straightforward or complicated, (Mindtools.com 2020). 

[bookmark: _Hlk39499584]Decision making is the act or practice of making critical decisions. Decision making is one of the most vital skills managers and supervisors use in organisations, it is the base of success or failure in any organisation, (Shika, K. n.d.).


Negotiation Skills
· Negotiation skills are attributes that permit two or more groups to attain a settlement. These are usually soft skills and consist of skills like communication, persuading, planning, managing and cooperating. Making sense of these skills is the first move in developing into a tougher negotiator, (Indeed.com 2020). 

· Recruitment and Selection Process
[bookmark: _Hlk39502068]Recruitment is the process of searching for jobs for people to work for a company. Selection means the procedures used to select the top or most fitting candidate for the job vacancy, (BBCBitesize.co.uk 2020). Selection can also be interpreted as a process of evaluating information from candidates with requirements as specified in the advert, and choosing those who meet the necessary needs of the company to move forward in the selection process, (Morgan.P 2017,p328).
 
· Employee and Employer Rights
All employees have a few rights which have been thoroughly put down to safeguard all individuals are handled equally by their employers. The rights are called statutory rights and they have been provided by state law in the UK. Some of these rights are that workers get paid the National minimum wage for their age, workers are not compelled to go to work for more than 48 hours week and any employer cannot take unlawful deductions from workers salary (EOC.Org.UK, 2020). These are just a few to name more can be found under the ‘Employment Rights Act 1996’.



 As an employee, you may have several rights that are laid out in           the terms and conditions of your employment/contract, apart from those obliged by law. These are identified as contractual employee rights. 
[bookmark: _Hlk39240005]Employers also have rights, set out by the law. Employers are liable for the health and safety of their staff. All organizations running within the UK are required to abide by certain rules put in position to safeguard their workers’ rights to fair treatment.
[bookmark: _Hlk39492375]An employer is accountable in ensuring that their company obeys the correct regulations for their industry. They may differ reliant on the sort of task and the employment agreement in position, the regulations establish the foundation for fair-minded treatment, (Willis. A, 2019).

· Employment Legislation 
Employment legislation represents a set of laws that control the relations among employers and employees. Even though many of these laws are usually created to look out for workers, there are also several regulations that are compulsory for employees to abide by. Problems that are tackled by employment laws consist of dismissals and redundancy discrimination, lawful working ages and working in safe surroundings. Breaches of employment laws are frequently civil issues, which are processed in civil courts or through clerical practices, (Wisegeek.com 2020). Legal standards are set in 5 separate parts, Common law (developed by judges), Primary legislation (Acts of Parliament), secondary legislation, European Union Law and European Convention on Human Rights 1950.

· Code of Ethics and Professional Conducts
 A code of ethics and professional conducts defines the ethical standards which regulate choices and behaviour at a company or organization. They provide vague outlines of how employees should behave, alongside particular support for managing problems like harassment, safety, and differences of interest, (Betterteam.com, 2019). It is a broad category that refers to an employee’s principles. Organizations want employees who appreciate and adhere to company policies, are truthful and trustworthy, behave proficiently and sensibly.

 My Feelings and Understanding 
I have had a long career break, since I had my youngest child who is now 3 years old, before this I was a customer service assistant in a retail organisation. I really want to achieve my career goal, but in order to achieve this I need to gain some employability skills as well as knowledge in the area of social care. I have volunteered as a Teaching Assistant which has helped me gain skills, I have also worked at different Retail organisations but these jobs were not fulfilling for me, I may have gained other skills like communication skills and team working skills but my heart was not in these jobs, I really wanted to my further my career, so I enrolled into this course making this the first step to achieve my future career goals. Understanding who I am is vital in order to improve myself for employability.  
Initially I knew a few things about the above topics that I have mentioned about. I already knew about effective communication skills; this was one of my strong points I am good at communicating with others around me. Effective communication is one the most vital skills a person can have. There are many ways of effective communication, Active listening is when you listen to someone attentively all your attention is in what they are talking about, I will be honest and say that I never heard of the term Active listening before. To me this was a new communication skill that I have gained knowledge in. Another way of effectively communicating is by Nonverbal communication this is when you transmit messages using body language, gestures and sign language. Being assertive is also another way of effective communication, when you assert yourself you are also using your decision-making skills. Being assertive involves voicing your feelings, opinions, and desires in an honest and straightforward way, whilst standing up for yourself and with respect to others. It does not involve being aggressive, violent, or ordering. Effective communication is understanding the other person, it is not about gaining points in a disagreement or imposing your views on other people, (Robinson. L. et.al 2019). Although I see myself as a good communicator I would still like to improve my skills in this area. 

