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Introduction
[bookmark: _Int_vr0QOABC][bookmark: _Int_YodMIuQL]This is my reflection of the course, skills for the workplace. It will be reflecting weeks on the course, highlighting what I have learnt so far. I have attended all the classes and learnt academic writing skills, (finding information/researching,reading,time management,referencing,presenting,note taking,acedemic writing). We have learned about plagiarism, paraphrasing, referencing, and citing.
[bookmark: _Int_b6Q4su8k][bookmark: _Int_3MFBfU3y]The assignment on motivating staff was the first assignment. Then there was a quiz and now reflective report. I want to reflect on them. We use Harward way of referencing and Graham Gibbs way of reflective cycle (1988). It is hard to remember everything because we are not computers, but thanks to modern technology the lessons were recorded that has made reflecting the last few weeks better.



















 Reflective report
[bookmark: _Int_X0H4t85h]Reflective writing is a practice in which the writer describes an image or scene, event or memory and reflects personally on it. Here I will be reflecting about what I have learned in the past few weeks. There are two ways to reflect one is thinking about what happened and the other is what could be done differently. It is important to reflect so we can think and evaluate our time academically. We learned about motivation and its opposite procrastination. We saw a BBC,2019 clip about the subject by academic like Dr. Taylor and triathlon star Louise. We learned about motivating staff CMI (2021) and the four-d strategy, Decommitment (ditch it), Deferment (delay it), Downgrading (do things less than perfect), and Delegation (ask others to help in tasks which were your responsibility). Procrastination occurs with various time stealers like friends, family, tv and social media, etc.
[bookmark: _Int_q4mFz1Ed]We learned note taking and about assessments formative and summative. We had a case study Craig (2009, P175). We learned about CRAAP Test which is Currency (timeline of information), Relevance (importance of information for your needs), Authority (source of information), Accuracy (reliability, truthfulness, and correctness of the information), and then Purpose (reason for the information to exist). Google Scholar Mr. Blakeslee (2004).
We were given a task to write about how to motivate staff. We researched this topic and sourced out some information from the library. We drafted four references the URL links to each source: 
CMI (2021)  
Kmietowicz (2009)
Filimonau and Corrandini (2020) 
Pearce (2007)
From these I researched and wrote the ways of motivating staff. Out of all these articles I wrote about these four and mentioned their thoughts.
[1] Pearce nursing management Vol 13 No 9 February 2007 page 21 Chris Pearce Msc,BA [2] BMJ 2009;339: b2703 Zosia Kmietowicz (2009)
[3] https://www.managers.org.uk/knowledge-and-insights/article/eight-ways-bad-managers-kill-conversations-and-motivation/ Page ¼          [4] Motivation in the workplace and why it is important (golegal.co.za)
[bookmark: _Int_E9gA8eVw][bookmark: _Int_i0f3OGwR][bookmark: _Int_auYkPnzP][bookmark: _Int_JI0En3rU]Assignment 
From these articles there are many ways to motivate staff like extra pay and bonus. You must know your staff and work accordingly to motivate them. This is one research done by Pearce (2009) another research suggests company ownership can help as in Jhon Lewis stores according to BMJ (2009). Then there was research done by CMI (2009) that suggests that effective communication and listening is especially important. To motivate staff, we need to inspire people with our communication by setting clear, concise directed goals the manager can motivate his staff to meet those goals. There are goals called SMART goals (Specific, Measurable, Achievable, Relevant and Time Bound) these goals are put in place so that the workplace can achieve a certain outcome within a period. GO LEGAL
[bookmark: _Int_NLxlWISi]These were the four ways to motivate staff apart from good pay, bonus, and a safe place to work.
 Second task
[bookmark: _Int_klfH5wTe]After that we had a task to make a job advertisement, I made a security guard job advertisement. From national careers services website, I took notes how job ads are made and then went about creating a job. I chose security job because I have done this job and already have experience in this field. I was able to get relevant information like qualification and training plus average wage for a security guard from the national careers' website and from indeed jobs website.
[bookmark: _Int_n6njquhu][bookmark: _Int_pj4T1Pp8][bookmark: _Int_EN9xU541][bookmark: _Int_Gw6wLEhm][bookmark: _Int_fBRyl5uL][bookmark: _Int_FFYfD5cV][bookmark: _Int_9tHm7VaQ]The task to make the ad on power point and present it to the class. I did not know how to use power point at first but then I was shown and seemed easy. The few slides I did were information gathered from national careers and from my own experience. On the day of presentation, I was the first one to start and as I explained about the security job and the procedures and about training, the whole class was listening, and it was my first time to address people in class. I looked at the people and talked about the importance of security work and the job itself, after talking for about five minutes, asked if someone did not understand, and they all said that they have. Prof,Hassan was incredibly happy with my presentation, and Prof.Hasan said that I did an excellent job by looking at the class and speaking to them rather than reading from the slides on the PowerPoint. Prof.Hasan did mention that I should have used more slides and put some colour or pictures to make it more attractive. This was my first presentation and I have learned to make slides. Next time I will be able to make better slides and get some pictures and graphs to make the presentation illustrative.







