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[bookmark: _Toc18577971]Introduction
Study and work contribute greatly to the pursuit of our dreams and future ambitions. Therefore, reflecting on ourselves, planning and setting objectives and being able to develop the necessary skills is essential in achieving our aspirations.
[bookmark: _Toc18577972]Lifeline
The lifeline is an activity of reflection that can help through the analysis of our past, both personal and professional, to draw conclusions that serve to establish priorities and discover how we want to change or what we want to improve in our lives. (The Open University, 2019)
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I did not have an easy adolescence. From the age of 12 I began to be aware of the problems my father had and at 14 or 15 I understood the seriousness of the situation so I decided to break the relationship with him and I did not speak to him for more than 10 years. Although my mother suffered from being with him, her main purpose was to help him overcome his problems but she did not succeed. My father destroyed our family and my mother suffered severely with depression. When I was 19 my father left home and I felt relieved but then unfortunately my brother began to psychologically mistreat my little sister. In general, they were very difficult years of fear, stress and fights. These two problems affected me a lot psychologically.
At 16 I had my first boyfriend. I fell in love a lot but after two years we ended the relationship due to incompatibility.  That was when I started to fail in high school. I had to re-do the courses but in the end I managed to get my A levels. Afterwards I decided to stop my studies and not apply for jobs. I was discouraged and unmotivated and fell into depression. I did not know what to do with my life, what direction to take, I felt totally lost. I stopped going out and lost the friends I had.
At 22 I started the second relationship for two years but it did not end well either and at 24 years old I resumed the relationship with my father. It was he who helped me mend everything and that is why I decided to come to the UK to live and begin a new life. I started working and was looking forward to achieving new things. Since then I had not stopped working and at the beginning of the year I started studying at the university.
This task helps me to reflect on the good and bad moments that I have gone through throughout my life until I have got to where I am now. Especially family problems as this marked my emotional downfall but all the ups and downs in general caused me to radically change the life I led and to start looking forward to my future.
While it is true that I had no goals, no motivation and very low self-esteem, since I made the decision to come alone to UK and seeing all that I have accomplished, I have regained a lot of confidence in myself, I feel stronger than ever and proud for everything I have achieved. I felt guilty when I was depressed because I was weak but here in the UK I have learned to value myself, and I have managed to be more independent and have also started studying to pursue my dream.
[bookmark: _Toc18577973]Self-motivation
It is precisely thanks to self-motivation when we can have enough courage to set goals and achieve them and therefore achieve success. It is a tool that drives momentum to progress in every way. To have self-motivation you need self-confidence and self-efficacy, be positive, set important goals and that the environment serves as a stimulus. (Mindtools, 2016)
After performing the self-motivation test, the score obtained indicates that I am among the intermediate levels, neither too low nor too high. Which means I could set challenges that involve higher levels of effort. (Mindtools, 2016)
When I was depressed, I felt that I lacked the basic skills to face any job and had no chance of returning to college. I tried but I could not concentrate, I was overwhelmed by having to reread the same thing many times and it was quite a challenge to go to class every day and have to interact with teachers and classmates. I knew I had to start changing things but I did not see myself as capable and I was afraid.
That changed when I came to the UK and started working. I began to feel fulfilled because I saw that I could do it and my mood began to improve within days. Although the language was an obstacle, I had the initiative to ask my co-workers for help and I began to establish a priority, to advance my language level to progress professionally and to get a new circle of friends.
Years have passed and I have worked in different places, so I have experience in the different sectors and a better level of English, so I decided to start studying at university something that really motivates me. It is the biggest challenge I have faced and my expectations are high. Sometimes I have negative thoughts but I am aware that if I try my best I will be able to achieve it. It also comforts me and I am excited to dedicate myself to something I like because I know that my life would be better.
Some tricks to improve self-motivation are: assess the achievements, enhance our skills, commit to the objectives set, replace negative thoughts with positive ones, remember from time to time how the outcome of the goal will benefit us, surround yourself with people who offers support and trusts in our possibilities. (Mindtools, 2016)
[bookmark: _Toc18577974]Learning styles
Throughout the module I have studied different learning styles. Each person uses the style that helps them to develop best. Identifying what methods we use can help us learn more effectively and quickly.
[bookmark: _Toc18577975]VAK learning styles
This model suggests that most people learn in a visual, auditory or kinaesthetic way. Visual learners have a preference to see and observe things, with photographic memory, auditory learners prefer to learn through listening to information and kinaesthetic prefer to experiment for themselves. (Macmillan, 2016)
For example, in my workplace when I work as a team I like to hear how each partner can contribute and what they know about the topic. Before using any machine or product I prefer to watch a partner do it first. When learning about procedures such as how to act when the fire alarm sounds or the company’s rules, I prefer to have them in writing so that I can reread them from time to time. I like it when managers show us motivational videos or in relation to accident prevention because I remember them easily.
On the other hand, in the university when I have to do an activity I prefer to see an example before. When I have to develop a new skill, I like to hear the teacher's advice first. When studying for an exam I usually say the theory out loud. In class I usually take notes and I like to see diagrams, tables or graphs. When I have trouble memorizing I try to create debates with colleagues or friends, explain the theory in my own words and write down the key ideas.
In most cases I use visual or auditory learning but to improve skills that are important in any workplace such as communication, written skills, critical thinking, problem solving or time management I think that the best way I am going to enhance my performance is by using kinaestethic learning. I need to practice them again and again until I feel more confident. 
[bookmark: _Toc18577976]SWOT Analysis
Swot analysis is a tool that can help us personally and professionally, and many companies use it. Through this analysis you can discover the strengths and weaknesses that constitute the internal factors and assess the opportunities and threats, external factors, which are presented along the way to get ahead and achieve the objectives set. (University of Leeds, 2019)
[bookmark: _Toc18577977]Personal SWOT análisis
This is my SWOT analysis regarding my work. I am a receptionist for two hours per day and then I clean the reception.
[bookmark: _Toc18577978]Strengths
I am very respectful of the guests, patient and empathetic. I interact a lot and I usually pleasantly surprise them because I help them whenever I can and when there is a problem. I speak three languages. I am computer literate and at the end of my shift I always leave the table very tidy. 
As for cleaning I always pay attention to the smaller details so that guests feel as comfortable as possible when they are in the reception or when they’re using the computers or want to relax on the sofas during breaks. When managers need staff I offer to do overtime in other areas when it is necessary to cover colleagues. When new people start, I also offer to give them the training and I always prepare a document with all the information about the products, etc. to help to familiarize them sooner, a fact that they value a lot. Finally, when I work as a team, I am very participative and am very helpful with encouraging that others integrate into our team. 
[bookmark: _Toc18577979]Weaknesses
When I receive phone calls when there are guests waiting to be attended sometimes I get stressed and the quality of my work worsens. It is not easy for me to hide the fact that I have a bad day and I am not so active. I do not feel very confident when I have to speak on the intercom to guests who use the parking because many of them do not have an allocated place and when they complain it is difficult to reach an understanding with them.
