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INTRODUCTION

In this reflective report I will speak about my experience and learning across this Academic and Employability Skills module. I will discuss about reflective writing, what it is and why is it important to reflect as a professional and I will put in evidence the different approaches to reflecting. 

Using the Gibb’s reflective cycle, I will examine my experience of writing my task 1 academic report and my experience of working as a group on the week 8 activity. 

I will create a Personal Development Plan (PDP) where I will incorporate the feedback from my peers in presentation group. 



REFLECTIVE WRITING 

“A process of looking back on what has been done and pondering on it and learning lessons from what did or did not work.” (Conway, 1994)

Reflective writing is a process that helps us analyse the basics of something we do now, have done in the past, or will do in the future.

Is necessary to reflect the past experiences to avoid doing the same mistakes. By reflecting writing, we can have a clear idea about what skills we must improve.
 
Focus your thoughts and develop your ideas, developing your voice and gain confidence, organise you’re thinking through exploring and mapping complex issues are the different approaches reflecting.





MODEL OF REFLECTION

I have chosen Gibb’s reflective cycle to reflect my task. This is one of the most famous cyclical models of refection. This lead me through six stages exploring my report writing task 1 experience, and task 2 group presentation experience, like for instance: 

· Description (What happened?)
· Feelings (What were you thinking and feeling at the time?) 
· Evaluation (What was good and bad about the experience?)  
· Analysis (What sense can you make out of the situation?)  
· Conclusion (What else could you have done? Or what could you have improved?) 
· Action Plan (If it arose again, what would you do?)   

I have chosen this model of reflection because is easy to understand and at the same time is easy to use. 



(https://www.sheffield.ac.uk/ssid/301/study-skills/university-study/reflective-practice[image: Reflective Cycle]) 

REFLECT ON TASK 1


	Description 
(What happened?) 
	 
 In task 1 I had academic report with title “What is the most effective way to motivate staff?”  
 
 I had already four sources to use which was shared during class session and I had to identify another four sources.  
In this task I had to have a clear introduction, to talk about diverse ways that staff can be motivate, to talk about challenges, to have recommendation and conclusion.  
 
 I started my research by clearly find all the requirements necessary to offer me the foundation and skills to approach the main topic. I searched different relevant articles, then I extracted ideas and citations and I started to write on my work.  
 
 When I considered that my work is finished, I reanalysed, and I checked the similarity on draft. And when I had a course, I had received feedback from my teacher.  
 
 
 

	Feelings 
(What were you thinking and feeling at the time?) 
	 
 When I started my task, first think was “OH, I have much time to work on it,” and to be honest the time to write on my assignment was enough, I had time to analysis and to evaluate, to read repeatedly, to be sure that every idea on my work is clear. I had time to read different article and to highlight different relevant points.   
 
 The best feel was when I finished it, when I have seen that my similarity was not too much, and I received helpful feedback from my teacher.  

 From this task I have learned about importance of motivation staff. Now I have idea about what I have to do like employee to be more motivate and I have idea about different ways which employer can use to keep the team focus on work and to make them to came to work and to say “That is the perfect job and I’m working with the best team ever” 
 

	Evaluation 
(What was good and bad 
about the experience?)  
	 
The best thing was that I was able to highlight my point of view about staff motivation. 

 Through this topic I mobilized my writing skills and at the same time the goal I had in completing the topic.

 It’s good to have a clear idea about every requirement before starting a report writing. I have learned that if you start with a wrong idea on first point is not easy
 to go back in a good way, then you have to start again is this can take a more time, and I have learned that the time is precious. 



	Analysis 
(What sense can you make out of the situation?)  
	 
 When I started researching about different ways to motivate staff, I first thought about what would motivate me to go to work with pleasure and what would 
motivate me to work hard, and this I think was an important point in writing my task. 



	Conclusion 
(What else could you have done? Or what could you have improved?)  
	 
I think I could have used several books in the library to find articles relevant to the topic. I focused a lot on articles on the internet and I want to next task to use more books for sources.



	Action Plan 
(If it arose again, what would you do?)  
	
