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Module BMSK4001, will look at the ways that leaders and managers need to behave and what kind of capabilities they have and skills they need to have, so that they can maintain, run and sustain the organisation effectively and satisfactory, without the correct skills and tools, they will not be able to achieve their tasks and responsibilities and deliver their duties.  leaders and mangers are required to have correct assertiveness and attitude, so they can communicate with members of the other managements, employees’ peers and with people outside their organisation e.g. suppliers, customers, promotors and stakeholders who has interest in the organisation.  Also, I will be looking at my own capabilities and abilities for employments and what other factors are required, so I can deliver and achieve my tasks with full potential.  I will be seeing at some of the tools and skills and by reflecting on my work and behaviour and reflect on other employees of the organisation, to see what changes need to be made and what action need to be taken to improve and develop, so we can all take the organisation to the next level and keep growing.  Also, I will be looking at my own attitude, performance and behaviour and see what can I can do differently to make the workplace better the place to work in.  I was able to learn so much from studying Professor Gibbs’s Model of reflection, as he stated that without reflecting on experiences on circumstances, situations and on matters, I will not learn much.  By reflecting on my work, I can then see what I have done wrong and what I have done right and also, was my action appropriate and suitable at that time of the situation or the incidents.  By reflecting on my work, I can make changes in the way I deal with issues and problems and then I can then increase my potential in sorting out the problems and situations.  I can also, use the reflection cycle that Professor Gibbs invented to take full advantage of my potentials and change all my threats into opportunities and all my weaknesses into strengths.  
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The skills that are needed to be a good manger and a leader, they need to have good communication skills and to have the confident and the abilities to maintain and run their groups of people or the teams in a professional manner.  They have to be creative and produce a positive and constructive atmosphere, also, they have to be able to inspire and motivate their teams and show visions and the aims, they need to provide training, coaching and educate them, so the team are aware of what is expected of them and what is not.  The managers and the leaders should have good organisational skills too, so they can be organised and be knowledgeable about their work, because if they are not organised and not have the knowledge about their jobs, how will and could they preform and training their members or the team.  They need to be energetic and be in control and they have to take responsibilities of what is happening around them and of their own actions and behaviours, because any wrong decision taken or provide incorrect information to the member of the team can result in a negative outcome and poor productivity and then, this can cause problems for the organisation.  

It is a requirement for managers and leaders, to be ambitious, aspiring, honest, have self - confidence, integrity, appropriate attitude and have self-disciplined and also, be a people person, so they can set rules, examples and procedures for their members of the team, this way they can be an example first and show what is expected of them, and by following this example, the member of staffs will follow , because they are trained psychologically from day one.  All managers and leaders should have the skills to be productive and creative and have the attitude to be supportive to their member of staffs and colleagues, and by doing this they can encourage everyone to accomplish and do the jobs better, so they all can improve and develop their skills to achieve and succeed and by improving and developing their skills, they can take advantages and capitalise the profits, which can give them promotions and raise in wages or salaries.

Managers and leaders have to have the skills to manage time well and effectively, if they want to do well, achieve, productive and to succeed in the business.  They also, need to have excellent communication skills, so they can communicate well with their member of staffs, because if they do not communicate well and effectively, they will not be able to send messages to their member of staffs properly and miscommunication will only cause problems and delays in the workplace and that is one things managers and leaders do not need, if they want be successful and grow their business.  They can communicate in many ways and be effective e.g. they have to listen to their staffs and other peers and colleagues to what they have to say, have 2 ways conversations, update them regularly and should get feedback from them regularly too, because without proper communication, it will be very difficult to get the messages around and jobs will not be done properly and this will cause delays, problems, resistance and rebellious, chaos, confusions and disorder in the workplace.  The leaders and managers.  All managers and leaders, should have the skills to able to develop themselves better, so they can develop and maintain a solid and concrete relationship with their members of the teams and this can be done by with respecting each other, ethical behaviour, understand and respect all diversity, race, religion and gender and with collaboration and co - operation.  By following this example, they can shape and build a better working environment and this can and will increase the networking system and then they can use this system to motivate and encourage everyone to market and promote their organisation or the type of business and finally all managers and leaders should have the attitude and confidence to make and take difficult and tough decisions and accept full responsibilities for their behaviour and actions and for the team that they work with.  (Journals.sagepub.com, 2018)