I share a cupboard with the building partners where we leave all the products and materials we use to clean and my colleagues say that I am too organized and that is why they sometimes get upset when I tell them that something is not in its rightful place. I'm afraid to speak in public and when I have to participate in meetings I get nervous.
[bookmark: _Toc18577980]Oportunities
When working as a receptionist I am often in contact with guests from different companies who can offer me professional opportunities.  From time to time there are events where I get involved in and so I put into practice my communication and international relations skills.
In my company I have many options to work in other teams, progress and even become a manager. I also receive trainings that allow me to develop new skills.
[bookmark: _Toc18577981]Threats
Working only two hours as a receptionist is a disadvantage compared to colleagues who work full time and who are able to further enhance their skills. Due to the overtime I do sometimes I feel tired and that decreases my performance and it is difficult for me to motivated at work. There are colleagues who enjoy being receptionists and who try their best at their work.
[bookmark: _Toc18577982]Gibb’s Reflective Cycle
Graham Gibbs developed a reflexive cycle in 1988 and defended that learning is derived through the reflection of our experiences. They can be isolated experiences or situations that are repeated. In this model, six stages are distinguished. (The University of Edinburgh, 2019)
Description - explanation of the experience.
Feelings - thoughts and emotions about the experience.
Evaluation - good and bad things from the experience.
Analysis - look for the meaning of the situation.
Conclusion - get conclusions to know what can be done differently.
Action plan - plan changes to improve in the future.
After making an assessment about my strengths, weaknesses, opportunities and threats I will use the Gibb’s cycle to reflect on my work.
[bookmark: _Toc18577983]Description
I work in a cleaning company in a business park that is made up of 12 buildings. Many companies of all types work in the different buildings. I am part of a building team, a team where we are roughly 25 people, and we take care of cleaning the common areas of the buildings. The receptionists of the buildings finish their shifts at 6 pm. That is why from that time onwards I cover the reception of the building for next two hours but as the majority of guests have already finished their day it is not busy except for when unforeseen events arise. During my shift I do not have a lot to do apart from registering passes and monitoring the car park. Although I know many guests and I usually have conversations with them. After cleaning the reception but it is an easy area and is not comparable with bathrooms or showers where the physical effort is much greater. I usually work alone most days except when some colleagues need help or I have to give training to someone new.
[bookmark: _Toc18577984]Feelings
I work from Monday to Friday for 6 hours a day. I like to have free weekends and the schedule suits me because I have free mornings to study. These conditions continue to benefit me but I have been working in the same company for a long time and despite being able to progress as I mentioned before in relation to the opportunities, it is not a work that motivates me and I do not aspire to be a manager or work in the other teams. The position does not generate stress and that is important to me but I do not feel really useful. Sometimes I get bored and want to finish as soon as possible. I feel stagnant and I am aware that I do not develop any key skills that are necessary in many jobs. I have little time to interact with colleagues and we see each other very little so I can not create good relationships where there is trust and also they are not very compatible with me. I feel lonely and isolated. Whenever I have fewer incentives, my performance decreases, I lack commitment to the company and sometimes I think about leaving work.
[bookmark: _Toc18577985]Evaluation
When I started in the company I was motivated because the work conditions exceeded those of the previous one. I knew that I had had luck with the area where I was going to work and I met several colleagues who became good friends even though they left the company almost a year later. The shift was four hours so the salary was not high but it was not something that worried me. After a year and a half they changed it to six hours and I was able to leave the other job I had in the morning. The assistant manager was a very good person but she spent five more months in the position and left. Since then all the assistant managers who have been in charge have worked a short time, several of them had no previous experience, showed detachment with the team and made serious mistakes about regarding the rules and policies. Each assistant manager has a different personality and works in their own way, so it is not easy to adapt to a new one from time to time. The same happens with colleagues. Many start and soon leave.
[bookmark: _Toc18577986]Analysis
I think that as there have been so many staff changes together with the lack of professionalism and commitment has generated an unstable work environment, barriers between bosses and workers and unmet expectations. The managers have been losing credibility and leadership and the communication between all has been very poor. There has been no union and that has caused productivity and standards to decrease.
I searched through some literature about leadership and these are some of the characteristics that a good team leader should have.
- Accept responsibility for mistakes and bad decisions.
- Learn from failures and maintain a positive attitude.
- Have perseverance when things are not going well.
- Show enthusiasm and concern for the personal well-being of team                                    members.
- Believe in the skills of workers.
- Know how to listen, give feedback and value good work.
- Help with professional development and advice.
- Trust and treat all team members equally.
Giving feedback and constructive criticism is essential to guide, show support and concern for workers. In addition, recognizing success can intensify people's satisfaction, strengthen self-confidence, foster efficiency and productivity and promote learning as workers want to learn more to continue progressing professionally. Demonstrating to the workers they are important and enhancing communication enables the development of trust. A good leader should listen, show support when talking to his workers and help as much as they can to create a strong union and enable employees to move forward. (University of Kent, 2018)
[bookmark: _Toc18577987]Conclusion
I learned that there must be commitment both from our managers and ourselves, we must collaborate and work together and communication and feedback are essential to form bonds that promote the well-being of everyone and an atmosphere of motivational work. But I have realized that the reason my performance has lowered is because I do not feel fulfilled and I really aspire to work in the health and social care sector, helping people.
[bookmark: _Toc18577988]Action plan
From now on I will be more communicative with my colleagues so that I can know them better and feel more comfortable and have a more positive and enriching approach with my managers. I will ask for feedback from time to time to keep track and make sure that I maintain the standards required by the company. On the other hand, I will start to elaborate a plan and think about the steps I need to follow to train and get to work on what really excites me. 
[bookmark: _Toc18577989]Force Field Analysis
Force Field Analysis was created by Kurt Lewin in the 1940s. This method is based on analysing the pros and cons of a current situation or a change that you want to make. Kurt argues that for a change to occur, the driving forces, which pushing us forward, must be stronger than the resistance forces that preventing us from achieving a settled goal. (Connelly, 2017)
This technique can be used to identify if the proposed change is functional and help plan solutions to weaken the restrictive forces and to strengthen the driving forces. (Edraw, 2019)
[bookmark: _Toc18577990]My personal Force Field Analysis
[bookmark: _Toc18577991]Change proposal
After reflecting on my current employment situation, I have set a goal to change my job in the future.
[bookmark: _Toc18577992]Forces for change
- Study a topic of interest
- Develop new skills
- Devote myself to what I like
- Personal satisfaction
- Help those who need it
- Feel useful
- Be motivated at work
- Meet people with the same professional goals
- Improve self-esteem
- Salary increase
- Improve quality of life
[bookmark: _Toc18577993]Forces against change
- Wait for years to form
- Responsibility
- Stress
- Emotional intelligence
- Mental force
- Personal involvement

