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Skills that have been learnt and developed
· Time management and Organisation
During the first stages of this work project I have developed my time management skills through helping organise different meetings with relevant people at suitable times, for example I organised what time we would meet with Abbey business interiors- the potential interior designers for the refurbishment work in accordance with when the relevant directors and head of accounts were able to meet. Furthermore, I was tasked with organising the relevant paperwork about measurements and requirements to meet the demands of the council and have them ready by when the meeting took place which enhanced my time management and organisational skills. I have been able to use these skills in many different ways such as completing university work on time and also organising other stages of work during this project. On reflection, I would say that organising an important meeting and having everything prepared for the meeting successfully was the highlight of the project so far as I felt valued in the company and It gave me confidence I could do it again in my professional career. This was also pleasing as I had set out to improve my organisational skills when writing my learning contract.
· Communication
Although I would’ve said that I already had strong communication skills, on reflection I think that I have been able to develop them in a more professional manner through this project which is something I set out to do in my objectives. I have sat in meetings and had professional discussions with potential sub-contractors and work colleagues which has enabled me to use my communication skills and use them in a more professional manner and in a way which is accepted in industry. I have been able to use these skills by having professional discussion with lecturers and colleagues in university and these skills will be particularly useful when talking to future employers. 
· Gained awareness of relevant documents
Through the first part of my work-based project I have had access to and been able to see various crucial documents such as contracts, plans and tender documents. I have learnt the procedures for ensuring the contracts are correctly chosen and drawn up correctly and I have been able analyse different tender documents and learn how to use them when planning and carrying out work which also meant I was able to learn new and develop my analytical skills.
The most/least challenging part of the project
On reflection I would say the most challenging part of the project was getting up to speed with how quickly the process of selecting sub-contractors and the whole refurbishment works in general as the project needs to be completed as quickly as possible to meet the requirements of the council who run the conjoining theatre and to be open for business.
[bookmark: _GoBack]I would say the least challenging part of this project was developing my communication skills into a more professional manner as I already had strong confidence in these skills, so I found adapting them into a more professional and formal manner wasn’t particularly challenging.






