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Introduction:
The aim of this report is to reflect on my personal  development plan  during this academic year , identify my weaknesses and strengthens , reflect on my mistakes and see my personal  progress. Recording to Sarah Nixon (2013) personal development plan is a natural approach system that helps people to create a plan of action,  set goals , improve their skills , identify their values and reflect on their mistakes and growth progress.
There is a few reflective models that helps people to write reflective reports: 
John’s model of reflection 2006, is based on five questions that help people to break down their past experience and reflect on their progress and outcomes. 
-describe the experience and what were the  important factors? 
-what was I trying to achieve and what are the consequences?
-what things affected my decision making ?
-what other choices did I had ?
-how did I feel and what will change because of this experience? 
Kolb’s reflective model developed by David A.Kolb is based on four stages: 
Concrete experience, when the person is actively participating in the experience and Lear something from it , according to Kolb’s model a person can not learn from watching or reading without feeling the experience .
Reflective observation, the person reflects on the experience without making any judgements as this can affect the results Gil Gruber (2015).
Abstract conceptualizations,the person reflects on the experience and take a step further interpreting the events and understand the relationship between them and think about what they have done .
Active experimentation is when the person is going to put into practice on another situation what she learnt from this experience .
 Gibbs reflective cycle 1988, developed by Graham Gibbs is structured on 6 stages:
Description , the person is going to describe the experience in details.
Feelings, the person is going to explain what she felt and thought about the experience
Evaluation, the person is going to evaluate if the experience was good or bad , what did it or did not work.
Analysis,the person is going to analyze each problem that she had in the experience individually.
Conclusion,the person is going to reflect on what she have learned and what she could have done differently.
Action plan,the person is going to develop a plan for how she would like to deal  with similar situations in future.
For the purpose of this reflective report I have chosen to use the Gibbs reflective  model cycle because I find myself   a person who needs to fail first in order to learn something  therefore the Gibbs model is very useful for me.












Reflective Summary Report


Throughout this two past semesters of Academic and Employability skills module ,  I have been able to benefit from a variety of new things. I have learned about lots of different academic and employability skills,however the ones that I found it more interesting and where I found myself struggling with are : Communication skills, Leadership skill,Time  management skill and Presentation skill.

At the beginning of the lesson when teacher mentioned about this skills I felt relaxed as in my opinion I was very  confident therefore I did not payed much attention, however our teacher handed us a piece of paper with an  exercise that helped us find the skills that we have and the skills that we need to improve based on the answers that we chose . I was very disappointed to find out that the skills that I have been so confident about are actually the ones that I need to improve . At that moment i started to feel nervous and lots of negative things came into my mind , what will I do  if I will not be able to improve them ? How comes that  almost all of my colleagues have more skills then me ? I started to self motivate myself and ignore the negative thoughts . I knew that my communication skills are not perfect. I am good at reading but I am struggling to listen and write , I knew that to be a good leader you have to be a responsible person and at that moment I did not feel that about myself as I was even  struggling to do my assignments on time and that is a crucial thing for time management  and presentation skills .
 I decided to find out more about this skills so I started to research more but after so many years not being in  an academic environment I found out that lots of things changed , it was very hard for me to adapt to the new online system that the university was using for our courses and assignments, fortunately  I had very helpful and kind colleagues and teachers who did not mind explaining to me how many times were necessary,therefore I found out that a good leader should be able to influence and motivate other persons, I learned about the 80/20 rule  which  explain to me that 20% of my work will show into 80% of the result and that really helped  me  know how to prioritize my tasks in order to get them done on time , I have learned different type of communication such as non-verbal, visual,oral  which really helped me feel more confident   regarding my  presentation skills as I always been a shy person and struggled to speak in front of a group of people.

With so many barriers during this two terms I have also discovered hidden strengths about myself, during an in class group exercise where none of my group colleagues wanted to take charge of the group and be the leader. I observed that I am very good at delegating tasks and recognize my colleagues abilities , I am an patient persons and respect other people point of view , open to new ideas and trying to avoid conflicts plus I discovered that I can focus quickly on my assignments in  a library rather then home as I tend to find something better to do in place of focusing on my work, just to delay it as much as possible therefore I can say that I also improve my time management skills but I still have lots of work to do. 








