



Introduction
The purpose of the introduction of this report is to present an overview of it. It is introduced the method that guide this report in briefly which module and how it is structured. In the main body start the reflective journey. Relevant sources are reviewed and considered in the report to outline the key points. The purpose of this reflective report is to expand the experience of the two activities in program “Certificate of Higher Education Skills for the Workplace” Level 4, Task one and Task two. The report is closing with the PDP-Personnel Development Plan. It is defining the personnel goals and skills that are set up for achievements. 
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Reflecting writing method
To structure of the report is the Gibb’s Reflecting Cycle (1988) to be easy to follow.
Figure 1: The Gibb’s Reflective Cycle Gibbs, G. (1988)

The Gibbs’ Reflective Cycle is set up to guide and explain the reflective process. There are few things that are involved when being reflective according to Williams, K., Woolliams, M., and Spiro, J. (2020).
Open - Being open to new ideas and perceiving things from alternative perspectives.
Curious - Posing inquiries
Patient - If the problem isn't straightforward, neither is the solution.
Honest - with yourself about your uncertainties, what you are getting wrong or right, and how your writing should make this clear to others so they can see it as well.
Rigorous - Being analytical and responding on your findings.



[bookmark: _Toc100524670]Writing Task 1
[bookmark: _Toc100524671]Description
In the second week in my course “Certificate of Higher Education Skills for the Workplace” Level 4, the lecturer gave the first assignment. It was a report on the topic “What is the Most Effective Way to Motivate Staff?” The task guidance and assessment specifications were given to the students. 
· Word count 2000 (+ or – 10%)
· Arial font style, 11 font size, justified 
· Minimum 8 relevant, credible sources
· And the marks available for each criterion.
[bookmark: _Toc100524672]Feelings
It was excited to hear that but also, little worried. For many students in my course that was the firs report they have ever written, so for me. I did not know from where to start and if can accomplish it. 
[bookmark: _Toc100524673]Evaluation
I had limited knowledge to accomplish the task. Away from the point that, this is the first report I have written It was challenging but after every reading that I have read till now I went so close to the conclusion that I came up with. And with every next step was easier and easier.
[bookmark: _Toc100524674]Analysis
Many students are struggling to find relevant credible sources for their research topic (Godwin, J. 2019). Is hard to start with the researching and evaluating the sources, because of that some of the students leave their work, thinking that there is a plenty of time but, then ending up with no time to do all the things to accomplish the task successfully (Godwin, J. 2019 pp. 82).
[bookmark: _Toc100524675]Conclusion
Maybe if I spent more time on researching, I could read and learn more information about the topic and the sub-objectives. I could cite more sources and evidence to lead to better conclusion. And to accomplish the task on time I could set up a timetable.
[bookmark: _Toc100524676]Action Plan
Reading more about the structure of a report, how can be validated the credibility of the sources applying CRAAP test (Georg, T. 2021). CRAAP test is a test that helps to evaluate the credibility of a source of an information. The CRAAP evaluation criteria are as follows:
· Currency
· Relevance 
· Authority
· Accuracy
· Purpose
Also, to manage my time to do a specific task that involve more learning and researching. Maybe I can use this model provided by the University of Wales Trinity Saint David in Table 1.
[bookmark: _Ref100446627][bookmark: _Ref100500787]Table 1: Plan your assignment. 
	

Task 
	14th Feb – 20th Feb
	21st Feb– 27th Feb 
	28th Feb – 6th Mar
	7th Mar – 13th Mar
	14th Mar – 20th Mar
	21st Mar – 27th Mar
	28th Mar – 3rd Apr 
	3rd Apr 
– 6th Apr
	

	Gathering information 
	
	
	
	
	
	
	
	
	

	Processing information and notetaking
	
	
	
	
	
	
	
	
	

	Creating the text
	
	
	
	
	
	
	
	
	

	Editing and reviewing 
	
	
	
	
	
	
	
	
	

	Final Checks 
	
	
	
	
	
	
	
	
	

	Submission
	
	
	
	
	
	
	
	
	











[bookmark: _Toc100524677]Writing Task 2
[bookmark: _Toc100524678]Description
During week seven was introduced the second activity “Task 2”. The second activity was to create a job ad in a group of students as a teamwork. We had the options to create a job ad as a poster, presentation, or a video. The key aspects that we had to cover were as it follows:
· Employee Name
· Job Title
· Description of the role
· Details of qualifications and skills required
· Information relating to benefits and pay
· Application deadline
Then in week eight we presented our finished work. Also, we had the opportunity to explain:
· Why we choose the described job position for the activity?
· Where we found the relevant information?
· How have we worked together as a team?
[bookmark: _Toc100524679]Feelings
Was wonderful to meet new people to work with. The task was easy to accomplish and everyone in the group knew what to do. To work with people, I just met is a challenging, but it has its advantages too. Thinking about that I can improve my skills which leads to effective teamwork.
[bookmark: _Toc100524680]Evaluation
We made a group in WhatsApp, so we can chat in private and to know each other better before starting the activity. Everyone was positive about the idea. We had limited time to accomplish the task successfully, but as group we did well with the communications and to split the task to small parts so everyone can add their parts to the presentation.
[bookmark: _Toc100524681]Analysis
According to Malang, M. (2016) team working is when group of people working together to accomplish a task or to achieve a goal. This can help the group of people to get to know each other better and build up relationships. Also taking their opinions and suggestions into consideration.
The steps taken into action to accomplish the task were as follows:
· Split the tasks to the team members according to their skills.
· Set clear goal and deadline.
· Set a plan that all can follow 
[bookmark: _Toc100524682]Conclusion
After completing task two, I realised that teamwork can be difficult to be organized, but the positive things are that the group of people can help by giving suggestions and opinions to help you to understand things from different angle.
[bookmark: _Toc100524683]Action Plan
After reflecting on this to activities that I had to accomplish, I can see my expanded knowledge to all these different areas. I will continue to read and learn more about effective team working and to improve my weaknesses during writing task one and two. To understand more of the report’s structures and the sections that a report cover.
















[bookmark: _Toc100524684]Personal Development Plan (PDP)
A Personal Development Plan (PDP) is a plan which helps to set up individual goals, strengths, or weaknesses.
	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Presentation skills 
	By practicing
	Presentation skills improve the work in more attractive way.
	By accepting feedback from my peers or colleagues.
	01/2023

	2. Academic Writing
	By looking in academic writing guide at Moodle.
	Academic writing is an essential skill to develop. Also, it shows knowledge and professionalism.
	By exploring my experiences of writing assignments and getting feedback.
	01/2023

	3. Citing sources
	UWTSD provided guidance.
	Providing credibility to your own ideas.
	By accepting feedback
	01/2023
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What Hapened?


What were you thinking and feeling at the time?


What was good and bad about the experience?


What sense can you make out of the sitoation?


What else could you have done?


If it arose again, what would you do?
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