There is a great imbalance between the positive and negative forces and the positive ones have a greater impact since to dedicate myself to what I like first I would have to train and acquire the necessary knowledge and skills and that would make me feel useful and motivated and would give me the opportunity of meeting people with whom share my goal. Once I get a job, I will have the chance to help people which is what really passionate me, improve my self-esteem and increase my happiness and my economic conditions, after all it could improve my quality of life. 
As for the negative forces, what I give the most importance to is the formation process that can last from three to six years. But while I study I can volunteer and start getting into the health and social care sector, gain experience and develop fundamental skills such as emotional intelligence and mental strength to deal with patients' problems and give as much as possible. As for the responsibility, personal involvement and stress that can be generated at work, they are potential risks that could arise and affect me personally but that can be learned to control with techniques and help.
[bookmark: _Toc18577994]World of employment
In order to function effectively as a member of an organization it is necessary to obtain knowledge, information, skills, behaviours, organizational norms and values. (Maud, Schriek and Tinkler, 2017)
With a view to the future and in order to reach job expectations it is very important to know what skills employers are looking for. These are essential in any sector: communication, team work, negotiation and persuasion, problem solving, leadership, organization, perseverance and motivation, the ability to work under pressure and confidence. (Targetjobs, 2012)
As a student during the University years I will develop study skills which they are the following: time management, critical thinking, essay writing, research skills, analytical skills, group working, reading skills, self-awareness, communication skills, presentation skills and IT skills. (Morgan, 2017)
[bookmark: _Toc18577995]My personal development plan
A personal development plan allows us to identify the areas of learning and the development of activities that will contribute to acquiring and improving our skills and attributes to reinforce performance in our current job and addressing our careers aspirations towards a future role. The personal development cycle is based on establishing a purpose, identifying development needs and learning about the different oportunities, formulating an action plan, undertaking the development, recording the outcomes, evaluating and reviewing. (Chartered Management Institute, 2015)
SMART goals set is very important to elaborate the plan. The initials of SMART refer to the terms Specific, measurable, achievable, realistic and time-based and are the conditions that our objectives must meet to be considered good goals. (Eby, 2019)















