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2: 1 Introduction: I recently completed a business plan and upon reflection I’m able to identify a range of personal and employment skills that I have acquired and used in the writing of the business plan. I will reflect on this process using the Gibbs model of reflection (appendix 1.1) and identify skills and progress I have made.
2:2 Description and Feelings: For this module, one of the assessments was writing a business plan. Having looked at several business plans in the past, I was pretty confident going into this module, despite being somewhat apprehensive at the time. Our first session was totally unexpected as I had imagined the university would give us a case study and we would have to make up a business plan around that. In addition, I thought there would be several of us working on that case study and together we would build up the business plan. How wrong was I? That first session, made me realise the size of the task, plus I had never worked on a business plan alone, and realised in the past how minimal my input had been in its production. We spoke about a business name, logos having to be created and not falling foul of rights and copyrights, layout and structure including suggested headings were introduced. I felt slightly apprehensive with the Marketing session where we were asked to explain the Unique Selling Point (USP) of the business - what makes you different from your competitors. I needed time to digest that one but hopefully I’ve been able to identify it within the assignment. I was more at ease with the SWOT and PESTLE analysis, obviously we recognised the SWOT from previous assignments, however the PESTLE was something I remembered from a long time ago, and I was pleased that I recalled some of the requirements within its description and knew a bit of research would give me a complete understanding of the topic. Although I have recorded budget incomes and expenditures in a simple paper form within my work setting the challenge for me would be to identify computer software that would be suitable for the business. Luckily, I was able to consult with a bookkeeper who suggested looking at a SAGE system, this was a new field for me but with instruction and a lot of head scratching I believe I’ve completed a financial sheet of a satisfactory level? If there’s something I really enjoy doing it is research. I believe that it is a continual process prior, during and after an assignment, so the opportunity for market research was extremely welcome after my concerns regarding finance. By the end of the session, I remember recalling that time management was going to play a major role in completing this assignment on time.   
2:3 Evaluation: Right at the very beginning we were asked to complete and score a few questionnaires these were: “Entrepreneurial characteristic checklist” (EEC) and the other being “Starting your own enterprise Strength and Weakness Audit.” (SSWA) I am so pleased that I completed both “at the time” and not “in the time” this has allowed me to be honest in my evaluation, and identify where I thought I was in my personal strengths and weaknesses. The EEC score was 355 which suggested that I have, some of the characteristics required to succeed however preparation is needed if I was to look at full time self-employment this could be achieved by focusing on my lower scoring areas like: Knowledge, Skills and Abilities an action plan was suggested covering these areas. I’ve revisited my scores and looked at a sample of my lowest scores. 10 questions were scored at 2 and 10 questions were scored at 3 of 20 sample questions. Having now completed my business plan and reflected again, I may well have under or overestimated my scores. I also recognise that 15% of questions are a combination of all 3, 35% are a combination of double factors with 50% being down to a single factor. In regard to the SSWA, I answered with my score as necessary and the completion of this one suggested I was ready to start my own business. With this in mind, it reset my confidence a bit and I thought let’s fire on with this assignment. 
2:4 Analysis:  My first thoughts about not having sufficient knowledge, skills or ability were that the chart was wrong. However, having reflected about those results I realised I may have been wrong because I possibly answered with my employment head on and not through the eyes of an entrepreneur/ someone running their own business. 
The SSWA upon reflection actually compliments the EEC as it identifies the areas where my Knowledge, Skills and Abilities need strengthening. I have worked out those areas on the SSWA by adding up my scores in each section then dividing the number of questions into the total, therefore giving me average scores for questions in each section. I identify that the main areas that need addressing are: Finance planning, Accounting, Personal business skills and the areas within those sections.


