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Introduction
Reflective practice is reflecting or thinking about what I did, what happened, what I have learnt and then know what I would do differently next time. Once I get into using reflective practice, I will find it useful with my academic task, at work and at home. It is not easy to get opportunities for shared reflective practice within a busy workplace (Kogan,2020). Reflective practice is significant because it is described as the concrete ways in which I can learn from my experiences. In addition, reflective practice is a necessary tool for health care professional in education to assist students to make a link between theory and practice. It allows me to evolve my knowledge and skills with regards to becoming a professional practitioner (Jasper, 2003). The act of reflective practice is a means to increase confidence and become proactive health care professional who want to continue to learn throughout their lives (Bright knowledge, 2020). Furthermore, the first thing that most people at the university encounter is reflective practice. Reflective practice will help reflect on service user’s situation, improve the quality of care that is provided, improve one’s motivation, and other experiences (Koshy et.al, 2017). Reflection is a very useful tool in learning and it also allows me to recognise my own strengths and weakness and use this to guide my ongoing learning process. 
Kolb reflective model which is one of the reflective models considered. The reason behind this model is for one’s experiences which is to be reviewed, analysed and systematically evaluated in three phases which includes Concrete experiences- At this level is when note is taken about certain situation, describing how someone see, feel and think. Reflective observation- this when written down description of experiences is reflected upon, and then the abstract conceptualisation which is when question are asked such as what could be done better or differently, how to improve and then find  different strategies of dealing with situation if it happens in future.  Active experimentation- this stage is the newly obtained theoretical knowledge (Brown, 2017).
This essay will be using the Gibbs reflective cycle to guide my reflection process, University of Edinburgh (2019). This model is adequate because it helps me to systematically describe my experience, to reflect about how I am feeling during each situation, allows me to analyse the situation, conclude and create an action plan.  I will conclude by writing what I have learnt, what I could have done in a different way and lastly an action plan of how I would have dealt with a similar situation in the future. (University of Edinburgh, 2019). The reflections will assist producing a SWOT Analysis and finally my personal development plan. This essay will be containing personal reflections on IT skills, writing essays and effective communication and time management in my workplace  

IT Skills
Description
 My first point is on my digital IT skills, as it was my first time at the university. I was not aware of the digital skills I needed before I started the university, that it is a very important skill for my chosen career. I was not prepared and therefore I found it very difficult.
Feeling
I had low confidence, confused and anxious in term 1 of the university. I felt frustrated and this had me feeling as I would not perform well and achieve good marks. This feeling reduced my confidence and self-efficacy and led me avoiding going on the computer to read or research articles and book online.
Evaluation
This experience had unfavourable impact on my learning as I was reluctant to go to the website to learn more about digital skills, and to research books and academic journal articles. Positively, I learnt how to research online and how to present my assignment using power point presentation.
Analysis
Self- confidence is interwoven with low self-efficacy (Mulder, 2020); Self-efficacy motivates students with the learning process. Research also have shown that students with upper level of self-efficacy engage more in class, hardworking, persevere longer, and have less emotional reactions when faced with difficulties than students with lower self-efficacy (Larocca, 2017). Self-efficacy is related to academic confidence in which a student has the capability of successfully carrying out school related tasks. Research displays that student who have the believe that they can attain academic task are more likely to keep going and overcome difficulties performing the assignment. On the other hand, students who lack confidence are in capable to carry out a task or overcome difficulties and are more likely to give up and avoid the assignment (Hinton, 2020).
Conclusion
I reflect regularly about my digital therefore, I went to my lecturer for more lectures on digital skills as I improved my IT skills, I was able to improve my confidence which led to increased self-efficacy. This allowed me to utilise the web to achieve adequate literature for me to gain better evidence for my assignments. 
Action plan
When faced with difficult situation like the IT skills situation. I will have to make sure that my self- confidence is increased by tackling the problem thus, increasing my self-efficacy. This will enable me to be successful and leading to adequate self-efficacy. 

Writing essays
Description
 I will be reflecting on my performance on my academic essay writing. I did not know how to write a plan and structured essay. I did know how to utilise the academic skills such as using synonyms and paraphrasing to avoid plagiarism.
Feeling
This is the first time I will embark on academic essay writing therefore I was very confused and anxious because I did not understand anything in academic essay writing. 
Evaluation
On a negative note, my confidence in essay writing was reduced because the feedback from my lecturer was that I was not paraphrasing well, and I was using colloquial language in my essay and this is not adequate for academic writing. Therefore, I was encouraged to read books to familiarise myself with better vocabulary.

