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In my group I was chosen to be the team leader where I had to put a plan in place and deliver the stages of work to my team members. I also had to make sure that we all were in track and each team member understood the work and if they did need help or more further understanding of the presentation, I made sure they had my contact number and email to contact me. The project we all selected that we will present was called Max Snack Bar, where we all needed to follow our task and complete it before the deadline. To able to present it successfully we held meetings outside, we communicated by phone and message. I enjoyed working with my team members while doing this presentation. We understood each other and we all tried to help one and another. 
[bookmark: _Toc513029411]Main Body
I was pleased with the presentation and how it turned out but at start there was problem. I personally didn’t have any issues but only at the start when we were forming a group, we were told to be in group of 4 and we had extra member.  I had to take a decision as a team leader who I wanted to remain in the group that will able to work and contribute with the team. I took this as a challenge and came to a decision and selected the person that I wanted not to be part of the team. This decision was taken based on that note where I already worked with that member and it was difficult for myself and another team member to communicate with her and that team member wasn’t a good team player. As we had to be 4 in a group not 5, I explained why I came to this decision to the member. It was hard for me to tell the member, but I had to take the right decision for my group and myself keeping in mind the project.
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The three skills that I have developed while doing this project was in: 
Time Management, Interpersonal Skills and Networking. By reflecting on these 3 skills, gave me the opportunity to understand that I do have the ability to lead a team. I was able to work under pressure given the time frame and when a team member was unable to attend due to health reason, I didn’t panic instead I spoke to my team members and came to a decision on who will able to present her part of work as that team member did complete her task.
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It’s hard to work around family when you have kids to look after but this Moodle helped me to work around family life. I held meetings morning or afternoon when my children were at school, but I made sure it was convenient for other team members. I also organised a family member to look after the kids in case I had to keep a meeting after school but after discussion with the team they agreed with the time I provided. I was able to prioritise my work within the time limit that I had and made sure that my personal life doesn’t interfere with my work. This helped me to understand that by prioritising according to the time limit, gave me a chance to work around any issues that occur. It was also good idea that I set targets with my team within the time limit we had until to present our project. That helped me to stay in control of the project. Having a time management helped to meet the deadline. It made me work towards it and finish before the deadline because if we needed to make any amends we could do it and we did. Due to one of the team member going into labour we had time to discuss and deliver her part of work. if we didn’t deliver her part of work, the project would have been incomplete. 
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We all use interpersonal skills every day of our lives. We communicate in daily basis either for work or socialising. In this project this was important part to interact and communicate with all the team members. I had to make sure that we all have a say in this project and give ideas to each other. I was able to use my Interpersonal skills to talk to my group, hear any concern they have and work it out by communicating. I also understood that having a good interpersonal skill helps to build good relationship with others.
These are the 7 interpersonal skills that help me to build strong relationship with my team members:
1. Managing relationships – For me I made sure I treat each team members equally and give honest opinion to them.
2. Understanding the feelings of others – If I thought that some ideas the team gave wouldn’t work I would tell them politely and give them the reason I think it may not work in the project. When my team member came up with ideas they had the confident to come and tell me and I was happy that they felt comfortable to approach me. The reason I never took their opinion or ideas as not being good is because I always thought in my head if I was in their shoes how I would feel? 
3. Communicating with others – Communication I found is most important for me because without communicating, we wouldn’t be able to understand each other and deliver the project well. Though all team members had different task to do but we all knew we had the same goals that we must present. I encourage my team to say what they think it might benefit the project.
4. Great Attitude – I believe the way I treated my team members gave them the boost to work towards the project and give their 100%. I always maintain great attitude towards my team and they did the same. The reason is that by me having a great attitude helped me to cope with stress, pressure and maintain the team. 
5. Showing respect -  This is important, we all learn from each other and giving respect I got a lot back from my team. I made sure I listen to my team members and understand what the team members are saying. Making sure I listen carefully and speak once they have finished speaking.
6. Appropriate contact – In my team there was a member I already worked with, but I made sure that I always stay professional at all time and not talking or socialising the way I would do outside work. It was important to keep it neutral with all the teams. 
