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Introduction
Within this report the aim is to prepare for the impending placement at Field 2 Fork cutting services, (Field 2 Fork cutting services, 2025). Set up in 2023 as a limited company with one employee this year will be the first year that books must be uploaded onto Companies' House, (Gov,2025). In preparation for this role this report will cover goals and objectives for the placement and any personal goals that I wish to achieve. Through the interview process discussions on the role within the placement, any potential risks and what resources are going to be required will be discussed. Finally, to review the placement process and maintain organisations throughout the process I will use a Ghant chart and measure the success of the placements with a skills audit before and after while using a relevant theory to measure the success of placement. 

Goals and objectives for placement
While on placement with Field 2 Fork cutting services my role will include a combination of general administration work, including conversations with potential customers over services provided and booking in services through the square app. Throughout my placement my responsibilities will include researching a service that will provide an easier option to record sales and invoice for the future, using the selected service I will input sales and invoices for the last eighteen months and upload onto HMRC companies house. 

Personal Goals
Throughout my work experience my aim is to develop my skills I already have obtained through the course as well as previous experiences. Financing was a unit that was covered last year, however implementing this knowledge into a real life scenario would be benifical for development. Specifically my objectives would aim to cover budget management over the bussiness applying my knowledge to managing the financial accounts to apply all data to create a finalical analysis report for end of financial report. 

Communication is a key strength of mine and I believe I’m very capable in this area. By using these skills daily, I can continue to grow my skill set. By using this skill within a new environment will bring challenges as it is an environment that I have never been part of, also working from home maintaining communication with my peers and student faculty will play a great role. 

Role within the placement
The main tasks will be in my placement will be entering sales data into a platform ready for companies' house. Working every Monday and Thursday to cover ninety hours of work experience at the end of March aim to set out a budgeting plan and a monthly payroll. All calls will be directed to myself booking work and explaining services on an already set up diary on Square. 
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Using a Ghant chart to organise time is key tool to improving productivity, (Wilson, J.M., 2003), with this in mind a visual tool is beneficial to myself as it sets out completion dates of assignments. As a reminder to myself of individual tasks required to complete by certain dates is beneficial.   
Potential Risks
Potential risks that have been identified could be that throughout my work placement that the world overload, balancing duties within my role with academic and personal responsibilities could lead to stress and a mental overload. Working at home has benefits however being self-motivated will be critical to completing tasks set out.  Throughout my placement I will be working from home which could lead to isolation with little inclusion or any social dynamics. Consideration must be taken must also been aspects of sensitive information in accordance with GDPR, (GOV, 2025). 
Resources Required
Throughout my work experience I will need access to the internet and a laptop these will be provided by myself as I will work from home. Access to the business bank accounts would be needed along with access to Square and Companies House. My mobile phone will be used to transfer incoming calls to myself to take bookings. 

Measuring Success of Placement
To measure the success of my placement a comprehensive skill audit previous from starting the placement and one once placement is complete would show if areas which needed improvement where met. An end of placement rflection interview with the placement provider would also give the perspective and opinions on whether the objectives set out in the interview were met.

[bookmark: _Int_ONVz9r0n]Academically using a reflection theory for an analysis, the experience would be a tool that I could use. While researching a theorist and the benefits an article suggests to that there are six perspectives for reflection, (Faller,P, et al, 2020), each to create a specific outcome. I believe the most benificial for myself would be a situative perspective such as Kolb’s reflection cycle theory which looks at learning through experience. Looking at a different theory such as Gibbs model of reflection would also be beneficial as it looks at individual situations where feelings contribute to the outcome and how to take an experience and make it into a healthy situation or workplace, (Sherwood, D,. Et al, 2024).
Conclusion
Preparation for the upcoming placement at Field 2 Fork cutting services this report has set clear goals and objectives from the placement along with goal I have identified skills that I wish to enhance my skills and knowledge. The risks that have been identified through research and own knowledge while through Induction and as time goes on, I will clarify any issues through my Journal as set out by the Ghant chart. Using a Ghant chart to organise tasks and a skills audit to measure success before and after placement will ensure a structured experience. Aditianlly reflecting on the placement using relevant theories such as Kolb’s and Gibb’s will offer insight into my professional development. By being conscious of the risk factors identified maintaining a relationship with my peers and student faculty will help manage socially and mentally with the workload. I aim to make the most of my placement and continue my professional growth.
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