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Component One: Reflective Journal 1000 words:

The ERA model, introduced by Jasper (2013), is a reflective framework that facilitates structured learning and self-improvement. It comprises three interconnected stages: Experience, where the individual engages in an event or activity that serves as the foundation for reflection; Reflection, which involves critically analysing the experience, understanding its significance, and identifying areas for improvement; and Action, where insights gained from reflection are applied to make informed changes or enhancements. This model emphasises iterative learning encouraging individuals to revisit experiences with clearer perspective and improve performance. During weeks 2–8 of Business Skills, I encountered opportunities to develop professional capabilities such as communication, problem-solving, teamwork, and decision-making. This journal reflects on those experiences, lessons learned, and their implications for my personal and professional growth.
Week two
Building communication skills
Experience - The second week focused on professional communication and active listening. A group exercise involved creating and delivering a concise elevator pitch. I initially struggled to organize my thoughts succinctly, which caused anxiety. However, feedback from peers helped me identify areas for improvement, such as tailoring my message to my audience and maintaining eye contact.
Reflection – This experience revealed the importance of clarity in communication. I realised that an elevator pitch is not just about speaking but also ab out engaging with others by emphasising the value you bring. I learned that confidence is partially rooted in preparation.
Action – I committed to practicing public speaking using structured frameworks like STAR (Situation, Task, Action, Result). (National Careers Service, 2024) Watching TED Talks (Goyder, 2014) and mimicking confident speakers further enhanced my ability to communicate clearly.
Week three
Time Management and Productivity
Experience – During this week I completed a time management exercise to prioritise tasks using tools like Eisenhower Matrix. (Asana, 2024) Initially I underestimated the time needed for important but non urgent tasks like research and professional development. This led to last minute stress during the group project.
Reflection – The exercise made me more aware of my tendency to focus on urgent tasks while neglecting strategic long-terms goals. I realised that allocating specific time slots for high-priority activities prevents burnouts and enhances overall productivity.
Actions - To improve I adopted digital tools like ClickUp (ClickUp, 2024), to organise my weekly tasks. Setting deadlines for research and preparation has reduced last-minute scrambling and I aim to schedule weekly reviews to refine my priorities.
Week four
Critical Thinking and Problem-Solving
Experience – This week introduced me to the importance of critical thinking through a case study exercise. I analysed a complex business scenario involving ethical dilemmas and resource allocation. While I reached a decision, I noticed gaps in my reasoning due to a lack of structured analysis.
Reflection – The exercise underscored the need for a systemic approach to problem solving. I often jumped to conclusions without fully evaluating the implications or alternative perspectives. Collaborating with my friends showed the value of diverse viewpoints in reaching balanced solutions.
Action – I have started using frameworks like SWOT (Puyt et al., 2023) and The Five Whys (Serrat, 2017) to structure my problem-solving process. By actively seeking input from peers, I aim to incorporate wider range of perspectives into my decision making.
Week five
Teamwork and Collaboration
Experience – team-based activities were emphasised this week, where me and my peers tackled a challenging project that required coordination and division of our work. Initially, I struggled with assigning roles which caused duplication of effort and delays.
Reflection – This experience highlighted my need to improve leadership skills, particularly in the delegating tasks effectively and managing team dynamics. I recognised that clear communication and role definition are critical for teamwork.
Action – I have since worked on creating role description and setting expectations early in team projects. Learning about Tuckman’s stages of group development (forming, storming, norming, performing) (Hughes, 2024) helped me anticipate and address conflicts proactively.
Week six
Networking and Relationship Building
Experience – this week focus on networking was transformative. I created a LinkedIn profile and a CV, and I tried to create a professional network. I realised how intimidating it can be to approach former colleagues or friends in a professional setting. My introductory message felt forced and unconvincing.
Reflection – I learned that networking is less about pitching yourself and more about building genuine connections by showing curiosity about others. Small details, such as the language and follow up e-mails can make a significant difference.
Action – I have started using LinkedIn actively, sending personalised connection requests, and engaging with industry specific content to build my network. This helped me build confidence.
