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As part of my assignment, I have been asked to produce a reflective descriptive report about my personally experience studying in the university over the last 5 weeks, producing information that I have gained from the personal development lectures I have been attending to.   
Showing my acknowledgement about reflective skills and discuss what they are. Also identifying my new skills, I have learnt, and how are my going to progress in them for the future. 
Finding objectives about myself and doing a SWOT analysis to find out my strength, weaknesses, opportunities and threats are. I have also used Kolb’s and Gibbs as a reference guid to research the two different reflective style skills. 
By the end of this assignment I would have knowledge all these skills, and had a self-awareness on myself, which is the key skill to have. 
The aim is to be introduced the strategies for personal reflection and career development planning, and to gain the confidence I need to become competence as an effective employee. 
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                       Learning styles and employment skills
There are various skills out there to have in the professional development career.
Having self-awareness is the key skill.
· What is reflective skill?
It is a skill, to which you reflect on oneself, to recognise what went well, wrong, why it went wrong and how to plan to improve it for the future. 
During my 5 weeks at Swansea university I have started to undertake a new study chapter in business to better my future. This course will help me gain new skills and knowledge, so it can help me to progress more, and create more goals for my career path.
· What did I learn?
Throughout my lectures over the time being in the university, I have learned that there are many different skills out there which are essential to have as the employee in the workplace industry.  Skills that will help me progress towards my goals. 
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The employability skills are:
· COMMUNICATION SKILLS (LISTENING, SPEAKING AND WRITING)
Communication skills are the first set of skills to have for that potential employers will notice. From the first initial moment when you get in touch with them, over the phone or in person, the employer will be instantly be assessing the way you behave and your communication skills.
When providing a cover letter or CV to the employer, always make sure that you proofread any form of written communication before you send them, and that all contact details are updated and correct.
Take your time to listen to what they are asking you to do, and always answer in well-thought out, grammatically correct sentences. The way you communicate your thoughts should be impeccable, as this is the way they expect you to communicate with colleagues and clients alike throughout your time in their organisation.

· ANALYTICAL AND RESEARCH SKILLS
Many may find a questioned or problem handed to them on the stop is easy but be very wary of giving a rushed answer and response. Take the time to analyse the situation, think of all possible scenarios in the situation, and if possible, ask for some time to go and do some research to find out more.

Having strong research skills can differentiates one employee from the other. It demonstrates your determination and your ability to assess different scenarios, and your commitment to be 100% sure before giving an answer to your employer. 

· FLEXIBILITY/ADAPTABILITY/TIME MANAGMENT 
Having an ability to manage multiple tasks at the same time is a bonus, as some may only do one task as a time, being flexible to work under challenges, and staying in control is a Hugh skill to have.
In today’s world, a job description is very basic, and can change at any time. An employee that is willing to work under a multitude of changing circumstances is highly sought after.
Being able to adapt from one working environment to the next, or even from one type of task to another, is a big advantage. It demonstrates the individual’s commitment to the organisation and will influence their career progression.
Time keeping and time management, is a must in all workplaces, being a punctual employee will always show a professional appearance.

· ABILITY TO ACCEPT AND LEARN FROM CRITICISM
An employee attitude demonstrates if they are willing to learn or not. 
Irrespective of their age and experience. Everyone is constantly learning in workplace, and one should always remain open to have new information that can enhance their skills and abilities.
Feedback is always important to have.
Jobs are constantly changing and evolving, and employees of all stages, should show that they are open to growing and learning, either by experiencing new situations, by training, or even by listening and learning from criticism and improve from it, with action points and plans to achieve it better next time.