 Personal Development Plan



	Personal Target

	How will I achieve this?

	[bookmark: _Int_9Srto0RK]How will this improve my 			academic or employability prospects?

	How will I know that I 			have achieved this?

	When will I achieve this 			by?


	
	
	
	
	

	
	
	
	
	

	1.
Improve myself on motivation and avoid procrastination 		
	Identify time stealers and avoid my time to be stolen.
			

	Constantly trying to avoid time stealers and being procrastinating myself is not the best way to study, instead motivating myself with goals and treats. I will try to teach myself with motivations do not cheat myself by procrastination.			
			

	[bookmark: _Int_XbTD9YQ1]When I have finished the task and still have time to look through the next task. Also ticking achieved on my study time of 20 hours out of university a week. When social media and all other distractions are not bothering me, and I am able to research and read books from the library I will know.			
			

	This will be achieved as soon as possible. There is no time limit to organise oneself and plan for the week. Whether its shopping list for the week or study hours to undertake. To organise and live accordingly is clever way to live.			
			


	2.
Improve myself on CRAAP test during my research.	
	[bookmark: _Int_WfpQn3Fg]To research most UpToDate, important source of info. Also being accurate and fit for the purpose is particularly important and I need to improve on.			
			

	[bookmark: _Int_f9bFVuwx]Staying connected with up-to-date information it vital for all kind of research and referencing or citing peoples' work. 


			

	[bookmark: _Int_a7qwGlI7]When I am researching and referencing all latest information and from google scholar and library. Practice repeatedly to make myself better.			
			

	This will also be achieved with practice and given some more tasks will help. As practice progresses achieving perfection in craap test will get easier.			
			


	3.
Develop study plans and stick to it be savvy.	
	I did make a study plan but could not keep up with it due to unexpected circumstances involving rail strikes pressure from work etc. Now I will make another plan and do my best to stick to it. 			
			

	[bookmark: _Int_TX9bUCZD]To make a study plan is like budgeting your time on studies. Then sticking to the plan is important, must try to study at the allocated time.		
			

	
			
[bookmark: _Int_BcS11A86]When each day I sit down to research at the time I have allocated myself. With will power it is possible to keep the period in mind and stick to it.	
	[bookmark: _Int_bPSEs0hs][bookmark: _Int_qhDlt10X]This must be a daily task getting committed to the plan to study.	The time allocated must be like attending a class and it must start straight away.		
			























To reflect my report, I will use Graham Gibbs (1988) reflective idea to illustrate conclusions
[image: ]

Conclusion
I have joined the class of skills in workplace. The feelings were of responsibility to join a learning experience. Every class attendance was important because there was something new to learn. The good part is to learn within an academic people and bad was getting a parking ticket once while I was in class.
 To analysis my experience, I must reflect on last few weeks and summary would be that I have learned about motivation and its opposite procrastinations. We learned about formative and summative assessments, drafting academic reports, about CRAAP test, we also learned about checking CVS and academics credentials of applicants applying for jobs. We also learned about referencing and citing. We learned about plagiarism and paraphrasing. We did tasks on referencing and paraphrasing. We learned about employability skills, designing a job advertisement also presenting it on slides to the whole class. We learnt quite a bit and I understand there should have been more exercises in referencing and paraphrasing. Also, we had a quiz and I think we should have more quizzes. My overall conclusion is that it has been a learning experience. Procrastination should be avoided, and motivation should be the focus of learning. That is hard with today's lifestyle for young and old with different responsibilities, but it must always be the highlight of education and learning. 
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