Analysis
An essay should be written in an academic way, it should not be written in a language that is colloquial. If an essay is written in this way, it is portrayed as informal writing. Reading more literature will assist to write a good academic essay. (Coffin et.al, 2019).  Moreover, Adler and Van Doren (2019), implies that it will be a good concept to look for books, articles that is fascinating and this will motivate one to read more often.  According to Smith (2020), taking an opportunity to properly plan and create a well-structured essay which clearly shows the understanding on the subject, will enable an individual to get a higher grade with the lecturers. Knowing how to start and how to complete the tasks is oftentimes difficult especially if it is the first time at the university and the individual is trying to adjust to the new life at the university. To write a first class essay, the following need to be done- When an essay is planned it makes the writing task easy and quick and should remain within the word count; the individual must understand the topic question or ask the lecturer to explain the question. When gathering resources, it is important to research relevant material and then carefully note the essential information, theories and quotes that will assist to answer all the elements of the question.
Conclusion
To write a good essay, it is important to evaluate my first draft, edit the ideas, then write a second draft. After the second draft, I will proofread it for any spelling, or grammar errors, check the citation and references and lastly avoid plagiarism.  
Action plan
I will go online or my university library to search for e-books and articles. Secondly, I will read more books to enhance my vocabulary. Lastly, I will utilise websites that offer access to writing guides, and materials. In addition to this, I will act on the feedback from my tutors.




Communication and time management in the workplace
Description
The third issue I will be reflecting on is getting a complaint from the daughter of a service user in the nursing home where I work. The daughter was not happy with her mother’s stay in the nursing home. She required her mother to have a shower once a week and then I explained to my client’s daughter that it is unsafe to give her a shower with the shower chair in her bathroom, because she could slip and harm herself.  I informed the nurse leading the shift to  inform the manager to get a shower commode chair with a safety belt to prevent her from falling but unfortunately my message was not passed on to the manager quick enough because of lack of communication between the nurse and manager and the nurse got distracted with other tasks which led to ineffective time management of the nurse to meet the need of the service user.
Feeling
I felt frustrated, because I spent quality time trying to make her understand the situation. I had other tasks to be done and this distracted me from all that.
Evaluation
The negative aspect of the situation is that It took time and effort trying to listen to her complaint and solving her issues and therefore I could not attend to the need of other service users on time. The positive part of the situation was that I was able to solve the problem to meet the need of my service user and thereby I was able to get my clients daughter happy.
Analysis
Effective communication in the workplace is a fundamental component to the success of a business. When information is clearly provided, issues will be corrected, mistakes will not happen, the needs of the service user will be clarified and good communication help solve problems (Zambus, 2019). It is important to follow-up on information given to others in order to ensure the task has being completed. Good time management skill can help manage time and improve career. Organizing one’s time everyday can help to complete work on time and give space to be proactive and creative in the task. Having a strong time management can help structure work, accomplish goals, be a better employee and moreover progress in one’s career and finally, it helps set up certain amount of time to help complete necessary tasks (Indeed, 2020). 
Conclusion
 Reflecting on how the nurse did not communicate with the manager, resulted in time wasting and not able to promptly meet the need of the residents. The leader of the team did not act promptly, and she did not put her communication and time management skills in practice. A lesson learned is to follow-up when a task has been given to someone. 
Action plan
To avoid a similar situation in future, I will follow-up with my colleague or speak directly to the manager to get the shower chair to prevent angry family member and following the patient centred care by putting the patient first.

Conclusion
In conclusion, personal reflection is a foam of reflective writing which gives the opportunity to explore personal experiences, feeling and events. It is important to self-reflect to enable me to understand my strength, weakness, opportunity and threats and then this will allow me to write a personal development plan of skills and plan on how to improve.

SWOT Analysis
A SWOT is a method used to assist a person or organisation arbitrate and define strength, weakness, opportunities and threats (Shewan, 2020).
Strength
Good communication skills such as verbal, written and listening skills at work.
Interpersonal skills.
Problem solving skills.
Good time management skills.
Patience.
Honest and transparent.
Hardworking.
Weakness
My IT skills was not good.
I do not like presentation in front of an audience.
I was not good with essay writing.
I am nervous and shy.
Opportunities
Attending university.
Taking more classes in digital skills.
Continuous training at work to develop myself.
Threats
My workplace reduced the working hours of health care assistants and other junior worker such as the domestics staff and other, therefore resulting in low wages.
High staff turnover because the old staff resigned, and then new staff were employed into the job with no experience. The newly employed staff needed to be inducted, and this was time wasting and high cost for the employer.
The remaining staff were overworked, and this resulted in stress and anxiety.
Personal Development Plan
A personal development plan is a structured plan that reflect on one’s recent learning process and performance which is then developed into a method for your personal educational and career development in future. By developing my own personal development plan, I will evaluate my strengths, weaknesses, opportunities and threats allow me to make a plan that describe how best to meet my planned developmental requirement which are formal and informal (professional Academy, 2020).
	Skills
	Why is it important
	What is your plan to improve the skills/how will you improve
	Recourses you will use  
	Review date 

	Effective Team working skills- Team working skills contain the connected capabilities that allow work to be done efficiently in an organisation.