The article below was done by Kristine Tucker for small business, stating what is the role of the management in regarding motivating the employees and also explains how is should be done to achieve with convictions.

[image: ]

(Smallbusiness.chron.com, 2018)
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	Strength
	Weakness

	· I have self confidence in working on my own 
· I have bi-lingual communications skills 
· I enjoy working in teams and groups
· I enjoy practical work
· I learn better by watching and listening
· I also, enjoy working with people and learning by shadowing them


	· I lose confidence and get anxious when I am doing something new and someone is watching over me
· I lack in confidence in speaking in front of people, whom I don’t know or have met for the first time
· I have a weakness in leaving things for the last minute and then rush to complete
· I lack in further and higher education


	Opportunity 
	Threats

	· By studying this course – Skills for the Workplace, I would like turn my threats into opportunities and better myself and build, develop and improve my skills to increase my opportunities for future employment
· And I can also, build my self confidence 
· I would like to gain qualification in higher education
· I like to learn the tools and techniques that will help and support me in my careers
	· I lack in self – confidence in larger audience
· Due to family responsibilities and commitments, I lack in providing extra time in researching when doing my assignments 
· I leave things till the last minutes
· I lack in further or higher education
· I lack in experiences in the different type of workplaces
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	[bookmark: _Hlk529747927]Aims and Goals
	Resources that are required
(What I need to do in order to achieve my goals)
	Possible Barriers and Challenges
(What challenges I faced to achieve my goals)
	Need to achieve by

	My SWOT analysis – how I can turn my weakness into strength and then threats into opportunities
	I should attend all my classes and lessons and take notes of what has been taught that day, research online, reads books, read journal articles, regularly log into Moodle and go over the work, and also, communicate with everyone to get updates on what is happening.
	I am not confident in IT and am very slow in typing, so it takes longer for me to do my work
	By the end of the course – November 2018

	Attend in all of my classes and sessions for skills for Workplace and attend the Carmarthen Campus for the BMSK4006

	My aim is to attend all my classes on time but if for some reasons or other I am unable to attend then, I should get all information from the lecturer and my team members to catch up, so I have all the information to do my work to complete my assignments and not miss out. 
	Due to my part time job and changing shift hours, it can get difficult to attend all classes and also, family commitments can cause dilemmas’.
	By the end of the course – November 2018

	Complete and pass all my assignments on time for Skills for Workplace.  Academic year 2017 – 2018 with UWTSD
	I should send all my work (assignments) to the University via Turn it in and to make sure that it meets the requirements of the University.  Also, read back the feedbacks from the lecturer and learn from it. 
	There are times, where I find it difficult to understand what is expected of me, when I am doing my assignments


	By the end of the course – November 2018

	I should avoid wasting times and leaving the assignments for the last minutes to do
	I should start drafting my assignments as early as possible and then put everything together and complete my work, so I do not rush at the last minute and even miss the deadline to submit the assignments.


	Due to my part time job and changing shift hours and family commitments, it can get difficult to spend more time in researching on the topics and proof reading my work.
	Try to finish the work on time or before the submission date of each module


	I should reward myself for finishing and completing my goals and handing my assignments in on time and for passing them
	I would give myself a pat in the back and give my self a little treat for completing my assignments on time.  Despite the pressure while doing the assignments, it feels great when I complete it on time and it also motivates and encourages me to push further for the next assignment. 
My aim is to complete and pass all the assignments on time and pass the level 4 and move on to level 5 next year. 

