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Introduction:

The purpose of this report is to explain how the learning in this module has helped me to develop my academic and employability skills. I will also try to reflect on the gaps I have in my skills and what I need to do in order to improve on these skills. 

In the first term, I learnt that there are many types of skills required in a working environment. 

Basic Skills: This includes reading, writing, maths, speaking and listening.
					
Thinking Skills: This includes creative thinking, problem solving, decision making and visualisation.

People Skills: This includes social, negotiation, leadership, teamwork, and cultural diversity.

Personal Qualities: This includes self esteem, self management and responsibility.
					














Description

I chose to do my assignment on teamwork, communication and leadership skills in the workplace.  I chose these topics as I wanted to discover my strengths and weaknesses in these skills. As I have returned to studying after 20 years, I was quite nervous as to whether I would be able to successfully complete this assignment. 

My first initial thoughts were how would I write 2000 words? In school and college, there were no such thing as a word count or word limit, so this was a first for me, as I have never done an assignment like this before. It was quite daunting and I was extremely frightened, so much to the point where I was wondering if I should give up now or not.

I felt nervous because I thought maybe I was out of my depth here. This was because university essays and assignments were a big leap compared to the projects I did in the past. At school, teachers were there to guide us through every step of our coursework whereas at university, it was mostly to do with independent study. 

Although what we didn’t have 20 years ago when I was studying, that we have now is the Internet. In those days, I remember all research had to be done with books that we borrowed from the library. Now, at the touch of a button, countless pages of information can be found on pretty much any subject in an instance.

Fortunately, we are able to do research online on any topic and get ideas and suggestions for many of our tasks that we had to complete. Personally, this has made studying easier for me, especially for adults like myself that are returning to studying after two decades.

Most people learn best from past experiences. However, if we do not consciously think about the experience and about how we could do better next time, it is difficult to learn anything at all. This is where a reflective cycle can be useful. It can help in many different ways so we can understand what we did well and what we can improve on in the future. 

Professor Graham Gibbs published his Reflective Cycle in his book, “Learning by doing” 1988. (Mindtools.com, 2019). Professor Graham Gibbs cycle has six different stages.

Introduction - When and where the situation took place.
Feelings - Thoughts and feelings during the situation.
Evaluation - Look at the positives and negatives of the situation.
Analysis - What sense can be made of the situation?
Conclusion - What else could have been done?
Action plan - If it arose again, what would you do?


I chose teamwork, communication and leadership. The reason for this was because I knew I was confident to work in a team and as we would have some assignments to do in teams during this year, I hoped it would help me to do better and to enhance my skills. 

Teamwork consists of many different concepts, but communication is undoubtedly one of the most important skills to be effective in. Communicating in our own comfort zone and environment is challenging enough, but it increases many fold in different cultures. In this day and age, globalization is unavoidable, so communicating in the face of cultural diversity is more important than ever before. 

In our class at university, we have people from Romania, Bangladesh, Pakistan, India, Ghana, and various other countries too. This is a very diverse group of people in one setting. In the past, I have never worked with many people with different cultures and background, so adapting to them is a new experience for me. 




Finally, I chose leadership, as I know that this is my main weakness, so I need to develop my confidence in order to do this. During the hurdle of completing our assignment, I tackled this obstacle and discovered that I did manage to lead my group members, as I became the non-elected leader of the team.

I have never thought of myself as a leader because I am quite a submissive person, I tend to conform to the will of others overriding my own thoughts, as secondary to the opinions of others. I have discovered in myself a newfound confidence when it comes to leadership in groups. 

I realised that I am good at helping others, so I communicated my ideas to the group, but I also balanced their ideas and we all came to a mutual agreement that we were all happy with. In the past, I would always step back when the issue of leading a team arose, but now I would consider the position in the future because I now believe that I can lead a team successfully.

This has been a great achievement on my part and I am very proud of myself because I know how nervous I used to be when working in groups. Now I have a valuable asset that allows me to take control of a team and a situation and navigate us to a successful project. This is an ability that can be required in any employment environment.

