Reflective report

	In this reflective report I will be using the Gibb’s reflective cycle to evaluate my experience and learning across the Academic and Employability Skills module.
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	Description: I am going to reflect on my experience of writing the academic report about ‘What is the most effective way to motivate staff?’ and my experience of working as a group on the week 8 activity where me and two other classmates had to work together. We decided to divide the project in three sections so each of us can present one section. We communicated through WhatsApp and informed each other about the progress we made on each section.
	Feelings: Initially, I had feelings of worry and nervousness towards the academic report, but also towards the group work because I had bad experiences in work groups in the past. This time was even more difficult because everything that we done was virtually without meeting in person as a group. In my previous experiences working in a group, I found it quite challenging to efficiently communicate with the other members. However, this time I felt more productive and managed to work efficiently towards fulfilling the team’s goal. Our task was to create a presentation in PowerPoint about a job ad.
	Evaluation: I think that during the last weeks me and my classmates achieved a variety of skills that helped us writing the academic report and also creating the job ad presentation in PowerPoint. Despite my initial thoughts of worry about these two tasks, I managed to write and submit the academic report and also did very well on working at the job ad. Ineffective communication between the members of our group was one of the biggest challenges. When I was thinking about the job ad presentation, I really wanted to do well and I started exploring the chosen topic and practiced on how to present. I found working as a group challenging because not all the members of the group were equally contributing to the task and I think that is one of the negative side of doing work virtually and not meeting in person. One good thing about doing this work virtually is that I was more confident to present it than I would’ve been in front of the class.
	Analysis: The encouragement and support given by my lectures helped me to successfully finish the academic report and job ad presentation. I think that this helped me to also identify my strengths and my weaknesses which will allow me to do better in future assignments. I think that one of the reasons our group didn’t have a strong communication is because we didn’t get the chance to get to know each other and build relationships. But now that I identified one of the problems, I know what I should do in the future projects. Building good relationships with the team members will improve the communication between us and it will also motivate us. 
	The knowledge that I gained from the academic report will help me in my future business because I learned about different strategies that can motivate staff.
	Conclusion: From the academic report, I had learned the best financial and non-financial strategies to motivate staff in order to become a successful business manager. Another thing that I had learned writing the academic report is that I need to take more responsibility in doing my own research. 
	Working as a group helped me realise that is important to create good relationships with the team members and make each of them feel comfortable and confident to share their own ideas.  I think that for future group projects it is a good idea to have a group leader so tasks would be more organised and members will be encouraged to take part in meetings and discussions as a group. 
	Action plan: Next time I will have an assignment, I will make sure I am conducting proper research on the topic and get the right amount of knowledge.
When I will have to complete a group project in the future, I will recommend that all members of the group will equally participate in the project. I will also make sure that all members feel confident enough to share their thoughts and ideas. Another thing I would suggest is providing feedback on all progress that members had done. 
Based on the feedback received from our classmates on the group presentation these are the aspects that we need to work on:
· [bookmark: _Hlk100079774]Equally dividing the work between team members – teamworking involves several people coordinating towards achieving a common goal. Members of a team have different skill sets and they should be used efficiently to achieve the objectives of the project. Member’s strengths and weaknesses should be identified at the start of the project so the tasks can be distributed appropriately. During this time each of the members will be able to know in the areas in which they can be more efficient or can contribute better. It is also necessary to have a project time management to coordinate the pace of each member. When working as a team, the forms of communication must be well established so that the communication is smooth and does not obstruct the work of others. 
· Motivation to work as a group – Motivation is what gives the energy to work towards a goal.  In order to ensure and increase the efficiency of the team and to ensure that the teamwork works well, it is necessary to:  
     -clearly define the directions for the teamwork 
      -choose a group leader
-distributing the tasks appropriately to members skills
-consider everyone’s opinions and encourage members to share their thoughts and ideas
	The most effective way to increase a team's motivation is to understand and eliminate the factors that demotivates it. Fear in all its forms can be one of the factors that demotivates a team. Try to eliminate all the fears that a team may have about a project. If we want a person to be involved in a common challenge, we need to make that person feel like they are doing an essential part of achieving the goal. If, on the contrary, we ignore a team member, what will result is that person will stop trying because he or she lost the confidence, which is fundamental in the team’s motivation. For proper team motivation we need to communicate with complete clarity what goals we need to achieve, what tools we have, and what deadlines need to be met. In addition, the appropriate level of importance must be given to each task











Personal development plan


	Objective
	Actions
	Support/Resources
	Criteria for success
	Target Date

	
Learn to equally divide the work between group members
	Identify each members strengths and weaknesses so tasks can be attributed appropriately
	
Group members/classmates/ lecturers
	
Getting positive feedback from classmates and lectures on future projects
	
January 2023 
End of Skills for Workplace course

	


Motivation to work as a group
	consider everyone’s opinions and encourage members to share their thoughts and ideas
	

Group members/classmates/ lecturers
	
Getting positive feedback from classmates and lectures on future projects
	
January 2023 
End of Skills for Workplace course




Teamwork involves collaboration, trust, communication, and respect between the members of the team. A team that has all these key factors is efficient and productive. A good team is made of people that have skills that complement each other and that encourage each other in a positive way. 
Working in a group helps you to develop empathy towards the other members of the group. Empathy in teams is important because it helps the team to communicate more efficiently. The change of vision determines the identification of the uniqueness of each member and the contribution he has within the team. This vision encourages the expression of tolerance in the team and the focus on the particularities of the task, not on the individual ones. Flexibility in thinking is a first step towards self-knowledge and positive thinking beneficial to team actions. Also, for the team to be efficient when performing the task, it is recommended that all its members mentally go through the steps that make up the task. Most of the time, collaboration and communication within a team requires the possession of three important skills: assertiveness, willingness to actively listen and willingness to accept the different perceptions of other members, in order to resolve differences and conflicts.  To be assertive within the group means to communicate without aggression what you think about a certain situation. Communication becomes effective only when members learn to listen to each other without focusing on their own thoughts and personalities. Only through active listening will they be prepared to understand and accept different perceptions of the same situation in order to resolve any divergences and conflicts that have arisen in the performance of tasks. All these skills can be put into practice only if the team manages and relieves stress effectively.
 Working in a divided group, where disagreements and misunderstandings are common in which each tries on his own to solve the problem, it is seriously affecting the desire to work as a group. Not all people can work in a team. Working in a group requires people to cooperate with each other, exchange ideas and information, confront and accept differences and sublimate their personal interests in favor of the group interest. The faster the collaboration is established between the members, the faster a state of mutual trust will be achieved. Without trust teamwork is ineffective. Only when the team members no longer feel uncomfortable with the idea of ​​being open to their colleagues do they start acting without trying to protect themselves. It takes time to build a relationship, and it takes even more time to build a relationship of trust. The more open we are, the easier it is for us to receive and provide feedback, important for the continuous improvement of the personal and team improvement in order to achieve the proposed goal. And because we are often put in a position to work with people we do not know very well, it is important from the outset to establish the rules by which we will work as a team. Most of the time, the communication is made through the team leader, who must be constantly informed with the stage of the activity, the resources necessary to achieve the objectives, changes in the plans that intervene along the way, the needs of the team members. The importance of teamwork is seen if it is managed properly, maximizing strengths, highlighting the best of each team member. These specific individual strengths, possibly unique, are then complemented by the strengths of others.
 	Depending on the nature of activities, the criteria according to which a group performance can be assessed is diverse; however, the following things are generally valid: achieving the team objectives, rational use of resources, and existence of a framework for further work 
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