	
	
	





Applied Leadership and Management in the Workplace
 Module Assignment Submission 


	Student Name:
	 Katie Stokes

	Student Number:
	 2237488

	Module No:
	BMSK4009

	Module Title:
	Continuous Professional Development


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.


 



Table of contents
Introduction                                                                                                                                                       3
Studying in Higher Education                                                                                                                          4
Mind map                                                                                                                                                           6
Personal Development Plan                                                                                                                            7
Conclusion                                                                                                                                                          9
References										            10
Appendix A-                                                                                                                                                      11










 
 
 


 








Introduction
 In this assignment I will discuss various aspects of Higher Education and how each one has a vital role, to ensuring you get the best out of studying at a higher level. There are many aspects that need to be considered when going to or back to higher education. These include Family and work commitments. Time management, reading, writing, referencing, plagiarism and evaluating the sources you use to back up your assignments. It is important that you look at all aspects before entering higher education, to ensure you get the most out of the experience, and your emotional and mental health will not be affected by the extra workload.























 
[bookmark: _Toc1672017747] Studying in Higher Education
Once you have decided to go and study at higher level, you must ensure you have a fully adaptable work life balance. This is to ensure that your studies do not affect your family and work commitments. If you have too much of a study workload, things in your personal life will start to be affected and this could cause a snowball effect of problems occurring. As stated by Coursera (2023) “Achieving a healthy work-life balance, therefore, can not only potentially reduce stress and improve emotional states but also increase overall productivity.”
 When given your assignments, time management is important. It allows you to organise your workload and your personal life. Giving yourself targets/goals to complete will allow you to complete daily/weekly tasks, whilst not affecting your home life or work. 
Whilst studying at a higher level, your given assignments and lot of it entails own research and study time. You need to find credible sources to back up your research. These references need to come from a credible source, to ensure that data used in your assignments have valid research behind them to back up any points you have referred to. Using references from various sources, who have all used the same main source for their research gives you great indication that the source is valid and trustworthy. When referencing, you must ensure you use the APA v7 as it is standardised across all levels of higher education, it also ensures you do not plagiarise someone else's work. It is important when doing assignments that you read text from multiple sources, this allows you to gather a large data range, that offers different insights into the same topic. It gives your assignment body over the subject you are studying. 

[bookmark: _Int_RGIiLr5T]Once you have completed and submitted your assignment, reflect on the work you have done. Write down what you found easy and what areas you struggled with. This will help with your reflection, when you went you get your feedback back from your Tutor. Once you have reflected on your assignment, give yourself extra time to read up on the areas you felt you struggled, this will allow you to increase knowledge and understanding of the topic. It will also benefit you going forward, as subject topics can overlap. Jones (2014) “The Fook and Gardner approach to critical reflection encourages deconstruction and analysis of a personal or professional experience to understand the different assumptions, relationships and influences embedded within it and how it affects our practice. As new understandings emerge, the individual is able to reconstruct this incident and develop new techniques to deal with a similar incident in the future.
 Self-reflection is also important, especially after every assignment, as it allows you to break down and analyse how you managed your time, how you researched the topic and whether going forward you could better utilise your time. 
[bookmark: _Int_xIBmNZr0]This approach as stated by Jones (2014) “is based on reflective practice, reflexivity, postmodernism and critical social theory, and is designed to help professionals learn about their practice.” The deeper you analysis your work, in the reflection, the greater the outcomes on your next project/ assignment.


