STUDENTS NAME…...MERLINA SMITH
STUDENT NO………….1713963
MODULE NO…………..BMSK4006_LON
MODULES NAME…… MANAGING ENTERPRISE IN THE 21ST CENTURY
LECTURERS NAME…..ANUPAM MAZUMBAR



















TABLE OF CONTENTS:-

Section 1. Introduction……………………………………………1
Section 2. Reflection………………………………………………..1
Section 3. Communication skills……………………………….2
Section 4. Teamworking skills…………………………………..2
Section 5. Time Management skills…………………………..3
Section 6. IT Skills………………………………………………………4
Section 7. Evaluation…………………………………………………4
Section 8. Analysis…………………………………………………….4
Section 9. Conclusion………………………………………………..4
[bookmark: _GoBack]Section 10. Action plan……..……………………………………..5
Section 11. References……………………………………………..5
















MY LEARNING EXPERIENCE AT UWTSD ON THIS MODULE.
INTRODUCTION
Writing my reflection about my learning experience in studying on this module is to gain knowledge and skills.  One of this is Communication and Teamworking skills and my experience in making a business plan on this module.
REFLECTION
My journey of learning and experience while studying on this module.  In my learning experience at UWTSD I have met many different types of peoples, in different nationalities, attitude and ages with different opinion and views.  Few of the students can not express themselves very well because of the language barrier.  I made friends in the class and they are nice people.  When it comes to the teachers, some of them are quite rude, uptight, and not very helpful to their students, but there are some who are very good and are very thorough, willing to help, and have very good attitude towards their students. On this module I have learned how to use paraphrasing and referencing by using Harvard reference. On this module we have to do a Business Plan, we have to create a group,  a team of 5 was created and given different tasks in order for a Business plan to be put into place.  This required a joint effort and collectively to work together.  Details of this Business plan, contained cashflow, Profit and Loss account, Financial statement, inquiring the rules and regulation, building insurance, licences etc.  My part while implementing this business plan was creating cashflow, profit and loss account and financial statement.  My past book keeping experience helped me understand and create my task which was allocated, making this task a lot easier and straightforward.  The other team members had their own task allocated and had to find and search through online internet.  Through guidance from my teacher who explained properly how the layout needed to be set.  We had to keep communicating with each other and sharing each others opinions and ideas about the business plan. We managed to put it together through combined effort resulting in an equal contribution from the team to create the plan.  We had to use slides, power points for the presentation which was demonstrated in front of our teachers and in the class. I felt satisfied knowing that we have carried out our task successfully in the Business plan.

Initially during creating and forming the group it was quite confusing and hard work to make the right choice in choosing people to work alongside.  We had to nominate a leader in the group.  And each of us had to express our knowledge, opinions and ideas. We had to plan and learn what kind of Business we are going to have, and how much money we need to start with, all planning to create a the business, what kind of roles and task we going to have to carry out and how we worked together as a good team.  Everyone in the group were cheerful and happy with the decisions we made.  During the process of putting it together I felt a little frustrated and felt that out of 5 of us in the group it seemed that only two of us were contributing and working actively the others seemed not to be making enough effort 
						1
to do their task and work to contribute as a team.  They didn’t have much idea in what to do.  Regarding my role I was confident and managed to complete my task before everyone else.  We had to decide and help to encourage those people who were slow and encourage them to work to complete the task.  Finally after discussing with the other members of the team, an improvement was made and collectively, fair and equal contributions was made to create the Business plan.  My feelings of this module and by making a business plan were quite interesting, and I enjoyed the responsibility in doing my part.  I have learned to contribute and share with the team.  I have learned how to work alongside people as part of a team.  I felt happy that I carried out my work confidently, efficiently and learned how to create a Business plan.  On this module I have and gained new skills that I will require in the future when applying for a good job. Such skill as Communication skills, Teamworking skills, Presentation skills, Listening, and Writing skills are skills that I have developed.

COMMUNICATION SKILLS
Communication Skills is the ability to communicate with people, it is important at work, in relationships and in life in general.   In communication there are some types that help to get find a better job.  Listening, Non-verbal communication, clarity and concision, friendliness, confidence, empathy, open-minded, feedback and picking the right medium.  These kind of communications are needed to have especially when applying for a job (Doyle, 2018).  There are 3 Main types of Communication they are:-  Verbal communication, Non-verbal communication and Visual communication.  Verbal communication is face to face and word speaking, it is used for interactions.  Non-verbal communication is a communication through action, facial expressions, posture, appearance and hand gesture.  Visual communication, these types of communication use imaging, pictures, graphs, drawing and maps, using visual aid to support the topics which are delivered to the audience (Gibson, 2013).  There are Four ways to improve communications.  To improve your communication skills and why it matters, to be a good communicator it is important to consider your employees feelings, coordinating, appreciate the good works and respect and value their work result.  Pay attention to non-verbal communication, this kind of communication is used through body language and facial expressions.  Record or watch yourself speaking, this way you can improve yourself and evaluate.  Listen more, talk less, by listening more, your employee will open and discuss more about important matters that need to be addressed.  Participate in group conversation, this is effective and good for teamwork to have good communications (Atchison, 2018).