My understanding of career development goals is that it is a set of goals aimed at achieving one’s desired career. In my mind have always had a goal for my career. I have always wanted to further my education however, for me to pursue my desired career path I need to gain more knowledge. I put family life before my education and career, I wanted to watch my children grow up, that is one of the reasons why I put my career ambitions on hold and stuck to a job that I was not happy with. My husband has always pushed me to achieve my goals, there was nothing holding me back but myself. I was worried after having a long gap in studying I will feel out of place, but the journey so far has been so good, I look forward to achieving my career goal.

[bookmark: _Hlk39150086]I believe I have good problem-solving skills, when faced with any problems I always analyse the situation and try to work out in my head which is the best solution to solve the problem. I have experienced many situations at work where I had to use my problem-solving skills. Since I started university I have learnt a bit more about problem solving, I like to follow these 10 steps below. (Managers.org.uk, 2020).
1.Identify and understand the problem
2. Assess the extent of the dilemma
3. Gather related evidence
4. Pinpoint the origin of the problem
5. Experiment the theory
6. Incorporate others
7. Contemplate the intended solution(s)
8. Test the intended solution
9. Fight for your decision
10. Examine your results. 

Decision making is a skill I am not very good at, at times I speak first then think later. We make decisions everyday from choosing what clothes to wear to deciding what to eat for lunch etc. These decisions are miniscule to the decisions we make at the workplace. I would get worried when it came down to decision making, most times I would have a decision in my head however, I then would doubt myself and think is it the right decision or not. Vital decisions can influence our lives, our decision quality is enhanced if we decisively and productively evaluate the problems facing us by contemplating innovative and distinct choices, (Williams, S. 2017). I have learnt that by critically thinking it will enable me to identify problems within the correct context, to assess proof accurately and to then analyse the expectations of the evidence and our own beliefs on it. 

My feelings and understanding of the Recruitment and Selection process is that recruitment is the procedure of searching for and hiring the right applicant for the job advertised, you can hire someone internally which means someone who already works in the company or hire someone externally which means hiring someone who is new to the company. The recruitment part involves sourcing the candidates, and the selection part is when you screen the candidates and select the best suited for the job. The recruitment process itself has several aspects to it, some are straightforward than others
One thing that I learnt new from my lecturer was that we should always have different CVs for each job that we apply for. This is because before the selection process there is the screening process which involves analysing the submissions and determining which applicants are the most fitting to invite for an interview. A CV can be rejected in as little as 20-40 seconds or be automatically scanned by appropriate software for keywords so then it is never viewed by a selector. According to Morgan.P (2017), your application needs to be eye catching, being diverse and distinct in a way that is useful to the company is one of the things that you can do to get your application seen. Highlight your USP Unique Selling Point, these are your skills, your knowledge, and attitudes, values and character. The choice of selection methods is made according to the skills sought. 

I also knew a fair amount about Employee and Employer rights. I knew that employers had a legal obligation to ensure that their employees can work in a safe environment. I always knew there would be help for employees should a problem arise that required the law. Russell. A (2020) emphasises that discrimination at the workplace is a common issue, discrimination at the workplace includes racism, age, gender and religious discrimination.  With no clear-cut regulations on rights and obligations, employees would encounter ill-treatment from their employers. Additionally, work would halt or dim down if individuals did not understand their obligations at work.. 

