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Executive Summary


This Reflective Report has been in response to a request by the University of Wales Trinity Saint David, to acknowledge my understanding of the skills required for my own personal professional career development; to demonstrate an understanding and identifying each of the skills required for my future goals; and learning how to improve on these necessary skills. Learning how to research each of these skills in and understanding why each one plays a key role in my personal employment journey. Practicing a new way of organising tasks to insure productivity.  Acknowledging the effectiveness of SWOT goals for progression of various skills; identifying resources, restrictions and opportunities to be able to move forward with my current and future business plan. 






1. Terms of Reference

This Reflective Report has been requested by The University of Wales Trinity Saint David. for Professional Career Development in the Workplace. This reflection will revisit the topics I have discussed in class, relating to skills for the workplace; self-awareness, timekeeping, recognising personal strengths and weaknesses, and how to effectively use critical thinking.
We discuss why each of the skills for my own Professional Career Development are important, how I might improve on these newly discovered skills, improving existing skills as they are recognised. Skills such as Time Keeping for effective productivity, the importance of Timekeeping and Organisational skills. Looking for Strengths and Weaknesses in my personal development plan and assessing the changes that need to be made in the process of building my business plan as a Professional Dog Groomer.


2. Procedure

To be able to demonstrate what I have learned over the first term of Professional Career Development I have compiled a Reflective Report including acknowledgement of the skills I have recognised to be important for progression of my recent position of work as a Business Manager.
How Communication has become a key element in dealing with Customers and why the important of emotional intelligence is a part of effective communication. Why discovering the effects of good time management have had a positive effect on the success of running staff and customer requirements.


3. Introduction


Professional Career Development can be effective for the enhancement of various skills for the workplace. Being able to identify our own strengths and weaknesses so that we can progress in our chosen vocation. Recognising Opportunities for change and progression of skills such as Time Management, to effectively be able to organise our lives and work. Discussing how and why critical thinking can be an effective took for Professional Career Development and looking at the kinds of jobs that require us to use a range of various Skills, from dependency on technology, to soft skills inhabiting emotional intelligence.
When I began this course in January 2020, I had every intention of changing occupation from Hospitality to become a full time Professional Dog Groomer. I began this assignment with that in mind. During the first few months of the course, there were Government restrictions in place causing us to study from home. Restrictions have made it impossible for jobs that involve any contact to be allowed to take place. 
My Partner was due to open his own business in March 2020, and due to me having free time due to restrictions I was able to focus time on helping him develop the business. This has over time become my full-time job. Together we have watched our business grown and lightened the burden for one another. It is now September 2020 and restrictions have still not entirely been lifted and we are about to begin our second term of study, from home.
It has been difficult to apply this Reflective Report to Professional Dog Grooming when it has become impossible since restrictions to have any practical training or experience.
I have focused on what has now become my full time job as Manager of our small business. 
Since starting my role as Business Manager in May 2020, the tasks I have taken on daily and the skills required to fulfil them have been ever growing, demanding and rewarding. 
Our business is a family run food catering van. Love Munch Kitchen provides Burgers, Street Food and a choice of American Candy and Desserts. The menu was hand crafted by my partner Kristian, who has worked in the trade since 2003 and has a great love of food. Along with my experience in hospitality and my love of festivals, we have combined our efforts to begin our new venture.
We were originally set to open in March 2020, but because of Government restrictions due to Covid-19 we were forced to wait until May 2020. Our original intentions with the food van were to be out on the road, but again because of the restrictions we had to rely heavily on deliveries to our local area.
In the First 4 months we have watched our business grow and have required to take on extra staff every month to cover demand for deliveries.
Our menu consists of hand-crafted meat patties that make up our unique LMK Burgers, plus delicious Street Food, including Crispy Beef or Battered Shrimp, all served on fresh salad. The menu has been beautifully constructed by my partner Kristian.
Our business has required us to learn how to construct our own website and learn how to work online through websites such as Foodhub.co.uk
In order to construct a website for Love Munch Kitchen I used a training programme from www.wix.com that teaches us how to build our own website for businesses, specifically Fast Food industry. 
[image: A blue car

Description automatically generated]
We have designed our own Logos for our business.



