


Task 1 - Reflection
1. Description
My studies at higher education have proven very efficient for my personal and professional development. Through the assessments and various tasks completed, I have developed a number of skills. Those skills are timekeeping, resilience, and managing anxiety. These skills are all transferable skills that will aid me in future employment or studies. I have also been able to spot missing skills and or where I should improve my skills further. By continuing my studies at higher education I aim to continue focusing on developing my abilities; those being physical organisation, effective communication, and decision-making.
2. Feelings
Throughout my experience in higher education, I have felt very accomplished and proud. This is due to managing to complete the tasks required of me and furthering my studies. Duhigg (2012) argues that when one performs a task, the brain will receive a shot of dopamine which causes a habit loop. This is applicable here because when I complete a task, my brain forms a habit loop and I wish to do better in the future. The need to improve comes from this habit loop. I mostly feel the need to improve my communication skills, especially between myself and my colleagues as I have not been effectively communicating with any of these parties. 
3. Evaluation 
When evaluating my skills, the skill that has been the most beneficial is learning how to manage my anxiety. This skill has been beneficial on a professional and personal level as it has helped me manage different aspects of my life. Vitasari et al. (2010) have discovered that anxiety is one of the most common obstacles in the classroom so learning how to manage my anxiety in order to overcome obstacles in my education is a highly beneficial thing. This will help me in future jobs, for instance when having to meet deadlines or carry out presentations. The other skills I have developed (timekeeping and resilience) are also transferable skills that will be useful in the future and in any setting. 
However, what was lacking in my performance and execution of my tasks was input from others or any constructive feedback. This is due to my lack of communication skills and not engaging with my colleagues and my teachers in a manner that could be beneficial. 
In terms of my timekeeping, whilst I have managed to develop this skill by using schedules, and timetables and keeping to my goals, I believe this skill can be further developed. One of the things I have struggled with was decision-making when trying to prioritise or decide on which pathways to take. It is, for this reason, I have decided to focus on my decision-making because I believe it will make my execution of tasks more efficient and improve my confidence.
4. Analysis
The transferable skills I have learned will be beneficial in future employment and studies. Learning to prove those skills in the future will make me more desirable for employers as it is widely known that transferable skills are a crucial factor that adds to employability (Nagele & Stalder, 2017).
Physical organisation is also crucial for my development. Having a clear workspace and a clear schedule to focus on the tasks at hand will help me focus and produce better results. Moreover, effective communication will be improved by developing communication with my teachers. Luz (2015) states that students benefit and are motivated when a safe and trustful environment is created by their teachers. Through communication and efficient decision-making, my confidence will also improve which will prove beneficial. 
5. Conclusion 
To conclude I need to focus on improving and developing my skills in order to become a desirable candidate for future employees. The recruitment process is focused on transferable skills, as well as integrating within the organisation (Nagele and Stalder, 2017). Higher education is the perfect opportunity to develop such skills, with the aid of teachers and other support tools.
6. Action plan
In order to develop my effective communication skills, one of my goals is to work efficiently within a team. Tuckman and Jensen (1977) have outlined six stages of team development: forming, storming, norming, performing, and adjourning. Taking part in team development and these six stages will boost my confidence and learn to effectively communicate.
Furthermore, I need to establish what resources and tools I need in order to develop my skills in an efficient manner, i.e. contact my teachers, find management tools, etc.
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Effective communication skills – this skill is essential in every aspect of one’s life and it is a highly beneficial skill to have. 
	In order to measure my communication skills, I will first analyse how well the teams I am in communicate and execute the tasks we have at hand. De Vries et al. (2006) have outlined through their studies that eagerness and willingness to share positively impact the way a team communicates and how well it does it, thus I will bring my best performance in order to ensure I have progressed.
	I will need the support of my teachers and my colleagues in order to improve my communication skills. 
The support of my peers will give me the confidence and the eagerness needed to improve my communication skills successfully. 
	Effective communication skills will help me in future employment as the ability of a graduate to communicate in an effective manner will affect career development (Bhattacharyya et al., 2009).
	The timeframe to achieve my goal will be a rolling one as communication can always be improved and one has to adapt to different types of communication according to those they are conversating with; therefore, my timeframe for achieving this goal is to improve each interaction I have with my peers and teachers.

	Physical organisation – this goal relates to achieving more organisation in my workspace in order to produce better results and to have a clear mind for clear focus. Bacharach (2022) states that having a cluttered environment can affect one’s feelings of depression or anxiety, thus resulting in poor performance.
	I aim to measure my progress in physical organisation by tracking the days when I work in a cluttered environment, and when I work in an organised environment. This will help differentiate when I am at my most productive and when I can focus the most. I aim to have more days where I work in a clear environment where I can focus rather than a cluttered one.
	The resources I will need for better physical organisation are a clear desk where I can successfully layout my learning materials and resources. Moreover, it will be beneficial to have a room full of light and to study at an optimal time (Swope, 2021). 

	My personal aspirations will benefit from improving my physical organization because I will be able to focus and execute my tasks in a more efficient manner. This will help me to decide which working environments work for me, and in future employment, I will be able to perform better in an environment that works for me.
	I wish to develop the skill of personal organisation within a month. I will need to develop the habit of cleaning out my working environment, as well as setting a prime time for carrying out my tasks, thus I will need a certain number of days to develop such habits (King, 2020).

	Decision making – this skill is important as it will help me prioritise my tasks and learn how to take risks when I am engaging in any tasks (Drucker, 2016)
	I plan to track my decision-making skills by tracking the risks and the tasks I have engaged in. I will measure the effectiveness of my decisions against the risks I have taken, and how those have benefitted me.
	In order to develop this skill, I will need to stick to a decision-making process. Troncone ( 2021) outlines different decision-making processes, such as: the voting or majority method, consensus method, Delphi method, MCDA method, and 5-finger voting. I will need to adapt each method depending on the situation I am in, i.e. either making a decision in a team meeting setting, a personal decision or a professional decision.
	Making efficient decisions will help me in my future plans as I will be able to decide on a career path, and how to proceed in work or study tasks. Moreover, being able to make effective decisions also improves confidence which will appease future employers.
	Learning how to make decisions is an ongoing skill that I aim to develop throughout my higher education. However, I aim to make better decisions with each task I perform.
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