	
	Short-Term

What do I want to accomplish in the next three to six months?
	Mid-Term

What do I want to accomplish in the next six months to two years?
	Long-Term 

What do I want to accomplish in the next two to three years?

	My Goals
	Finish this university course.
	To pursue a career in psychology.
	Find a job as a psychologist.

	
	
	Gain experience related to health and social care.
	

	
	Improve interpersonal skills.
	[bookmark: _GoBack]Improve computer skills.
	· 

	Action needed
	Go to class, use Moodle, complete assignments.
	Talk with carees advisors and go to university.
	List my competences and review strengths and areas of development.

Find a mentor and discuss development plans with mentor.

	
	
	Search events and social programs.
	

	
	Talk more with colleagues at work and classmates. Get involved in activities and work events.
	Ask friends for help with some of their proyects.
	· 

	Next Steps
	Manage my time, ask lectures for help, get feedback.
	Take exams, do presentations, group tasks, improve skills.

	Prepare cover letter, personal statement, CV. Apply for jobs.

	
	
	Collaborate with volunteers and stay in touch with people with social problems, attend talks.
	· 

	
	Read on having a positive approach towards group members, look for groups of writing activities.
	Computer course.
	· 

	Resources
	Moodle, Library, academic books, online resources.
	University website, books,
lecturers.
	Work pages, mentor.

	
	
	Books about psychology, social centers.

	· 

	
	Free time, friends to evaluate my progess.
	
Computer, books on digital skills.
	· 

	Time schedule
	Lessons from October to December. 2 days per week for 10 weeks. Individual learning 6 hours per week during the mornings.
	Start next year. Full time course. Between 15 and 20 hours per week.
	Spend one hour every day searching to applying for jobs. See mentor once a month.

	
	
	Part time job.
	· 

	
	Group meetings on Saturdays to do Writing course.
	1 day per week to do a computer course.
	· 

	Completion
	At the end of December.
	Undergraduate of 3 years.
	It is not known.

	
	
	During my years of study.
	· 

	
	One year.
	5 to 8 months.
	· 



[bookmark: _Toc18577996]Conclusion
In this assignment I have made an assessment about my personal and work situation, analysing different skills and situations and areas for further development. Finally, I created a personal development plan to enable me to achieve my career ambition.   
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