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1. Reflective account of experience and learning to date

As shown within my Diary Log, over the past three months, I feel I have gained more knowledge and experience both in my professional and personal development. As stated in A. (Study.com, 2020), I have accepted the responsibilities of my learning and  my personal growth. From learning different topics from my colleagues, I have a better understanding of how the system works within the Company I work for. From being awarded various jobs, I feel I have gained more practice within equally completing work by certain deadlines. I have enjoyed my colleagues sharing different learning techniques on each training day, especially the legal side of Quantity Surveying. By learning from my mistakes when awarding a contractor a job without the correct procedures in place before hand, this has made me aware for the future. 

1.1  Learning new Technology within the Workplace and University

By being given new roles within the past three months has taught me how to use the main system within the office which is coins B. (COINS Global, 2020). There are two types of coins system which is used within the office, however, as a department we use the older system as it is yet to be updated. When given the roles for dealing with Cavity Barriers and a new Customer Care Retention Scheme, I was taught how to use the newest Coins system. This has confidently prepared me for the future for when our department does receive an upgrade. Within university, in particular the My UWTSD C. (Mytsd.uwtsd.ac.uk, 2020), Moodle D. (Moodle.uwtsd.ac.uk, 2020) and the UWTSD Library Website E. (UWTSD, 2020) have all been learning curves. The lecture we had with the librarian helped me gain an understanding on how to start looking for information for my assignments which were due in. I feel with Moodle and My UWTSD it was more self-taught the more I used the websites rather than being taught it on occasion. 


1.2  Coaching and Mentoring
The mentoring I have received since working at the company has been very helpful. My manager Matthew has worked with the company for 7 years and has a good understanding of the system and procedures. He has taught me how to prepare and organise tendering information to contractors and also has shown me the importance to have a good relationship for future business. His support on how to use the Coins system has made my work become a lot easier by finding information needed for each contractor. 
Since meeting with John, my NVQ assessor from CITB, the way he has explained on how the process will run within the first year of learning has very useful. He is in contact with me often and has also passed information onto me after he had attended a meeting in the University information me on future plans. Knowing he is my mentor has given me confidence that I can achieve this qualification.    

1.3  New responsibilities 
Since taking on more work within the last three months, it has informed me how to prioritise my work load. I am more aware with how quickly work can pile up if it is not constantly updated. By attending the meetings for these new responsibilities has provided me with a better understanding of not only what my role is, but also having an idea on who I can contact for certain aspects of the job. Knowing the importance of money, concentration is needed when handling information for the new Customer Care Retention Scheme and good communication with the accounts department, in order to keep track of any payments which might be made. Communication is key with the work relating to the Cavity Barriers as they are based in a separate Department which is located at a different area of the building. Meeting deadlines every Friday morning teaches me the importance of completing a job on time, by using time management skills. When needed, my priority lies with the Quantity Surveyors as the more I learn new responsibilities delegated from them, it will help me within my progression for this course. 



2. University Lectures
Since starting university on the 1st October 2019, I have been trained on various topics. Firstly, going back to my very first day, the students and I were taught the importance of attendance during the duration of study for the course. This was brought to our attention in order for us now to miss vital information which we would need to use for any future exams or assignments. Not only did the lectures at the University provide us with information, the advice we received from others outside the university, such as previous students or a person from a certain business, has given me awareness on what help there is outside of the campus. This has helped me become a member of the CIOB F. (CIOB, 2020), which could help with experience for my future. 
The lecture’s that have taught me how to prepare and write an assignment have also come in very useful as I have been out of education for such a long time. The idea of researching, studying and planning assignments beforehand has made putting the information together more straightforward. The note taking during lectures has also helped along the way, by linking up the information on Moodle. 

3. Self-Development 
Going forward, I hope to pass my first year of the Quantity Surveying course and to have more Trainee Quantity Surveying responsibilities within my workplace. 
At this time, I would say my current weakness is confidence regarding my University work. I prepare the work in accordance to the deadline dates but I feel when trying to explain a certain topic to a question, I can easily turn the answer into something which doesn’t relate to the question. This weakness can only be rectified with feedback from my lecturer and hopefully will progress in time. 
My strengths are organisational skills and working as part of a team. As my current role is an administrator, I am lucky to have good organisation and planning ahead comes as second nature to me. This helps when organising for assignments or exams that are due around the same time. I can work on my own, but also work well as part of a team. I am willing to help anyone who asks and always ask the Quantity Surveyors for work if I can see they have a lot to do. 
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