When researching it is important to gather as much information as possible, the more knowledge you have about your subject your researching, the easier it will be to complete tasks and assignments. Enciso et al (2017) stated “The concept of critical thinking has been approached by different academicians through history. However, they may differ, they all have in common features such as intellectual discipline, integrity, freedom, citizenship, creativity, and empathy. Therefore, critical thinking development must be inherent in education as societies need citizens who facilitate their progress.” Critical knowledge is important because it allows you as a student to problem effectively. For example, if you have an issue with I.T. You follow the process of talking to different people, so that you end up with the right person to help you fix your problem. Critical thinking allows you to risk assess different situation, to ensure that you do not make a mistake that could potentially ended your higher education journey. For example, not handing assignments in on time, missing lessons. Critical thinking allows you to process and analyse data effectively. Ensuring you correctly move data where it needs to go for your assignments will massively help and improve your time management and productivity when learning. Critical knowledge is important in all areas of life “No matter where you’re at in your career, you need critical thinking skills to complete your everyday tasks effectively” Deakin University (2019). and this is the same for studying at a higher level.

When it comes to writing assignments, it is important you follow the format given to you. That you explain and back up everything you write with a reference or quote. This shows that you have researched your ideas and have found evidence that back your ideas and viewpoints. 

[bookmark: _Int_cE50eF3i]When completing tasks and assignments talking to classmates and working on different areas in a group setting can help promote different views and ideas. These ideas can come from how another student was brought up, their culture and religion, and their past education. These different viewpoints can help broaden your own knowledge, mindset and skillset and allow you to research different areas, that you may not have previously considered, to get a different perspective on the task/project or assignment you are completing.

It is important throughout your time in higher education that you also allow time to focus on you. You need to allow time away from the pressures of assignments, family life and work. It is important to do this as too much pressure and stress can cause you to have a mental and physical breakdown. Taking regular breaks, going for a walk, or spending time socialising will help increase your mental well-being. As stated by University of the People (2023) “it’s a good idea to make your own mental health a priority. Not only will this set a foundation for you for the rest of your life, but the experiences you have during college are once in a lifetime. So, you will want to make the most of it while being able to deal with whatever life throws your way.” 




 
 


 
 
 
 

  Mind map
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Personal Development Plan

Personal Development Plan for Learning


	Objectives


What do I want to be able to do or do better? 


	Success Criteria


How will I recognize success?
How will I review?
	Action


What methods will I use to achieve my learning objectives?
	Implementation


How will I practise and apply what I learn?

	Time Management 
	Ensuring work, I want completed are done on time


After each assignment
	bullet point work that needs doing and give it a time limit. 
Log once completed.



	Give a time limit


Ensure I utilise time effectively 

	Research 
	Enough researched gathered for the assignments being done


After each assignment 
	Use different sources, online, library, podcasts etc…
	Find websites and books that have been published by a reliable source.

	Proofreading
	Get a family member or friend to read over my work.


Use online tools to ensure all grammar, punctuations are correct.


After each assignment
	Ensure all grammar, punctuation is correct. That sentences make sense. 
	Send copies to family and friends to read over the work I've written.

	Reliable references 
	Locate where the source comes from, and what evidence is used to back it up.


Whilst researching references.
	Reliable websites and resources.
	Check where the source has come from.


Does it have any evidence to back up what's being said?


Are other studies using the same information? 

	Work/ life balance 
	That everyone is happy and that tasks are completed without any extra stress. 


After every assignment
	Following my time management plan
	Ensure I focus on work and family at the right time, so they don't overlap with each other.

	Increase knowledge about certain areas of the course where lacking. 
	That the work I've researched has made real connections within the assignments I do.
After every assignment.



	Reading different books and texts on the topics I will be studying.
	Read different texts which contain the information I need and apply it to my work.

	Presentation Skills
	The feedback received one assignment is completed.


After every assignment.
	Practices it aloud a few times before filming and editing. 
	In the mirror or in front of family and friends to help build my confidence.







 Conclusion
In conclusion, it is important that you think about all aspects of life when applying for and starting your journey in higher education. It is important that you manage your time positively, towards studying, working, your home life and your own mental and physical health. Ensure you surround yourself by people who will support you and enrich your journey in education. Sleep and eat well as well as staying active as these will all promote good health and attitude towards work. Ensure you reflect, process, and learn, as well as enjoying the journey of higher education. 
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