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Reflective report:
I started the Skills for Workplace course at the University of Wales Trinity Saint David in January 2022. My first assignment module was Academic and employability skills. It had two tasks. The first task was an academic report on ‘the most effective way to motivate staff, and the second task was a reflective essay on the academic writing and group assignment. I used the ‘Gibbs reflective cycle model to reflect on my first report and group assignment.
What is Gibbs Reflective Cycle?! Gibbs’s reflective cycle is a self-reflection and management tool. It helps people to think clearly and systematically about the different experiences they have gone through during specific activities and draw conclusions. It has six stages: description, feelings, evaluation, analysis, determination, and action plan. The reflection focused on how I felt over an individual and group assignment throughout their various stages and what actions I took to improve it for next time.
Description: ‘What is the most effective way to motivate staff?’ is the first assignment. The assignment must be written in an academic format, +/- 10% of the word count of 2000 words.
The second assignment is a group task. It’s a presentation on ‘Time Management. It included a case study called ‘Donna’s case study. As a group, we had to make a PowerPoint presentation on both topics and present it in front of the class and the lecturer.
Feeling: When we were handed the first assignment brief for task one, I felt very nervous. My anxiety level was very high as I suffer from anxiety and dyslexia. For a student like me with the conditions, two thousand-word essays in academic format writing were too much to handle initially. As I read through the assignment brief, I understood that the assignment must include eight research sources. The lecturer gave four research sources in week two, and independently, we had to research four more research. Knowing that I did not have to come up with all the information gave me great comfort. As I started doing the research, I became aware that primary sources included secondary sources within the body of their text. Therefore, this added the cumulative understanding of the text. 
The second topic was a group task. I felt more nervous than before. I’m not good at communicating with other people, as anxiety is a significant barrier to me. So, in the beginning, I didn’t have any idea how even to start the assignment. In week 5th, beginning of the second assignment, the lecturer put us in groups—four to five people each. I was feeling very anxious about the group, so I asked the lecturer to allow me to do the tasks individually. I was not allowed to. However, I’m grateful I continued being part of the team, as it gave me a considerable understanding of group dynamics. One of my group members made a WhatsApp group chat to discuss the assignment on the same day. Weeks went by; no one didn’t send a message on the group chat. I began to understand that maybe the group was not serious about the assignment or they were anxious like me to communicate.
Evaluation: I had good and bad experiences doing these assignments, but I still value these assignments’ lessons extensively as I learned a lot from doing these assignments. I learned how and what to write on the topic; I learned how to do the work individually or in a group. I learned how to communicate with difficult group members and deal with problematic situations or deadlines. 

Analysis: Before starting this course, I knew I’d learned a great deal. As days go by, the fact becomes more apparent to me it is a great deal. I’m starting to learn things I didn’t know about—writing skills, research, group communication and tasks. Etc. 
Individual Assignment: What is the most effective way to motivate staff? The question and its answer taught me about self-motivation, encouraging others, and techniques. When I started doing the research, I realised a lot of thoughts and studies and went to the subject of motivation. In my opinion, motivation is a reason, and we always need reasons to do things. Motivating staff is about giving the staff reasons to come to work on time and do the job appropriately. The motivation can be salary, staff holiday, an award or recognition.
Doing the staff motivation assignment, I also learned about self-motivation. I realised that I have an excellent motive for doing these assignments and the course. After graduation, I can be a better person with much knowledge and do a better job. So, after a long day at work, I was still motivated to do these assignments. 
Recently diagnosed with dyslexia, it has increased my anxiety. As I’m aware of the condition now, I understand it’ll slow me down with the assignments and submission. So, I spoke to student services; they gave me some advice and two weeks of extension for the deadline, which gave me great comfort.
Due to suffering from dyslexia, I also realised I got inferior academic writing skills. As for the two thousand words of assignments, I didn’t know how to start the project or what to write about the topic. I realised; my assignment mark expectation can be low because of the condition, but I still try to get things done on time as I'm proactive. 
So, I sat down and watched the assignment guideline video over and over until I understood how to do this assignment. Then I start with the research sources that the university has provided and the research I did independently. I read through all the eight sources word by word to understand precisely what the researchers’ said about the motivation. I noticed their academic writing style, understanding of the topic, and techniques to use different words for the same meaning. I believe doing this research gained my knowledge of the subject and has improved my academic writing skills. 