Analysis
Problem solving
When faced with any problems I always analyse the situation and try to work out in my head which is the best solution to solve the problem. I have experienced many situations at work where some customers got into an altercation with one another about jumping the queue. I assessed the situation and tried to calm down one of the customers, the other customer was extremely rude, so I tried not to speak to him and advised my fellow colleague to escort him out of the premises. I spoke to the customer I was dealing with and was apologetic about the situation, everything worked out okay after this. In order to achieve effective problem solving at the workplace individuals also need to have these key skills, innovation, study skills, team working, emotional intellect and decision making to name a few. Decision making is also part of problem solving and decision making are closely connected skills, and reaching a decision is an essential part of the problem solving process as you will regularly be faced with numerous alternatives and choices, (Skillsyouneed.com 2020).


Decision Making
Decision making is a skill I find hard to deal with, there have been many times at work where I have been in a position where I need to make a decision especially when my managers were not around to do it.
When confronted with the task of decision making the first factor I look at is the timeframe. If I have a week to decide, my attitude is going to be differ than if I have 2 hours. When I have established the time frame, I assemble the key parts of info that will help me make an informed decision. It is not always feasible to know the result will be 100% accurate but I try to assemble as much information as possible to make a skilled estimate at what will give me the greatest outcome. Another technique I have learnt about is risk analysis. Looking at what could be the worst-case scenario and what can probably go wrong with every decision is a great way to comprehend the pros and cons of various choices. It gives individuals a much sharper image than if you only look at the best potential result to each choice. According to, Petty. A (2020) emotions and big decisions do not mix, either they encourage a hurried decision or slow down your procedure down to a clamber. When we experience being under pressure, our analytical intelligence is in the background, while the remainder of our mind works tirelessly to work out how to go past the tension.

Recruitment and Selection Process
I have been through the recruitment process many times, applying for jobs and constantly getting knockbacks really lowered my self-esteem. If only I knew what I know now maybe things would have been different. But from what I have learnt is that the recruitment and selection process is that it is described as the procedure during which the finest people are picked amongst a group of candidates for specific positions of the job.  Supervisors believe the selection procedure is one of their most crucial decision roles in the company, (Busineestudynotes.com 2020). 

Negotiation Skills
[bookmark: _Hlk39418277]Having good interpersonal skills are important for effective negotiations, together in formal settings and in less formal or one-to-one negotiations. Diminishing disagreements is a crucial element of effective negotiation, (Skillsyouneed.com, 2020). When it comes to negotiating I have not been in many situations regarding it. But having said this I can say that there have been many times where I have been in an a position where I could say no, but I end up  saying yes, just so I don’t get into a conflict with any individuals.









Evaluation:

VAK Learning style:
Many different learning style theories were created to help individuals identify their preferred learning style. I have chosen the VAK learning style theory to identify my preferred style of learning. VAK is short for Visual, Audio, Kinesthetic. People who like to learn from seeing and reading are Visual learners, people who have a preference to learn by listening and speaking are Audio learners. Lastly people who like to learn by touching and doing are Kinesthetic learners. (Peakperformancecentre.com 2020). By taking a VAK questionnaire I have identified myself as a Visual learner, I like to learn by reading and talking about what needs to be done. By learning this way, I can make sure that I am on the right track.  

Swot Analysis
A SWOT analysis is a helpful, tool for doing a review of your situation. It is a straightforward way of evaluating your degree of willingness and readiness for a new mission. It can take you to the heart of a problem very swiftly. SWOT stands for Strengths, Weaknesses, Opportunities and Threats, (Cottrell, S. p.74 2010). To be effective in today’s competitive world it is undeniably crucial for individuals to be able to recognise the strengths and weaknesses of themselves, besides the opportunities and threats that are existing. When having alertness of these four characteristics, it is probable to utilize them for their own benefit. If an individual can recognise and comprehend their strengths and opportunities they will be aware of where to step with self-confidence and wellbeing. Nevertheless, if a person can understand their weaknesses and threats laid out to them, it is probable to concentrate on those parts so to progress upon weaknesses and defeat obstacles caused by threats. I have conducted a SWOT analysis for myself below.
	