Conclusion:
Skills are very necessary in people life as is helping them to extend their capabilities,be more sure on what they are doing , be more responsible and develop themselves.
Studying Academic and Employability skills module it really helped me to improve my skills and gave me lots of new opportunities in my personal, professional and also academic life . 
I can say that I am very grateful that I learned and developed new skills because thanks to this I have find a better job and I am able to communicate more freely with other persons and I am also more confident .








































	Skills
	Why is it important?
	What is your plan to improve the skills?
	Resources you will use?
	Review date

	Communication skills
	Communications skills are the most important skills in our life starting from our professional life to our social life and also academic life . Communication skills are the skills that enable us to understand and be understood by others accurately. Poor communication skills can have huge impact in our life , one misunderstood massage  may result in frustrations, arguments ,fights etc...
	I am planning to listen and reflect more in order to avoid misunderstandings and pay more attention to non-verbal communication .I will make sure that I am understood by others , giving more  clear details. I will ask as many times is necessary until I am sure that I understood the right massage.I will engage in more types of conversations in order to practice my communication skills.
	Team coursework and more books .
	Three months since I started my journey and learn  more about communication skills I think it is a sizable amount of time.

	Leadership skill
	Leadership skills are important in our life in order to handle our daily challenges, discover more opportunities and accomplish  our target.
	Pay more attention to new ideas and listen to other people point of view , have an open minded and do not give up, set goals and  ask people for  feedback , encourage  and reward them.
	Leadership program tools and online courses .
	Six months since I started practicing on my leadership skills.

	Time management skill
	Time management skills are important in peoples life as it is helping them priorities their tasks and finish them in a shorter period of time ,waste less time ,focus more and avoid missing deadlines and stress. 
	I am planning in making a weekly list with my tasks, priorities them and focus on the fundamental ones. Setting deadlines earlier then the real ones and avoid getting disturbed by other things.

	A diary to keep up all tasks and dates organized.
	Three months since i started making a weekly list .

	Presentation skill
	Presentation skills are very important in our life  if we want to be heard. Good presentation skills enable us to get our audience to pay attention to us and find what they are interested  in which automatically lead to new opportunities.
	I am planning in practice my presentation skills and speak more often in front of large groups , ask my friends and colleagues for feedback and speak up more in our lessons. Always arrive earlier and probe  the audience before the presentation . Use body language ,smile and have a plan B in case something it is not going well.
	Networking events and Confessions of a Public Speaker book by Scott Berkun.
	One year since the first presentation.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you 1:eed to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we'll sidestep the mistakes that we see other
people make. But when it’s our turn to assume tha role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

Aftei sGiniC monthe, Sudmann realized he was fighting Jgainst certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much+o do and not-enough time to doit;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”

The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself” on the previous page.
summarise main ideas from the text in your own words. Write about 175 words.

So o Sen 9SS G o«

ONQOYS
Qonee Gow ¥ it N e+
B i e, O ey

Gcmi Suwwang! Mf— swll.

Lecturer’s comments:

E! el Date: QJ D’J 0:20) 1

2|Page

Lecturer’s signature:





image3.png
LONDON Term1

% ety Soint beva Academic and Employability Skills - BMSW4001

Student Name: _ D) ecnl S0 VO"‘d’ StudentiD: {60353

Time allocated: 1 hour. Please return your paper to the lectyrer upon completion. It will be returned
to you at the next session. You will need to include a scanneq copy of this exercis.e in the form of an
appendix together with you Task 1 (part of the ASsignment for this modufe)

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could p.rove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the worg in brackets where given, Pay attention to
grammar and make sure what you write matches what is already given,

1) There will be a few changes around in_the office. (announce)
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2) He doesn't write to me as frequently as | Wanted.
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3) We were concerned about her health.
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4) You weren't careful, so you made so many mistakes. (had)
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5) The council cut funding so we could not provide free parking.
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students.
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10) 33% of adolescents who have one baby, ha\,:?second baby within two year:

ol g Yors  ofbn: qM W Lidh .-
Lecturer’s comments: %\&k\ MLQQ&\ o &Ww Léfm (Bmmlu(l,[\'

Lecturer’s signature: ‘Dd\Q—— Date: [[/ / /_/Zo?ﬂ/.?

2|Page