Group Assignment: Our group assignment’s topic was Time Management. It’s a crucial subject. Time is defined as the duration in which all things happen, and I believe the time is one of the essential facts of our life. 
In my opinion, Time flows like a river, and it does not stop for anyone. The key to success in life is the proper use of time. He who knows how to use precious time wisely can achieve success, and those who do not understand the value of time can never be happy in life. So having the proper use of time to achieve success should be the primary goal of our life. This assignment (time management) made me realise the value of time more than before. 
A group task is much more complicated than an individual one as it involves group communication and discussion. Also, a student with a condition like me finds it very difficult to fits into a group. 
In the beginning, I didn’t know how to start this assignment or which part of the group task I should do. There were five people in the group, so I thought someone would start discussing the work in the WhatsApp group chat. So, I waited for others to respond; in other words, I wasted time, as no one sent any message or started a discussion. 
Two weeks before the presentation, I realised no group member would send messages or do anything about the assignment, so I started working on the project individually. 
The presentation had four tasks to cover: Answering three questions and presenting as a group in front of the class. The questions are as follows: 
· What is time management?
· Donna’s case study; Identify and list Donna’s time management problem.
· Explain how Donna could use the 4D (Do, Dump, Delay. Delegate) time management strategy and any other time management strategies to overcome her time management problems.
· And the group presentation.
At one point, I decided to answer the third question, which was more complicated than any other two and I would get to learn about the time management strategies. So, I made the PowerPoint presentation and included my answer; then, I sent a message on the group chat to inform them that I had made the PowerPoint presentation and asked them to send their full name and student ID number so I could complete the title page and send the file to their one drive so that they can answer the last two questions. I had their names and Id numbers on the second day, so I sent the file over. After two days, one of the group members replied that she had included the first question’s answer on the assignment. The next day another member replied that she had done the second answer, which was full of mistakes and errors. So, I corrected the answer. 
The other two group members replied, and one said a good job. Another said I’ll come to the class for the presentation, and he did. Unfortunately, only he and I were in the class, and we were missing three group members. He asked me if he could do anything on the presentation, so I told him, ‘You can start the presentation, present the title page, and introduce the group members and their tasks. So, the audience will know who the members and their presentation are. At that point, the other members came online and said they would present their parts online. When it was my turn to present, I felt nervous, but I did my best to explain my answer calmly. After the presentation, the teacher said the content was good, but the presentation could be better. After all, lessons well learned!

Conclusion: In conclusion, I had a lot of experiences and knowledge throughout doing these assignments. Taking charge and doing these assignments on time positively impacted me. I identified my strengths and weaknesses by analysing my understanding of the assignments, tasks, and communication skills. I developed some ideas for improving my communication and time management skills to become more knowledgeable, effective, and a better person. I plan to be an effective and ethical communicator by further educating myself in this area and practising my learning skills in this course’s assignments. 

Action plan (PDP): 
Feedback from peers on individual and group assignments:
· Essay was easy to read,
· Take it easy on the presentation,
· Rehearse the presentation,
· Improvise, rather than reading from the slide,
· Excellent slide, professional, well-cited, nicely done, standard.

PDP (Personal Development Plan): 


[image: ]
Purpose/Direction: 
· Improve academic writing skills,
· Set assignment target mark 80 to 90%, 
· Submitting assignments on time without any extension,
· Improve group communication skills.
Identify development needs:
· Research: Research sources from academic websites than regular ones,
· Academic writing skills: Improve citation and paraphrasing skills,
· Group communication: Improve listening skills and speak when needed, 
· Finishing assignments on time: Set timeframes for research and writing tasks,
· Presentation skills: Improvise, making eye contact, presenting it calmly, and being confident to ask the audience follow-up questions after the presentation.
Look at development opportunities:
· Experience: Learning from experiences, 
· Feedback: Asking peers for feedback on assignments or presentations,
· Constructive criticism: Taking criticism constructively,  
· Lecturer’s advice: Ask for advice when needed,
· Research: Use google scholar, books, and the University’s online library, 
· Assignment guidelines: Follow guidelines to make the assignment more academic and appropriate.
Formulate action plan:
· Take notes of resources for assignments,
· Make timeframes assignment tasks,
· Make time to rehearse before any presentation.
Undertake development:
· Research: Learning more about research, sources, and citation.
· Academic writing skills: Practising academic writing skills; learning new words and para phasing. 
· Presentation skills: Rehearsal and improvising. 
· Communication skills: Communicating actively. 
Record outcome:
· Record feedback and assignment marks in a notebook,
· Record Turnitin similarity percentage by taking a screenshot.
Review and evaluate:
· After finishing every assignment, review, evaluate and develop.
· After the presentations, take feedback, review, evaluate and advance.
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