STRENGTHS: My personal strengths are that I have good communication skills, good Intra personal skills, time management skills. problem solving skills, excellent I.T skills. 

WEAKNESSES: My weaknesses are that I am not very good at decision making. I am very indecisive at the best of times especially when it comes to making big decisions. My other weakness is negotiation skills and communicating via sign language.  

OPPORTUNITIES: Achieve my career goal, show skills that I have learnt while on this course and decide on who I am and what I want. Other opportunities is being able to do voluntary work in the field I want to work in.

THREATS:
Familly issues preventing me from fulfilling my career path. If I fail my course I will be back to square on. 

SMART objectives:
I set my career plan, and I want be a special educational needs teaching assistant (SEN). SMART objective of my career is clearly demonstrated below.

SPECIFIC:
I want to be a (SEN) teaching assistant, In order to help me accomplish this I want to improve my effective communication skills and instructing skills, I will also like to improve my negotiation skills.

MEASURABLE: 
To improve on this I will be doing more voluntary work in schools so I get a better insight of the career I have chosen. I will also read books on how and what it is like to work with children with special educational needs. I will also participate in workshops to learn more about instructional skills, by doing this I can set solid approaches to engage students into learning. Effective communication skills will help me in my career goal as a SEN teacher/assistant, as I will need to communicate with parents and some children communicate via sign lanuage, hence BSL is a skill that I need to learn.

ATTTAINABLE:
I will implement the plans set out above, I will practically try this out and alter my goal setting. 

REALISTIC: 
I should be able to do this if I implement all the above within a certain time, as I already am doing voluntary work at school and have some good communication skills.

TIMEBOUND: 
The time limit for this is between 6-12 months.









Conclusion:
[bookmark: _Hlk39416716]Finally, to sum up my general understanding of employability skills has improved vastly, without these skills individuals are classed as unemployable. I appreciate how important it is to have rights at work. Employment Laws were formed to protect employees from misconduct by their employers. Employees would be at risk to threats without these laws. The crucial employment laws consist of discrimination, minimum wage, and workplace safety and health laws, in addition to employees’ reimbursement, (Bf-Law.com, 2020). Moving on I have been able to identify my skills gap by conducting a SWOT analysis. This has helped me see what my strengths and weaknesses are. This will all help me to achieve my career goal, in order for me to be a SEN teacher/assistant I will need to improve on my effective communication skills, learning BSL is a way special educational needs children communicate so I will have to learn this new skill so I can communicate with them. My PDP (see below) has been created to help me visually identify my areas of improvement and how I will improve on them. The review date will help me to reflect on after a certain time and adjust it if need be. I am positive about my future career development; I look forward to achieving it. 













My Personal Development Plan

	Skills
	Why it is important
	My plan to improve the skills
	Resources I will use
	Review Date

	Decision making
	Decision making is important in the workplace because there are always consequences of making the wrong decision. It can affect not only yourself but your colleagues around you.
	I will be reading up on literature on this skill, I will learn to say no.
	Refer to literature, mainly books on how to improve decision making.
	6months time.

	Negotiation
Skills
	Negotiation skills are important as they help build relationships, helps avoid conflict and issues by giving both sides equally pleased with no obstructions to interaction for the future
	Watch YouTube videos, 
read up on relevant literature.
	Read books on negotiating for success.
	6-7 months’ time

	Effective Communication
	Effective communication is essential, it allows deeper connection with others, this skill is needed in all parts of life, employers seek these skills. 
	Enrol to a BSL course/workshops. Read up on relevant literature, gain knowledge on Instructional skills.
	Books and workshop. Youtube videos on BSL.
	6-9 months.

	Employability skills (mainly leadership skills).
	Employability skills are important as they are a stronger set of skills that will allow individuals to be successful through employment life. Leadership is an employability skill, Being a good leader inspires others around you. 
	Continue with voluntary work at school, develop expertise in the field I want to work in to improve my leadership skills. Believe in myself more!
	Read books, research online also physically learn through employment.
	7 months
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