	There are no possible barriers and challenges for rewarding myself for completing my assignments on time.
	Submit all assignments on time as scheduled. 


(Mindtools.com, 2018)
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[bookmark: _Toc529823527]Demonstrate my awareness of the skills that are required to begin my learning journey 

Everyone reflects on their behaviour and work daily without even realising.  By reflecting on what has happened, people can learn from their mistakes or even learn from other people’s performances and achievements.  Everyone does things differently but achieve their goals or complete their tasks.  We do not just learn from our mistakes but we can learn more by changing and developing on what we have done right.  Just because we can do something right and achieve, it does not mean we cannot do something differently and achieve better.
As Professor Graham Gibbs quoted “It is not sufficient to have an experience in order to learn.  Without reflecting on this experience, it may be quickly be forgotten, or it is learning potential lost” (Gibbs, 1988).  Professor Graham Gibbs published his Reflective Cycle in his 1988 book "Learning by Doing." It's particularly useful for helping people learn from situations that they experience regularly, especially when these don't go well.  (Mindtools.com, 2018)
According to Professor Gibbs’s book that was published in 1988 about reflective cycle, and this book provided six stages in learning cycle and they are:







[image: Gibbs' Reflective Cycle Diagram]

1. Description
2. Feeling
3. Evaluation
4. Analysis
5. Conclusions and
6. Action Plan


                                                                                 (Mindtools.com, 2018



By using this cycle, I can improve and develop my learning style and then use it to my advantages.  I can better myself and be more productive.  With this experience, I can teach others to make the most of their potentials and help them to develop their skills.  When I am dealing with issues, matters and problems, I can use the above list and be more productive  and effective in delivering.


[bookmark: _Toc529823528]art 4.  Evaluate own academic skills to identify potential areas for improvement and plan the improvement accordingly
To identify my personal potential on academic skills, I would need to follow the steps from Professor Gibb’s reflection cycle and my SWOT analysis and also, look back on what I have learned during this academic year.  While studying this course - Skills for workplace.  
all of the modules provide bits and pieces, information and data, on how to recognise and identify potential skills and how I can produce and convey more effectively.  To evaluate my skills to make improvements I will need to look at my aims, goals and targets, then, I should look at the required and important resources and means that are provided and available for me, then see what will work and what will not work for me and by researching what is available I can then look at the potential and possible obstacles and problems that I will be facing when I am working on plans.   I also, need to look out for the time scales and see if I can complete the work on time or not, to do that, I can use the Gantt chart and Smart analysis, both of these two analyses provide data and information on how well I’m achieving my tasks and goals.  The Gantt chart will give me set time to do and complete my jobs by and if I fall behind, I will know where I am falling behind and then I can deal with the situation accordingly.  




The smart objectives are:

· Specific - I need to be certain of what I need and what I want to achieve at the end of this course, also, I need to know how can I complete, achieve and pass my assignments and to achieve it, what kind of techniques and tools do and will I need.
· Measurable - I need to measure the probabilities and the odds, so I can achieve what is expected of me.  Also, I need to know how I can make it happen and complete it without delays and lastly what kind of procedures do I need to take to make sure that it is attainable and achievable. 
· Achievable – When I am undertaking my work that is required of me to be complete the job or the task.  I need and should look at various and different ways that I can do my job, to make sure that it is being done properly and then achieved.  Also, I need to established what I can achieve and plan it first instead of running and diving into the first thing that comes into my mind.  I will have to look at the possibilities and study it properly and then sees if it is worth doing it and will I be able to achieve it on time too.  
· Relevant – I need to look at what is relevant and what is not relevant for me, when I am doing a project or doing my assignment.  As I am planning and setting myself target, I need to set times that are achievable and avoid setting times that can not be met, which will cause problems at later date.  Time is not the only aspect I need to look at, I also need to look at and consider having the right resources, so I can complete the jobs.
· Time bound – Timing is very significant and vital, without the correct time scales, I will have problems in delivering.  So, I need to set time scale on my plan and make sure it is working and everything is going as set times.  Also, I need to make sure, when I set the time, it is achievable and attainable.