 Next time I want to use library for sources, and I want to be more clearly in my assignment. 
 I would like to improve my writing skills to not have many grammars error, and I would like to make the most of my time which I have allocate for the task. 

 






REFLECT ON GROUP PRESENTATION


	Description 
(What happened?) 
	 
 In week 7 the teacher created the groups and explained to us what we need to do. Then because I was the leader of the group, I had to gather my team and start talking about the presentation. I showed others that I listening to their views and ideas by asking questions, given feedback to their ideas. I asked 

every one of my team what they want to do and in final we decided together each one responsibility in presentation.  

 My contribution to the formation of the job ad was to search the job offer and to share it with my team. I started my research by clearly find all the requirements necessary to offer me the foundation and skills to approach the main topic. 
 
 Week 8 was the day we had to present. We listened to our colleagues’ presentations, gave them feedback, and then when it was our turn, we introduced and listened to my colleagues' feedback. 
 

	Feelings 
(What were you thinking and feeling at the time?) 
	
 As a leader I had a great responsibility because I had to keep the team together, I had to talk to everyone because they did not answer me, and the most stressful was when someone on the team did not do the task and I had to do it at the last minute, but the adrenaline rush and I liked it. Also, I had emotions when I had to present, but I calmed down and they passed. 



	Evaluation 
(What was good and bad about the experience?)  
	

 It was okay to improve my group presentation and communication skills, it was not okay to finish the presentation at the last minute, that was stressful in the week presentation because I was not aware about how it will be in final.  



	Analysis 
(What sense can you make out of the situation?)  
	
 I tried to make the group presentation to be easy but perfect at the same time. I was active all the time in chat group with my team and always I checked the presentation to see who is doing the task and who not. I focused on the importance of the group team. 
 

	Conclusion 
(What else could you have done? Or what could you have improved?)  
	
 In future I would like to make the most of my time which I have allocate for the presentation.  

 I should have put more emphasis on group work, be more open and clearer in discussion. I could have done the organisation of job advertisement to be easier to read it.  



	Action Plan 
(If you did another presentation, what would you do differently? What skills do you need to develop?)  
	 
 When someone does not do the work, they had promised to do I will try to communicate with them to find out what has happened and why they are not able to do their task, and then I will have a chat with rest of the group, and we will decide what we can do in that situation.

 I need to develop my communication and public speaking skills and I would like to achieve this before next group presentation. 




 


PERSONAL DEVELOPMENT PLAN (PDP)


	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. Communication 
	By communicate with other people  
Being clearer in discussion 
 
	Communication is a necessary skill in every workplace and help me to be more open in giving innovative ideas in workplace 

	I will see when I must present something, in work area 
	Before starting next job 

	2. Ability to work quickly and assimilate information. Widen my understanding of member group. 
	I learn how to reach idea has really challenged my abilities to find the appropriate papers and to be selective in the process of group meeting.
 
	Every manager is happy to see that his employer is working quickly, and this help me to receive valuable feedback from his.  
	I will have a target in every day of work  
I will follow the feedback from manager 
	When I will start to work 

	3. My English language  
	Practice speaking to English people or with people who speak much better than me this language  
	This helps me to speak correctly  
	I will do English test at every 2 weeks 
	Before next year 

	4. Writing skill
	By writing on assignments 
	This helps me to write the assignment correctly
and it helps me to fit in the required number of words in the topics
	By checking if I meet the requirements and checking if is correctly grammatical 
	Before next assignment 

	5. Public speaking 
	Practice being more active in discussion  
	This helps me to be more active in communication in workplace and at university   
	I will feel more comfortable when I must present something, I will receive valuable feedback at next presentation  

	Before next group presentation 


 


CONCLUSION

I learned a lot from this module. First of all, I learned what group presentation means and how I can make it perfect. 
Now I know what the essential skills are required at work, and I am determined to learn how to implement them better. The most important skill required in the workplace is communication. It helps you to impose your point of view but more importantly you are seen, and you are more appreciated when you communicate and tell others your thinks and your ideas. 
I like to improve my communication skill, my English language, writing skill, and public speaking. 
For next assignment I would use the sources from library, and I would like to have ability to improve my skills before that. 
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