	Headings
	Score
	Average Score

	Selling and marketing
	16
	2.28

	Finance Planning and Accounting
	7
	1.4

	Administration
	6
	2

	Personal Management
	15
	3

	Personal Business skills
	11
	1.83

	Intangibles
	18
	3


  
You can find the results for the SSWA and the EEC appendices 1.2 and 1.3.
I also feel that both PESTLE and SWOT play their parts in this analysis. The PESTLE was used to analyse key factors that could influence the business from the outside in order to make strategic decisions. Areas explored were political, economic, sociological, technological, legal and environmental as suggested by the CIPD (2020) They go on to suggest that not unlike any analysis it has both advantages and disadvantages. These are as follows:
“Advantages:
· It’s a simple framework.
· It facilitates an understanding of the wider business environment. 
· It encourages the development of external and strategic thinking. 
· It can enable an organisation to anticipate future business threats and take action to avoid or minimise their impact.
· It can enable an organisation to spot business opportunities and exploit them fully.
Disadvantages:
· Some PESTLE analysis users oversimplify the amount of data used for decisions – it’s easy to use insufficient data.
· The risk of capturing too much data may lead to ‘paralysis by analysis’. 
· The data used may be based on assumptions that later prove to be unfounded. 
· The pace of change makes it increasingly difficult to anticipate developments that may affect an organisation in the future.
· To be effective, the process needs to be repeated on a regular basis.” (CIPD, 2020)
[bookmark: _Hlk77258335]The SWOT analysis allowed me to broaden thinking about developing a strategy to compete in the market place and identify you from your competitors. It also encourages decision making within the business by recognising all the factors in reaching a business decision, suggested by Mind tools content team (2019) as to potential Strengths, Weaknesses, Opportunities and Threats to the business. The SWOT recognises internal factors and asks questions like; Strengths - What do you do well? Weaknesses - What could you improve? Opportunities - What trends can you take advantage of? Threats - What is your competition doing? Both the SWOT and PESTLE have played their part in the business plan one mainly concentrating on the internal factors whilst the other has played a part in identifying external factors that could impact on the business.
Overall, I feel that this assignment has helped greatly in recognising the headings in a business plan and the content that needs to be in that document and will undoubtably help me in my present position. I also feel that what I have learnt can been passed on to fellow workers, Trustees and others within the sector or recommend that they undertake a module of this type to enhance their learning. I can personally state that this module although challenging has been one of the most satisfactory to complete, I feel that my learning has increased quite significantly.
2.5 Conclusion: Once again the time management element should never be underestimated. Research suggests that without strong time management you will produce poor quality work, miss deadlines, increase your stress levels, ruin work-life balance and harm your professional reputation. The following are steps to improve time management: Plan ahead, prioritise tasks, avoid distractions and don’t multitask. If you can do all these then finally reward yourself for your good work. Getting all of the above right you will become more efficient, improve your career opportunities, boost your confidence, produce better work, reduce your stress levels, deliver your work on time and improve your performances (Freshbooks, 2021).
Writing the business plan, got me thinking about the future and what I could do for a next step. Research suggested that a strategic plan would be of benefit for the long-term plan of the business. Different to a business plan the strategic plan covers three main areas: 
Where is your business now? Divorced from the day 2 day running you would concentrate critically on a 5-to-10-year plan. Constantly driving its profitability margins, how it comparing to competitors and reflect on internal operations. Good practice would be to record the findings and reflect periodically.
Where do you want to take it? The foundation for growth, values, objectives vision and mission. The tool for motivation and change, setting you above competitors. 
 What do you need to do to get there? The identified changes would need implementing, you may need changes to financing or the structures. Time frames would need to be put in with everyone in the business understanding them and that there may be an element of diversification, growth and acquisitions.  (Strategic planning, 2021) 
In creating this business plan, I feel I have demonstrated some elements of strategic thinking as described by (Allen, 2018.) I’ve challenged myself and colleagues when analysing data. I asked myself questions, is this good for the business? What is the worst thing that could happen? What are the outcomes I’m trying to achieve? I acknowledged that I recognised reflective practices as part of critical thinking. 
We met as students on several occasions, and during this time I was able to observe, interpersonal communication skills. It was interesting to recognise through body language and verbal communication how others may behave when operating their businesses? I feel after research and reflection on an earlier module that interpersonal communication skills would be a key element in developing a business and that “noise” should be recognised at every juncture. Noise in this case is recognised by Skills you need (2021) and consists of “Complicated jargon, inappropriate body language, inattention, disinterest, and cultural differences.”

Whilst positive areas of communication would be seen as: 
· “Giving and collecting information.
· Influencing the attitudes and behaviour of others.
· Form contacts and maintain relationships.
· Make sense of the world and our experiences in it.
· Express personal needs and understand the needs of others.
· Give and receive emotional support.
· Make decisions and solve problems.
· Anticipate and predict behaviour.  
· Regulate power” (Skills you need, 2021)

Another identified field is that of decision making. I was surprised to learn that decision making comes in a variety of forms. Eby (2018) identifies, a 5-step guide through to an 8 step. There is ethical decision-making, analytic hierarchy, rational decision making, and managerial decision making. 
Just like the business plan good decision-making means recognising the goal collecting information/ data and then identifying alternatives in order to reach a decision (Eby, 2018). They later go on to say that there are 4 strong benefits in making decisions. Using a thorough thought out process the decisions will last longer, potentially the life of the project. Use a PESTLE analysis to plot out the roadmap. Internal and external factors can possibly affect any decisions made without looking at this process as you don’t want one part succeeding and the other not. With good decisions and transparency quelling any distrust and conflicts of interest between the stakeholders the organisation should stay focused and on track for success. An added bonus of good decisions helps the organisation reach its goals.
What I learnt from this assignment has been the importance of structure when writing a document with a desired framework (Skills you need, 2021). State that there is no set structure that covers all written communication, however, you should start with an introduction and end in a conclusion. The headings kept me focused. There was a lot of research for each one and I felt I learnt just as much writing this reflective journal as I did with the business plan. 

2.6 Action Plan: I reflected on my work throughout this course and once again time management raises its head just like previously, I need to react quicker, plan and organise my diary better to improve my time management. I will use my personal development plan as can be seen in appendix 1.4, which I completed for my BMSK4005 module as my action plan. This module is really important to my work and I look forward to and relish the opportunity to sit in and help produce one for another organisation in order to improve my career prospects and widen my knowledge base.
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Starting your own enterprise Strength and Weakness Audit

The table of general business skills below will help you to identify your strengths and
weaknesses to give you a better idea of whether you are ready to start your own business.

Examine each of the skills areas listed in the table.
v" Ask yourself whether you possess some or all of the skills listed.

v Then rate your skillsin each area by ticking the appropriate number, using a scale of 1-5,
with 1as low, 2 as between low and medium, 3 as medium, 4 as between medium and
high, and 5 as high.
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ENTREPRENEURIAL CHARACTERISTICS CHECKLIST

Read the items below and score yourself on the following scale:
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