7. Active Listening – I made sure when my team members are talking to me, I listen to them fully. During any meeting we have, I would put my phone on silent. This is to make sure that I don’t get any text or call while in the meeting as this can distraction and seem rude.
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This is also important part of any project or business. Staying touch with my team members at all time by email or by phone message was main part that kept me, and the team updated with the current situation. I also made sure that my team member was able to contact me at any time regarding the project. This helped and saved time while doing the work at where we all were. Through networking we were able to arrange a meeting spot that was suitable for all of us and even though we have held meeting we cannot stay there whole day, so networking was convenient for me and the team to communicate. It also helped me to build good work ethic with my team members and by networking I found out that we all lived nearby that’s why we didn’t have any problem finding a meeting place that was convenient for all of us. Even if the weather wasn’t great we were able to communicate through networking.
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While working in this presentation, I found out that communication is important for me to understand my team and find the best way to work effectively. Also, being a team leader comes with lots of responsibility that requires being available and being top of everything. I had made sure whatever decision I take benefits me and my team at all time. I didn’t want to boss my team around, I wanted them to feel comfortable with me and find it easy to communicate with me. By doing this I had happy team members who helped each other even if an issue occurred. We all wanted to achieve our goals that was to understand and present our work with confident. Managing time wisely was a key point for me. If I didn’t give time to my team or towards the project or the presentation I would have failed to deliver the work and would have failed, my team. It was my responsibility to make sure my team were able to communicate with me outside the campus or after the meeting if they had any problem.  I made sure they understand that I am approachable and friendly, but I expected them to deliver the task that was set up. I didn’t want them to take advantage of me being calm and my team didn’t. I did mention to my team that I want us to work as a team and to stay together and help each other.
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In this learning log I have attached a table below that shows the meetings we did, and I will discuss bit more on what me and my team did.
1. How did you work together? We all worked well there was no negativity in our group.
2. Who did what? 
I did:
Introduction, Sustainability and Global Citizenship
My team member Mohammed Mansur Ahmed:
Leadership and Entrepreneurship, Types of Leadership, Types of Entrepreneurship, The Relationship between Leadership and Entrepreneurship
My team member Sabina Yasmin:
	Community participation
Mosammet Begum:
	General Findings, Conclusion.
3. What went wrong? In my team nothing went wrong but due to a team member going into labour, could have caused chaos but as a team we handled it.
4. What went well? The team working together and helping each other and we all had strong communication skills.
5. Did you meet often enough? Yes, we did. We even contacted each other by phone or message.
6. How did you divide the work between you? We discussed this in our meeting and we spoke to each other and my team were happy to choose what part they would like to take.
7. Was it fairly shared out? I noticed one team member had bit more work than others, I did ask if they are ok with the work they choose, and they said they are ok with it. I wouldn’t give them that task if I knew my team member will struggle with it.
8. What have you learned by doing this? What I learnt, is always best to ask the team members if they are confident in the part they have and making sure they have understood their task. By doing this, makes the team to work together and feel confident to ask if they needed any help.
9. Did you enjoy the process? I did enjoy this process, as it was different role and challenging one for me. I had to know what team leader role requires and how to maintain it. But I am glad I took this opportunity as a team leader because now I have an experience in leadership.
	Date of 
Meeting
	Place of meeting
	Time of 
Meeting
	Members attended/ participated
	Topic discussed/
Raised
	Outcome agreed

	19/03/18
	UWTSD campus
	11.05 am
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	First meeting
	Yes

	26/03/18
	UWTSD campus
	1.20 pm
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Idea generation
	Yes

	29/03/18
	Idea Store, Poplar
	10.30 am
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Task and allocation
	Yes

	02/04/18
	Whats app group chat
	Between 1 and 5 pm
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Follow up
	Yes

	06/04/18
	Conference call
	7 pm
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Follow up
	Yes

	09/04/18
	UWTSD campus
	11.05 am
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Feedback
	Yes

	14/04/18
	Idea Store, Poplar
	10.30 am
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Review and 
feedback
	Yes

	16/04/18
	UWTSD campus
	1.20 pm
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Discussions
	Yes



	16/04/18
	UWTSD campus
	1.50 pm
	Resna Begum, Mosammet Begum, Sabina Yasmin and Mohammed Mansur Ahmed
	Preparation
	Yes

	18/04/18
	Idea Store, Poplar
	12.30 pm
	Resna Begum, Mosammet Begum and Mohammed Mansur Ahmed
	Final version 
development
	Yes
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