Week seven
Emotional Intelligence in Leadership
Experience – This week the focus was on emotional intelligence and its impact on leadership. Through a self-assessment, I discovered that while I excel in empathy, I need to work on managing stress and staying composed under pressure.
Reflection – The session made me realise that emotional intelligence is not only essential for leading others but also for self- management. Effective leaders remain composed and adaptive even in challenging situations.
Action – I have started practicing mindfulness techniques such as meditation and journaling to manage stress. Reading Daniel Goleman’s book “Emotional Intelligence, Why it can matter more than IQ” (Goleman, 2020) has provided deeper insights into enhancing EI skills like self-regulation and relationship management.
Week eight
Presentation and Feedback Skills
Experience – The final week emphasised delivering professional presentation and responding to feedback. I presented a project and received constructive criticism.
Reflection – This experience reinforced the value of seeking and acting on feedback to improve. I recognised that presentation skills are iterative and improve with practice and refinement.
Action - I plan to practice presentation regularly using tools like PowerPoint and Canva to enhance visuals. Recording and reviewing my presentation will help me monitor progress and refine delivery techniques.
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Component Two: Action Plan

An action plan is a structured strategy outlining steps to achieve specific goals or improvements. It is widely used in personal, academic, and professional settings to convert reflections into actionable objectives. According to Locke and Latham, (Locke & Latham, 2002) action plans enhance motivations by setting clear, attainable goals that guide effort and focus. They help prioritise tasks, manage time efficiently, and track progress, fostering accountability and measurable outcomes. (Jasper, 2013) Moreover, action plans encourage continuous improvement by breaking complex manageable steps.
However, despite their strengths, action plans have limitations. Mullins and Christy highlight that they can become overly rigid, stifling adaptability in dynamic environments. Poorly constructed plans, with vague or unrealistic goals may hinder progress rather than facilitate it. (Mullins & Christy, 2016) Additionally, excessive focus on planning can lead to “analysis paralysis” (Connolly, 2024) delaying action.
Based on my reflections I have developed an action plan to improve weaknesses, leverage strengths, and embrace new opportunities.
Improving Weaknesses
Public Speaking and Confidence
While I have made progress in communication, I still feel anxious when presenting to large audiences. To address this, I will interact more in work meetings in the restaurant where I work to practice public speaking. Research shows that repeated exposure to challenging situations builds confidence. (Lucas, 2020)
Stress Management
Managing stress effectively is crucial for leadership. I will adopt the SMART goal framework to integrate mindfulness practices into my daily routine. For example, I will dedicate 10 minutes daily to mindfulness meditation and track its impact on my stress level using a journaling app. According to Goleman (Goleman, 2020) developing self-regulation is key to enhancing emotional intelligence and leadership potential. 
Leveraging strengths 
Empathy and teamwork
I excel in building relationships and understanding others’ perspectives. To enhance this strength, I will pursue volunteer leadership roles within work environment. These roles will enable me to practice empathetic leadership while navigating real-world challenges.
Networking
Building connections has been a rewarding experience. To deepen my network, I will set a goal of attending one professional event at least occasionally and following up with at least three new connections from each event. Engaging with industry specific forums and online communities will further solidify my professional presence.
Embrace new opportunities
Professional development
To stay updated with industry trends I will enroll in magazines related to my career aspirations. I will also follow LinkedIn Learning offers 
Seeking feedback
Regular feedback is essential for continuous improvements. I will establish a system of soliciting feedback from peers and mentors after major projects. This iterative approach will help refine my skills and foster a growth mindset.
This action plan can help me by providing a clear roadmap to achieve my goals and improve my skills systematically. It encourages me to prioritize tasks, set measurable objectives, and track progress, ensuring consistent development. By breaking down complex goals into manageable steps, (ActiveCollab, 2024) it enhances my focus and productivity. Additionally, it fosters accountability and adaptability, enabling me to refine strategies based on reflection and experience for continuous personal and professional growth.
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Component Three: Professional development: build a personal brand and promote a professional identity. (700 words)
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