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Introduction

The purpose of this report is to reflect on my experiences and learning of writing an academic report on ‘What is the most effective way to motivate staff?’ and my experiences and learning of working in a group to create and present a job advert to my peers. The following methods that were used to complete the tasks will be discussed, The CRAAP test, Mind Mapping, Time management, Presentations skills, Team working skills, Research skills. In the report the Gibbs model of reflection will be used (figure1).
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 Figure 1. Gibbs's reflective cycle (1988). (Husebø, O'Regan, and Nestel, D. 2015)


[bookmark: _Toc487183058]Reflective Writing 
Reflective writing is about documenting your reflective thoughts and feelings when you look back at an experience, analysing why you did what you did, if you learnt anything from it and how you will apply what you have learnt in the future. 
These are a few methods of reflection and the processes they follow:
· ERA Model, -Experince,Action,Reflection
· Driscoll’s ‘What?’ Model, -What, So what, What now.
· Kolb’s Experiential Learning Cycle -Concrete Experience, Reflective observation, Abstract conceptualisation, Active experimentation
· Gibbs model of reflection -Description, Feelings, Evaluation, Analysis, Conclusion, Action Plan
Reflective writing encourages professionals to apply critical thinking to their actions, assisting them to evaluate what they have done and if needed plan to do it better in the future. This empowers individuals to improve their future performance. Smith (2021) talks about how reflective writing helps the writer to develop a thinking strategy to identify what went well and what could be improved for future development.
[bookmark: _Toc332735175]Model of reflection 
The chosen method of reflection for this report is the Gibb’s reflective cycle which was adapted by Graham Gibbs in 1988. The process for using this method is as follows: Description (describe what happened), Feelings (what were feelings and thoughts), Evaluation (what was good/bad), Analysis (what sense can you make), Conclusion (what else could you have done), Action Plan (what will you do better in the future). Husebø, O'Regan,and Nestel (2015) talks about how the Gibbs reflective cycle enables the writer to use feelings and thoughts to learn from experiences and deal with future situations effectively.



[bookmark: _Toc94611075]Reflection task 1
[bookmark: _Toc205187766]Description 
I drafted an academic report on ‘What is the most effective way to motivate staff?’ This involved conducting research, using references, and citing them in the report. I used the guidance of the CRAAP test introduced to me in session 2 to search for information on google scholar. I used mind mapping to take notes in. I planned ahead adding all work and course sessions to my phone calendar and setting several blocks of time through the week aside for assignment planning and writing. I had to prioritise what my time was to be spent on by declining personal invitations and requesting time off from work to meet deadlines.
[bookmark: _Toc1332427464]Feelings
As a first-time level 4 student I felt overwhelmed by the processes and what was expected as I had no previous experience of studying at this level. I was worried about managing the course alongside my job. I was anxious regarding referencing, citing, and using reliable sources. I felt under pressure as deadlines approached and I was trying to learn techniques to complete the assignment alongside the actual content of the assignment. 
[bookmark: _Toc149639616]Evaluation
Initially I had agreed with work to change my working hours to fit my course in but struggled to balance work and course work and closer to the due date of the assignment I requested time off from work. This helped me to complete the assignment on time. The tutor gave me feedback regarding my referencing and citations not being correct, so I made an appointment with the student library service to get help with referencing, this has helped me to use the recommend techniques. I practice taking notes at each session and when I come to use these, I take note where information is not clear. 
[bookmark: _Toc1156037827]Analysis 
If I had realised how much time the assignment will take, I would have planned better and started to work on the assignment sooner.  Referencing can be daunting at first but if you break it down and follow the guide provided it works well, there is also support available through the university to help with this. I went over the notes when writing my report and found they did not contain sufficient information.
[bookmark: _Toc1181362202]Conclusion
 I need to improve my note taking skills as the notes were not clear enough to obtain the information required. I realised time management is something I need to assess constantly as the volume of work and the time a certain piece can take whether its research or writing the assignment can fluctuant. I have learnt the techniques for research skill, but I need to strengthen them by regular practice.
[bookmark: _Toc2022456057]Action Plan
The new skills that I have learnt like notetaking and researching have helped me to complete the assignment but my confidence in using them is low. I need to visit the material provided by my tutor to refresh my mind of the techniques and keep practising. I will keep using Mind Mapping regularly to strengthen my new skill of note taking Edwards and Cooper (2010) talk about how mind mapping is a technique that works to gather information for written work.
 The CRAAP test was used to assist research skills. The CRAAP test was used to assist research skills. When searching for information the skills required are the ability to source information from a reliable source. Lui (2021) talks about a the CRAAP test which is a method to assess the reliability of information and is recommended for students to use.I will use the Harvard referencing guide and academic support to help me check my work and inform me if I am on the right track. I have added notetaking, time management and research skills to my Personal Development Plan. 
I realised through the experience and pressures of assignment deadlines, personal life, and work life that Time management is crucial and if use of available time is planned it can be productive. This is what I intend to do for my next modules, taking into consideration work commitments, home life and course work. Trueman and Hartley (1996) talk about the challenges part time students have, they have more life commitments to juggle and less time to manage.