 Teamwork is very important to employers and therefore for team work to happen, people need to cooperate with each other and use individual skills to attain common objectives (Duszynski,2020)
	Team cannot work effectively without teamwork. Teamwork is essential for all business to be successful.

To have a career that is meaningful and lasting, there is the need work effectively and efficiently with other people. 

It brings new, fresh ideas to any organisation to be successful in this world that is highly competitive. Business grow when they have different team of people who can contribute individual ideas and bring their unique prospect to the table.

Teamwork assists to solve difficult issues. It is a good opportunity for the team working together, to exchange ideas and come up with clever way of doing things and thereby find solutions that work best.

Teamwork create an idea to ascertain that deadlines are met even when a member lack behind, to make sure they produce high quality work. When work is split up among team members, the job gets done faster, allowing organisation to be run more efficiently.

Teamwork help work to be valued, when people contribute ideas it helps to improve productivity. Team members have something special to offer by working together, feel a deep commitment to each other and a strong sense of belonging. A team that work together will be successful and thereby get good results (Yti Career Institute,2020).
	According to Capozzi (2019), team should work with members to outline deadline and skills, list tasks and delegate responsibilities according to people’s capabilities.

Workplace should encourage excellent teamwork by rewarding praises and incentives for the good performance and hard work.

Teamwork can develop when workers get to know each other and comfortable discuss different problem which could be informal for instance meeting at the café over coffee or tea or at a resort centre.

To get regular feedbacks from the members of the team to enable assess issues for instance, a group member who is dull and unable to meet deadlines, conflict and clashes on how to get the project done.

To give comprehensive instructions to team members on how to amend issues that may develop between members of the team.
 To ensure that issues are solved efficiently and productivity (Capozzi, 2019).















	Website, workplace and university 
	3 months

	Effective communication skills- According to Indeed (2020), suggests that communication skills are the capabilities used when conveying and obtaining different type of information, ideas and to express feeling.

Communication skills consists of listening, talking, observing, understanding and sharing the feeling of others.
	Effective communication is an important device in maintaining a strong relationship and attaining productivity at all level in the workplace.

Employees who communicate with the service users, colleagues or other member of staff, and managers are often assets, that are highly regarded to an organisation.

Good communication is important because it help build effective team in how we communicate and work with each other, gives staff members a voice so that individuals are being listened to.
Employees can openly communicate ideas without fear of mockery.

When managers have strong communication skills, they will be able to manage the team more effectively by delegating tasks, managing conflicts and building relationships amongst staff members (Page, 2020).


	There are different areas on how organisation can improve and strengthen communication amongst team members.

Managers need to give straightforward achievable intent to individuals and team member.

It is important to speak clearly and honestly and ensure that the message is clear and attainable to the audience without confusion or insult.

When a message is produced, people need to see that it is delivered in the best possible way. The best way to build trust with staff is face to face communication. Also, to decide whether printed copied information work better than email.

Make sure that communication is kept open every time. Always look for and encourage reports and feedbacks.

Company or individual should listen and encourage conversation with other staff members to enable the organisation to survive (Page, 2020).


	Websites, lectures and experience 
	3 months.

	Time management skill is the means of outlining and organising how to split time within certain activities, to reduce stress and promote effectiveness (Mindtools, 2020).
 In addition, Corporate finance institute, (2020), implies that Time management is a means of having control and outlining how much time to spend on certain activities.




	With regards to, Corporate finance institute, (2020), Effective time management allows an individual to achieve more in a short period of time, reducing stress, leads to successful career, effective and increased productivity.

Good time management skills help to make a’ to do list’. The list will enable task schedule to be followed to reduce anxiety. Checking the list will help a person not to worry about getting things done and therefore help to evade feeling stressed.

If time can be managed effectively, an individual will have extra time to spend on hobbies in daily life or personal activities.

Good time management skills are important qualities that employers look for and it also leads to more opportunities. The capability to prioritize work schedule is very desirable in any workplace.

Individuals with good time management can achieve better goals and objectives and this is done in a very short time.
	Make a to do lists works if individual use it.