· SELF-AWARENESS 
Self-awareness is being aware of different aspects of one-self including traits, behaviours, and feelings.
Self-awareness is one of the first components of the self-concept to emerge. While self-awareness is something that is central to who you are, it is not something that you are acutely focused on at every moment of every day. Instead, self-awareness becomes woven into the fabric of who you are and emerges at different points depending on the situation and your personality.​ 
Self-awareness involves monitoring our stress, thoughts, emotions, and beliefs.
Become more aware of the strengths and weakness you have, learn from it, use it when necessary, be aware and alert for any changes you know you can concentrate on to focus to achieve more and to improve it to be better.
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· What challenges did I face?
My personal challenge I faced, I feel that, using technology and exploring the different web sites makes me nervous, and I feel I am not fully competent in digital competency as well, this is my one of weaknesses. 
I find this difficult because there are so many different websites out there for different research, and I feel that I am not sure which sites are best to gather my research from, and produce the right information and what does not, as some sites may not say the same as other sites and this becomes very confusing for me, which courses me to feel not confident at all and anxious.
But for me to recognising this by reflecting back, made me to agree that this is one of my weaknesses, I believe for me to overcome this and to improve, I would need to take a lot more time, when researching, so I can sit and read all the information provided on the different sites, and take notes. Because in reality they do all say the same, but just re worded differently and extra information.
By me recognising this, I can and will tackle and overcome one of my weaknesses so it can become a confident strength I have and become confident up to date technology.
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By using a SWOT ANALYSIS on myself, SWOT means, 
S- strength
W- weaknesses
O- opportunities
T-threat.
By using this analysis, it provides myself and others information about my own personal skills. Showing honest information and showing my personal objectives. 
There is also another analysis style that can be used on oneself and this is called, SMART. SMART means, 
S- specific
M- measure
A-achieve 
R- reasonable
T-time.
Analysing and reflecting these skills on myself, I can and will help me gain the extra confident and acknowledgement about my own personally skills needed. Especially in areas where needed to be improved, I will accept the criticism from others as a guide, to ensure my progress for next time. I would be turning my weakness skills to my strengths skills and it will turn to achieving my personally goals which is to complete this course with a full qualification.


I personally believe that my swot analyses are, 
· Strengths are that I am reliable, trustworthy and an honest confident person and that I try to give my 100% work ethic.
· Weakness are I get nervous about using computers and technology which makes me anxious.
· Opportunities, I want to achieve bigger goals to have a better future, my skills and experience after this qualification could help me achieve a manager position, I want, and then I would have a higher wage.
· Threats, There’s a few threats that may occur during this time for me, as I suffer badly with anxiety and stress, especially when it comes to something I’m not used to doing, this will make me feel so annoyed with myself which turns into getting me anxious and that I just want to quit or give up.

And my smart analyses are,
· Specific, I am very specific in things I look for, like this course for example I was specific in choosing this course to help towards management material.

· Measurable, to set myself a target and a goal, I have started becoming measurable as I stayed on the course.

· Achievable, I know I can achieve the qualification I want by completing the course.

· Realistic, being realistic of this course, and how will it fit in my busy family life. Needing to set aside time to make it realistic to continue and to complete. 

· Time, Managing the time scale that has been provided and providing all assignments in on time.


· What follow up work and research did I undertake?
The work I undertook was to research back on information I gathered over the past 5 weeks. I had to research back onto moodle to reflect on the power points that have been provided, and activities and video to watch. 
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· How can I apply this learning to my personal professional career developing journey? 
Applying this to my learning for my personal career journey, will help me to achieve my future goals. Using these skills will help me recognise, what I need to improve on, also pointing out and trying to give myself personal objectives and criticism about my work and hoping to become competent and achieve them goals. Understanding certain weaknesses and concentrating more on them and working out why and how it can solve. 
My goal is complete this course with a full qualification so I can apply for a better job in a higher position with a higher wage, which will help towards a better future for me and my family. 
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My personal development plan is firstly to complete this course with a full qualification. From completing the course, I will be able to apply for a much better paid job with a higher position. I have been in the hospitality environment since I was 18 over 20years ago. I feel that I am more than capable of doing a restaurant manager role as I have over 20years experience, but as I do not have any leadership qualification it does keep me back from the rest that do have the qualification. 
But my main goal is one day to open my own hair salon, so I become my own manager and that I can employ stylist, and provide them with the rota, pay roll etc... but before I can open my own salon, I need a better job with a higher wage, to help me save towards my main future goal.



















[bookmark: _Toc57145019]7.0 Conclusion 
[bookmark: _Toc57145020]Overall, the past 5 weeks attending to my lectures, it has made me more aware and more confident in myself. It has made me more focus and determined to complete and to gain my future goal, and I am confident that I will succeed in time.  Over the weeks it has taught me and made me recognise the difference between my strengths and weaknesses which I never knew before. Now it has been recognised and I am aware, I want to tackle any weaknesses and turn them into a strength. 
This assignment I have provided shows information about my own skills I have, and that I have done a swot and smart analysis on myself. I have also provided a personal development plan which I would achieve for my future goal, and explained about employability skills are, and what is self-awareness. 
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