The definition of a leader is to motivate a group of people towards a common goal, leading the way for the team members, but also be compassionate to the needs of the whole team and act in everyone’s best interests. (What makes a good leader, 2011).

I am very indecisive and often get nervous when I am required to make a decision. Even something as simple as deciding what to eat in a restaurant is difficult for me and even after making a choice, I worry whether I made the right decision or not.



If a path is clear, then I simply make the decision that I think is wise under the circumstances, but where there is a choice, I tend to falter. 
As an example, I need to have a major surgery for health reasons, which comes with certain risks as all major surgeries do. 

Normally, I would avoid surgery at any cost but in this situation, I have accepted that if I don’t have the surgery, my quality of life will be greatly hindered, so I compared the risks with the benefits and decided the positive changes to my health will hopefully outweigh the risks. I am learning that a positive outlook is required in all aspects of life, as well as a ‘I can do it’ attitude.

I have myself come forward and asked questions, done my own research regarding the different operations and consulted with the GP and surgeon, so that I know what options are available to me, rather than doing exactly what my GP directs. I have learnt that different doctors have different opinions on my case, so I decided that I needed to lead my own medical needs and make my own decision, according to my own judgement. 


Leadership is not just vital in the workplace but in all aspects of life. If you are passive, then others will make decisions for you, which may not be in your best interests. This could be at work, at home and in any relationships of all kinds. 

I use leadership at home with my children, making decisions for them on a daily basis but faltering when it comes to myself. Now I have the confidence to lead my home, my medical care and a team at university, if necessary.








Skills gaps:

My basic skills are very good, I think I can confidently claim to speak, read and write fluently.  My social skills are also good, I can negotiate well and work in teams of all types of cultural diversity.
I would like to improve on my creative thinking skills and decision making skills as I find I am not so confident when doing either of these. I’ve always assumed I lack  creativity but attending university has given me the scope to better myself and now I am optimistic that I will improve on these skills. 



Conclusion:

To summarise, I have realised what my strengths and weaknesses are and I understand what I need to do in order to improve my weaknesses as well as maintaining my skills and strength.

As mentioned above, my main worry was the fact that I had to come back to university to study after two decades and to an environment where it was completely different and out of my comfort zone, as university was different 20 years ago. However, having said this, my current thoughts and feeling is that I have made a steady start to this semester and I feel more settled now than I was at the start of the academic term.

I have learnt a number of new things along the way which I have never done before, such as Harvard referencing. I never knew what this was before and I felt that referencing in the Harvard style was difficult to do at the beginning, but I have managed to grasp the concept of it and I believe I can do references with ease now. 

This is an example of how I turned one of my weaknesses, which was referencing, to one of my strong points, as I realised how vital it is to include the references in my assignments. I also understand now that university is mainly to do with independent study and this needs to be done in order to achieve a good grade.

My thoughts at this current moment in time is that I believe university is easier now than it was 20 years ago. The main reason for this was because the assignments I had to complete back then, we could only use books as resources and they were not easy to find either. Now students such as myself, have the Internet available to help complete our assignments and I feel like it has come to the point where it is virtually impossible to complete most assignment tasks without using the internet. 

I completed this self-reflective essay by using the Gibbs Reflective Cycle and from his model, I used different kind of skills from the model, including teamwork and leadership. This was because I felt that team work is one of the main aspects in order to become successful when working in a group with others. 

I realise that university is filled with more people now with different cultures and the group is very diverse. My feeling is that I prefer it to be this way than how it was 20 years ago, as I prefer the group to be more diverse when completing my assignments.

Leadership was another weakness of mine, as I never lead a group before and my confidence was really low at the time. However, as time went on, I became more confident and I felt that I showed good leadership qualities when leading the rest of the group members.

To conclude, I believe that I have come a very long way since the start of the term and I have made huge improvement already and I know I can improve even more as time goes on. I have learnt a number of new skills along the way and my thoughts and feelings are that I can complete the assignments now, whereas in the past, I really thought about giving up, but now I believe that I can achieve my university aim which is to complete the three years and get my degree in business management.
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