The table below shows my aims and goals and how deal with it, to achieve it and by using this table, it’s helps me to reflect on my work, so I can improve and develop.  As well as using this table, I also, can get feedback back from my class mates and teachers.  These feedbacks provide a lot of important information about myself that I did not think I had.  When I look at and compare my previous CV to the new CV, it shows a lot of improvement and development in my experiences and qualification.  This improvement is a beneficial when I’m applying for jobs and going for new types of employment.



	Aims and Goals
	Resources that are required
(What I need to do in order to achieve my goals)
	Possible Barriers and Challenges
(What challenges I faced to achieve my goals)
	Need to achieve by

	My SWOT analysis – how I can turn my weakness into strength and then threats into opportunities
	I should attend all my classes and lessons and take notes of what has been taught that day, research online, reads books, read journal articles, regularly log into Moodle and go over the work, and also, communicate with everyone to get updates on what is happening.
	I am not confident in IT and am very slow in typing, so it takes longer for me to do my work
	By the end of the course – November 2018

	Attend in all of my classes and sessions for skills for Workplace and attend the Carmarthen Campus for the BMSK4006

	My aim is to attend all my classes on time but if for some reasons or other I am unable to attend then, I should get all information from the lecturer and my team members to catch up, so I have all the information to do my work to complete my assignments and not miss out. 
	Due to my part time job and changing shift hours, it can get difficult to attend all classes and also, family commitments can cause dilemmas’.
	By the end of the course – November 2018

	Complete and pass all my assignments on time for Skills for Workplace.  Academic year 2017 – 2018 with UWTSD
	I should send all my work (assignments) to the University via Turn it in and to make sure that it meets the requirements of the University.  Also, read back the feedbacks from the lecturer and learn from it. 
	There are times, where I find it difficult to understand what is expected of me, when I am doing my assignments

	By the end of the course – November 2018

	I should avoid wasting times and leaving the assignments for the last minutes to do
	I should start drafting my assignments as early as possible and then put everything together and complete my work, so I do not rush at the last minute and even miss the deadline to submit the assignments.


	Due to my part time job and changing shift hours and family commitments, it can get difficult to spend more time in researching on the topics and proof reading my work.
	Try to finish the work on time or before the submission date of each module


	I should reward myself for finishing and completing my goals and handing my assignments in on time and for passing them
	I would give myself a pat in the back and give myself a little treat for completing my assignments on time.  Despite the pressure while doing the assignments, it feels great when I complete it on time and it also motivates and encourages me to push further for the next assignment. 
My aim is to complete and pass all the assignments on time and pass the level 4 and move on to level 5 next year. 
	There are no possible barriers and challenges for rewarding myself for completing my assignments on time.
	Submit all assignments on time as scheduled. 


[bookmark: _Toc529823529]Conclusion

I have learned so much by studying this course, I have not had any experience in further education or ever done any University courses, but by studying this course - Skills for Workplace, it has gives me so much details and information on tools and techniques and how I can use it for my benefit.  The two assignments we had to present as teams, has given me the experience of a life time.  As we were working in teams, it was a bit difficult as first, due to not everyone was confident in doing it because we had to stand in front of the class and present it and also, being filmed.  But eventually as we were doing our researches, and we were constantly talking about it, it made a bit easier to accept it and deal with it, but I am so happy that we did these two assignment s, because it help me to build and develop my self – confident and now if I ever have to present something in front of the class, I will be less nervous and be more prepared.  Also, I have learned how to use SWOT analysis to my advantage.  The SWOT analysis gave me the techniques on changing my weaknesses to my strengths and my threats to my opportunists.  
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