TEAMWORKING SKILLS is where people work together giving and contributing their ideas.
Teamworking skills, the ability to work effectively with others. In order to reach the goal.  Each individual in the team has to have some serious interest and be a good team player to reach a good result for the team.  By combining skills and strengths of individuals into the 
				2
team is the key to successful goals (Denise, et al., 2014).  Teamwork Skills and examples. Here are 5 examples of Teamwork skill which applied.  Communications, Conflict management, Listening, Reliability and Respectfulness.  During the job process these skill are useful for your interview, cover letter.  As a member of the group you have to be able to communicate properly, you should speak in a friendly manner, and professionally.  In Conflict management, when your team member have problem or have dispute, you should be able to negotiate and solve the situation and problems.  In Listening, as a team member being concerned and willing to listen is important to the group, showing your team members that you know how to demonstrate, clarify your concerns and show you care by being understanding.  Reliability, as a team member it is important to be reliable, and be independent.  You have to be responsible to your task deadline and task completed, that way you gain trust from your team.  Respectfulness, as a team member you have to show that you have respect for individual or to your group.  Respect their opinion, ideas and show that you acknowledge and appreciate their work and there results.  Eye to eye contact and listen when they are talking and being understanding and supportive towards them (Doyle, 2018).

Skills that I need to have in order to prepare for employment in the future.  Time Management skills and IT Skills.

TIME MANAGEMENT SKILLS
Time Management skills is about organizing activities, making plans, setting priorities and goals in work, social life, hobbies and trying to accomplish work and reach deadlines on time.  To avoid stress and pressure by making plans set up the priority.  Here are 10 Ways to Improve Time Management and increase productivity.  Prioritize work, give priority and focus on the task that are urgent and needed to be completed.  Schedule task, make a list prioritizing in importance.  Set up deadlines, set up time and give deadline to the task.  Avoid procrastination, avoid cancelling or delaying things that need to be done.  Avoid stress, keep feeling positive.  Avoid multi-tasking, do things one at time, concentrate and focus on one thing.  Start early, don’t start late, by starting late, work schedule will get behind and less productivity. Take regular break, take short break at a time to gain more energy and keep you calm.  Lastly learn to say no, don’t add anything that you can not do.  Look at your schedule first before you take anymore things to do.  The bottom line is having a time management, or to-do-list make plan and prioritize, the important tasks need to be done is the way achieve more, less stress and pressure in life (Kukreja, 2018).


				3

IT Skills
IT Skills is about having knowledge of your computer, in the workplace, it is essential to know how to use and have the knowledge of your computer and its many different fields.  There are essential IT skills.  First is Word processing, Spreadsheets, Presentation Software and Soft Skills.  There are essential ways to gain IT Skills. Practice, Learn from an expert, and Take online courses.  Practice, learn from websites, practice online, look at training courses.  Learn from an expert, get help from tutors or employers, apply internship and do some voluntary work, that helps building your IT skills  Take online courses there are some site and that don’t charge anything like Vision to Learn they are free of charge, these are perfect way to improve IT Skills (Rolfe, 2019).

EVALUATION
The positive aspect of this experience was that by making a conscientious effort as part of my contribution and being able to identify weakness and less interest shown with the team and other members of the group. We managed to change their opinions and outlook which resulted in a successful study in which I have learned and will take my experiences forward in assisting my career in the future along with a certain skill set which I have learnt while studying on this module.
ANALYSIS 
In order for any form of study a joint effort is required which assists the development of the business plan making it more understandable, and self- gratification when a plan goes correctly and all team members have applied their efforts, making this a very rewarding experience accompanied with the various skills I have learnt during my journey of learning this module.

CONCLUSION
My conclusion is by studying this module at UWTSD I have learnt and developed various skills this includes Communication skills, Teamworking skills, Learning skills, and Listening skills. I have got to meet different people.  I have learnt how to make a Business plan.  By learning and applying the required skills and understanding other peoples opinion and views a business plan is developed which is strong and created by a team effort as long as I continue to use this skills and learn to develop more skills it would greatly improve my chances of a successful career and being able to focus in any future opportunity that may present itself.


				4
ACTION PLAN
Any future plan that needs to be carried out is to learn and develop more skills that is needed and required as well as applying all previous skills that I have already gained and developed along with new skills which would definitely increase my chances of a successful career.
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