4 Findings

During the first 6 weeks of Professional Career development we have covered topics to improve our skills; and awareness of these skills, in the workplace. We have looked at SWOT Goals and determined strengths and weaknesses of our own during class discussions. One of the skills I feel I need to work on is Communication. Strengths and weakness were addressed, and I have Personally outlined my goals for the future as a result.
Since starting our business, I have taken on the main role of customer service manager and frequently communicate with out customers through Facebook and Instagram. This has now given me the confidence to add Communication as a Skill to my CV and personal skills.
One of the first topics we covered at the beginning of Professional Career Development was Timekeeping. We learned how if we keep a record of our tasks and organise them in order of most important, we can organise our time more efficiently, sticking to a set routine or timetable. This has helped me a lot during the first few weeks of study, as well as in day to day life. 
During Class we structured and organised a timetable to be able to fit in work, study and everyday life expectations. Sticking to this timetable has proven effective, as I started working from home shortly after the beginning of studying, a workload that I am not used to as well as the pressure of keeping up with assignments has proven to be a challenge, but it has been made easier by the effective use of Timekeeping. 
Love Munch Kitchen is run on a very limited schedule. We are now known to become so busy on particular days that our orders become full. Our time management is key. Our allocation of drivers is also very important for ensuring delivery times are met. I am now responsible for all of the time keeping outside of the kitchen, to ensure a smooth running of service.
One video that made me more consciously aware of my Time keeping was ‘Inside the mind of a Master Procrastinator’ a video provided by Ted Talks on Procrastination, by Tim Urban, who discusses the minds of people who get things done immediately and those that will put off the most important tasks until last minute. This has helped me realise that putting things off isn’t a productive way of time management. Tasks need to be prioritised and delegated accordingly in the work place as well as daily tasks at home.
During the first term we have also identified different types of employability skills and researched why they are important and how they have changed over time. We discussed these skills as a class and collectively agreed that Communication is one of the most important employability skills. Without Communication skills it would be difficult in most jobs to understand the needs of colleagues and customers. We discussed as a group what our personal goals were and what Employability skills, we think we need to improve. I feel that my communication skills are very good, except when face to face. I am most comfortable speaking to someone that I do not know over the telephone of electronic device that I am sitting opposite them. I do not have the same ability to portray what it is I want to say verbally in person as I do otherwise. During  the beginning of Government Restriction and the first term of our course it has been difficult to improve on this, as we have been encouraged to actively social distance from friends and family; additionally, businesses have been closed, and most communications are being completed online or over the phone. 
Since the business has opened and I have taken on all of these new responsibilities, I have had the chance to improve on my communication skills in the workplace, by answering customer queries and complaints, responding to questions about our menu and potential future events. I have learned how to develop a website for our business www.lovemunchkitchen.com where customers can find our full menu, gallery and an easy way to order online. In addition to the website, I manage our Facebook and Instagram accounts and replenish the photo feed on a daily basis, with photographs I have personally taken for advertising.
We have learned that Emotional Intelligence is the ability to be in touch with the emotions and needs of others as well as our own, handling situations carefully and compassionately, as well as professionally. People with Emotional Intelligence commonly share characteristics such as Self Awareness and Self-Regulation, fully in control of their emotions in every situation. Someone with Emotional Intelligence will stop and think through what they are being asked/told and react in a relaxed and corresponding way. Empathy is one of the main aspects of Emotional Intelligence, because without Empathy we cannot be in touch with the desires and feelings of others that are in need. 
Emotional Intelligence is a compulsory requirement in many fields of work, such as Health and Social Care and Teaching.  Social Skills are a required element of Employability Skills because Communication is a key skill in many lines of work. If an Employee does not have good Communication skills, they would struggle in lots of jobs such as Business and Hospitality, because we need to able to identify the needs of the customer and communicate effectively to solve queries and problems.
Emotional Intelligence is a key factor when dealing with direct customer complaints and enquiries face to face or online. Each customer has a different need or temperament that needs to be recognized. Managing the company Social Media pages and communicating with our customers has given me good practical experience with Emotional intelligence.
The last four months has given me good experience with how to deal with different kinds of Customers and how to recognize the needs of individuals.
Timekeeping has become easier for me as my days are now being filled with more and more tasks, it is being put into practice. I think I found it hard in the first two weeks of study to practically design a timekeeping sheet because I did now know exactly what my roles were going to be at the beginning. Originally wanting to focus on Professional Dog Grooming but it being more sensible to be putting the time in to something that was productive and possible during Government Restrictions.
We have learned about the importance of SMART goals and SWOT analysis, recognising our own Assets, Limitations, Opportunities and Risks. I feel that my strengths for my chosen vocation are emotional intelligence and resilience because I know I have the appropriate EQ for Dog Care and understanding and the patience that comes with the very distinct characters we see in different dogs. My weakness has been personally recognised as; needing to improve on Time keeping. In the past few weeks this has been improved by use of developing a weekly time sheet to organise my tasks and having the routine of a daily job.  This business has been my opportunity to practice skills such as Time Keeping and Communication, but we are still unable to open fully to the public without precautions and so far this has been the main vulnerability when it comes to improving skills for Professional Career Development.
Learning Style Questionnaires completed during lectures have suggested results that show I have an introvert personality. I do recognise that I am more comfortable Communicating through technology than I am face to face. One of the other things I did score low for was Timekeeping, but since this has been addressed and covered as a topic for Professional Career Development, I have actively kept a weekly planner to ensure I am able to manage all of the new tasks that are ahead of me.
All of the skills I have become aware of in the first few weeks at The University of Wales Trinity Saint David for Professional Work Development will help with the planning and structure of starting my Business as a Professional Dog Groomer. But unexpectedly have helped me to personally progress in knowledge, skills and confidence in order to have been able to fulfil my position as business and front of house manager for our Business. Love Munch Kitchen continues to provide skills and opportunities for me to progress with my employment journey. But realistically I could happily stay in this role for the foreseeable future. 



4. Conclusion.

There is evidence that we can improve on our skills for professional career development by firstly recognising the skills required, starting to develop a method of improving these skills and working on the skills that already exist. It is not easy to improve on Communication Skills when we are in Self Isolation, but there are many methods of communication via technology that can continue to help us enhance these skills. 
I have used my awareness of Time Keeping development to structure my day to day work life tasks as the days have persistently become busier.  I have understood and acknowledged my strengths 
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