[bookmark: _Toc987381172]Reflection on group exercise
[bookmark: _Toc1172488795]Description
For the week 8 activity, I worked as a part of a team to research and select a job role and design a job advert which had to be presented to our peers. We individually researched our selected job area and what key information a job advert should contain, and I gathered information for the following sections –Pay package, job description, skills, abilities, and qualifications. I searched current job adverts in the area we chose. A poster was created using word, this was presented to the group. I presented the sections package, Job descriptions and how to apply for the vacancy.
[bookmark: _Toc1456457861]Feelings
I initially felt a little worried regarding how the task would be approached and how we would share the work as a group as I did not know what group members plans/opinions would be on the task. I felt nervous to present in front of people as I find speaking to an audience daunting. I felt apprehensive regarding researching as I did not have experience of checking if information was authentic. I was concerned about the content and design of my poster and if it would get the required response.
[bookmark: _Toc135169997]Evaluation
The communication was beneficial because through discussion the group discovered a shared Administration background, this influenced the groups choice of job role. I thought the research went well due to the group being confident with the selected job role but conducting the research individually meant we duplicated some of the information gathered which meant wasted time removing the duplicated information. The tutors' feedback regarding poster was that it should have been printed out instead of presented on the laptop screen. The tutor's feedback regarding the presentation was I did not introduce myself. My peer's feedback regarding professionalism for the presentation was weak. 
[bookmark: _Toc185306052]Analysis
As team members we spent time researching and gathering the same information. I realised during the presentation that poster was too small and on a laptop screen. The presentation was meant to be professional and a good, clear introduction at the beginning would instil confidence in the audience. Mind mapping was used to take notes during sessions and highlighting text I thought would be relevant when reading information 
[bookmark: _Toc1966386245]Conclusion
My presentation skills can be improved through practice and being prepared and now I have experience and feedback. Looking back at the task if we had conducted the research together it would have saved time on some of the duplicated information that was gathered. Overall, the results from working in a group achieved what the aims were, an advert, but what I learnt was to be more aware of and respect other contributions even if it means replacing my contributions. The poster would have made more impact on the audience if it had been printed out to A3 size.
[bookmark: _Toc413758870]Action Plan
I can improve my team building skills for future modules in the course by taking part in additional group work and keeping in mind that all members bring their own set of skills to a project. It is about contributing, sharing the project, and showing respect to others' opinions. I intend to discuss all parts and negotiate with the team how the work would be shared. Fajaryati and Akhyar (2020) talk about how Teamwork skills can be improved by taking part in group work. This skill will be added to my PDP (Personal Development Plan). 
 For future presentations I would practice before hand what needs to be presented so I am confident with the content and can focus on my composure during the presentation. Ochoa and Dominguez (2020) talk about how it is common to be anxious when presenting but practice can reduce the anxiety level. I will set this as a target for my PDP.

[bookmark: _Toc2140777937]Conclusion
In this module I have learnt how to research information that is reliable using the online library and google scholar. I have learnt how to start using the Harvard referencing guide to cite intext, quotes and referencing. I have earnt how to present to my peers, Note making using Mind mapping and how to use my communication skills for the course. Most of these skills and techniques were new to me but with all the support and guidance available throughout the course I have manged to grasp these concepts. I intend to work on all areas to strengthen the skills listed and have created a Personal Development plan for the areas that I need improvement on.
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Appendices

PDP:

Feedback Template
	Personal Target 
	How will I achieve this? 
	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. Presentation Skills
	Plan and rehearse the content before the presentation

	Having Presentation skills is an additional skill employers look for

	I will use a reflective model to assess myself the next time I have a presentation. Also, feedback from the audience

	
1st July 2022

	2. Team working skills
	By looking at the task in hand and discussing how it will be shared out amongst members 

	Strong teamworking skills enable you to work in a group to complete a task together benefiting from everyone's combined skills

	When a teamwork project is completed successfully with all members doing their part

	1st July 2022


	3. Time Management
	Plan study time in advance and attempt to stick to the plan

	Good Time management is a positive attribute as it shows employer you can complete tasks in a timely manner

	If I meet deadlines or complete tasks before they are due

	1st May 2022


	4.Note taking
	Keep practicing the Mapping technique to take notes
	Good note taking skills demonstrate a good ability of written communication which is required in many jobs 
	When I am able to derive the relevant information from notes I have taken
	1st May 2022

	Research Skill
	Practice using the Harvard Referencing guide

	This helps in employment that requires skills to investigate and find accurate information
	I will get feedback from draft assignment work 
	1st May 2022
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