Deadline should be set a few days before the task, to make all effort to stick to it and this will help get the task done.

Multi-tasking should be stopped because it is not the most effective and productive route.
Delegation of responsibilities enable people to be less stressed and more productive.
Any little opportunity to plan and prioritise time, will help reduce stress and fatigue.

When Individual successfully carry out any task, it will assist to reward oneself in a healthy way and it should be something that individual really enjoys (White, 2018).
	Website
	3 months


	Problem solving skills assists to ascertain the origin of a problem and look for an effective solution to the issues (Indeed, 2020).
	Problem solving skills is important because it allow staff members to analyse problems, identify the severity of the problem.

Training in the workplace is aimed to develop problem-solving skills, to assist employees to work more effectively with other staff members, service users and families (Latest Quality, 2017).
	Furthermore, Dizon, (2020), says that there are different solutions to solve a problem.

Try to remain calm. It will assist to recognize the problem, and then proceed to find the solution to the problem.

Find the ways that can help to define the problem and assist dig out the root of the problem.

Look for clear, easy and productive solutions to the problem.

Come up with many solutions as possible. Being a creative thinker can motivate effective solutions.

Change the approach and try using a fresh and unique approach which often brings a fresh solution.

Avoid using unresponsive language but use languages that brings possibility (Dizon, 2020).



	Website, workplace and university.
	3Months

	According to, Skillsyouneed (2020), Interpersonal skills are the skills that is utilised daily when interacting with an individual and a group of people.

This include different types of skills such as listening and effective verbal communication.

This also include the capabilities to manage and control one’s emotions.

People with strong interpersonal skills will be able to work effectively with other people such as colleagues, service users, families and friends. The skills enable people to have good relationships at work and at home. 

In addition, Reddy (2016), implies that interpersonal skills are the method which involves interaction with people within the workplace therefore, any individual that wishes to grow and do well should try to improve interpersonal skills.
	In addition, Phillpott (2019), says that good communication is the key to any successful organisation, therefore, interpersonal skills is needed to be an effective communication.

This skill is needed for the start of relationships between a person and colleagues in the workplace and in turn bring about interchange of information, ideas and skills.

It helps the workplace to be active.

Most workplace need to keep an open and positive feedback policy.

Associating with managers and colleagues, there will be chance to more interesting opportunities in the workplace for instance if the employer or manager are impressed about ones work, this will give an individual a good reference or get one up to a higher position with responsibities that can help one’s personal professional development.

Good interpersonal skills will enable colleagues, other staff members and manager recognise an individual as an approachable person and therefore, staff members are more comfortable to discussing with that person and can seek advice and help.

It will also assist to discover that people are easier to work and engage with and therefore this will help increase productivity in the workplace.

Good interpersonal skills display individual interest in the comfort of colleagues and service users, and this will allow someone to gain the confidence of this people.

It assists to make good decisions and judgement about work related problems.

It enables service users to know that staff are mindful of their needs and ready to find solutions to their issues.

It helps build trust and transparency between employers and employee.

Interpersonal skills bring about meaningful personal relationship in the workplace and it is important to keep these relationships within the professional context.

It makes staff an efficient leader.

Finally, interpersonal skills encourage kindness and compassion (Phillpott, 2019).















	There are different ways to improve interpersonal skills in the workplace Reddy (2016),

In most workplace, the professional language to communicate is formal English. Individual must try to be good in this language, to interact with other people and this will enable the person to be mindful of regular mistake one makes while communicating.

Try to work on body language because it has an impact. Correct posture will help reveal confidence and facial expression. A smile will tell if one is friendly.

Always look up to the manager or the registered nurse as a role model who are in high position because of their good communication and interpersonal skills.

Try to change attitude and look at the positive side of things. To put forward positive thought in the mind to avoid stress and boost confidence.

To get close with colleagues and other staff members, should normally include fun language as jokes, and this will allow one to partake in workplace discussion.

Need to have the act of public speaking in the development of career to prevent obstacle in progression.

Take charge of situation to enable the development of good working relationship within the workplace and professionals should be prepared to use initiative to help improve the work situation and speak the right thing at the right time. Think before speaking to make good impression on colleagues.

Sharing point of view, things and notion with work colleagues will help strengthen professional relationship. This enable staff to find solution to situations.

Reading regularly helps to attain knowledge on different subjects that is to be talked about in the workplace, knowing the subject will enable staff to speak about it.

Finally, possessing interpersonal skills in the workplace allow staff to grow to be a great team player and a leader who have the capabilities to interact and understands the strengths and weaknesses of other staff members (Reddy,2016).











	Website, workplace and university.
	3 months.
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