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Introduction


During the autumn semester in 2018, I have started a course named Certificate of Higher Education in Skills for the Workplace (Level 4) in the University of Wales Trinity Saint David, London campus. As a student undertaking the course, I was requested to produce and submit a reflective report based on my understanding, which this paper will cover. 

The above-mentioned course provides the knowledge needed to perform better at my future work place. It is important to know how to present myself in front of other people and future colleagues. My work environment would affect my livelihood and I want to keep it clear, professional and interesting at the same time. So far, the course has taught me that the flow of information around us is constant and it is our responsibility to scan through the sea of data and distinguish the most valuable material for my knowledge on different topics. 

Description (what)

 As part of my assignment, research and writing, I manage a parallel process of reflective studying in direction to catch all vital ideas and facts of my own progress, learning and improvement resulting from my course of study (Williams, Woolliams and Spiro, 2012). At the same time, outcomes staged in my assignment reflect on theoretical phases of my learning journey. This report reflects on some elements of my presentation, emphasising on how I tackled the task and what I could improve or do differently (Bassot, 2016). The purpose is to confirm that I learn from my experiences by using reflective methods to accomplice better vision and understanding of how I undertake tasks. This is done to set up a starting point for a longer-term progress strategy of self-improvement (Jasper, 2013). 



Explanations (so what)


Once I learnt how to use my skills, I was required to produce a paper regarding topics of my choice. The process was done in stages, using Borton’s reflective cycle (Borton,1970).


Stage one:
 SKILLS - I have learnt about different range of  skills which was useful in terms of helping me to understand what could be achieved by carefully listening to people. In addition, clear talking helps a lot in avoiding unnecessary mistakes and proper reading gave me the opportunity to realise that I have to be more through and precise in my thinking. Notably, I have always been good at problem solving, trying to find different ways of approaching a solution. Analytical and critical analysis of various situations has always been my strong side. I always had quick and sharp eye for detail and people. My observation skills are on a high level as well. By interacting with a variety of people, I have learnt how to have respect for everyone and understand more about their cultural backgrounds. It showed that I have a team working ability and as a result my organizational and leadership skills grew even more in the process.  

Second stage: 
TIME MANAGEMENT - I have learnt about time management and how to prioritise things and problems using the Pareto’s 80:20 Rule and Eisenhower method. It has helpful because it showed me more clearly how to understand the difference between urgent and an important decision.
I still need to do more work to improved on how to prioritizing problems by quick decision-making and consideration of the different outcomes. Those are excellent skills that make me a better candidate for top positions at the workplace. 

Third stage:
ACADEMIC WRITING- I have learnt how to write, properly structure sentences and reports, paraphrasing and summarizing. It helped me a lot throughout the first semester with my assignments, because I sounded more academic and professional on paper and will serve me excellent in my future achievements.

 Stage four: 
REFERENCING - Making, taking and putting references was something completely new to me, and to be really honest, also very difficult. The style, which is required to be used in UWTSD, is a Harvard. It does help me a lot in order to progress through referencing for all of my assignments during my studies. 
Cottrell, S. (2011) Critical Thinking Skills: Effective Analysis, Arguments and Reflection(Palgrave Study Skills). 3rd edition. Hampshire: Basingstoke: Palgrave Macmilian
Maund, A., Schriek, M. and Tinker, P.(2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: Sage 
Morgan,P. (2016) The Business Student’s Guide to Study and Employability. London: Sage 

Stage five: 
REFLECTIVE WRITING – I learnt about the SWOT analysis that helped me to recognize my strengths and weaknesses. This is an evidence of reflective thinking which helped a lot in term of future development and personal progress.

Stage six:
PERSONAL DEVELOPMENT PLAN – Recognizing my strengths helped me to cherish them. Identifying the weaknesses showed me what needs more work and taught me how to make a plan to improve them.

Stage seven:
NOTETAKING – detect and gather information first before evolving and showing understanding, which is frequently observed and noted by my friends (Honey and Mumford, 2000). I maintain a journal throughout my period of study in order to capture and combine by activities, feelings and attitudes that I experienced at the time (Williams, Woolliams and Spiro, 2012). For my journal, I used different ways of marking the main points from each lesson, such as numbering, bullet points, highlighting and making diagrams, depending on what suited my learning preferences at the time. For each entry I applied the structure suggested by Knott and Scragg (2013).

The learning process was continued with introducing research skills. Also, very new to me and very thorough and simple explain from our brilliant lecturer. I learnt that collecting different information is called research, and it is used to give us answers to questions which interest us, to solve the problems and compare a different theories.

To write a proper CV and cover letter is extremely important in order to be outstanding and to be considered among other candidates for any work position, which I will apply for in the future. It will help me because I have learnt how to write, structure sentences emails and documents that look more professional and clear. People will react with respect and I will have a bigger authority among my future colleagues. For me it was very interesting to see and hear different examples of layouts, skills, experiences and questions to be asked and answered during a job interview. It was very educational and beneficial at the end. The lecturer was very helpful and she always made sure that everyone understood the concepts and learnt how to behave during a job interview. The examples she showed us gave us the opportunity to experience first hand what will be when we start to look for a job. What we can expect and do at a very important stage of our lives. To ensure that we can apply our academic knowledge in real life situations and give the best of us.

The learning process was continued with introducing research skills. Also, very new to me and very thorough and simple explain from our brilliant lecturer. I learnt that collecting different information is called research, and it is used to give us answers to questions which interest us, to solve the problems and compare a different theories.

It was very clearly explain in details how to do conduct research and there are two methods to do that. 
First one is empirical, where I gather the information from, throughout experiment and/or observation etc. This is called quantitative. 
And non-emperial method, which relies on theories, impression and perception called qualitative, not always true though. The teacher explain the five different types of research:
- Desktop –details and facts, general information on the topic, study outcomes historical background, etc.
- Interview and conversation – find out the community past experience with an subject
- Surveys – what people  think/feel about the issue	
- Public investigation- going to an area to establish facts about specific problems or state of affairs
- Case study- after years.

It also, was very useful to learn that there are two types of sources:
· Primary – dairies, letters, interview, questioner, observations
And
· Secondary- already available publications, textbooks, magazines, journals, 
      papers.             
The whole research process is dividing it in two stages, each containing four steps.
First stage 
- Pre-empirical, the one before the experiment defining research area and questions, clarifying the topic and forms the hypothesis (Punch, 2005).
Second stage
 – Empirical, which define the research design, data collection, data analysis form the answers and hypothesis.
The whole eight steps are valid for quantitative (predict) research, for qualitative research form the hypothesis is not valid, but there is a theme/reason.

Giving presentation is an essential part of students’ life. They are used in a wide range of scenarios, such a pitching a new idea and asking for funding, putting case to a management for a new project, briefing colleagues on a topic or selling a new product to customer. Awareness and understanding of body language and clear verbal communication are all essential to success. It is very helpful to learn about the power of the power point presentation. It teaches me how to create a powerful, memorable and interesting presentation. It was very clear what I should and should not do. First I have to start with an introduction to the subject and configure the slide number. Secondly, we watched a video how actually to start to write the slides and apply 6/6, 8 seconds and less is more rules. How to use fonts, styles, letter size, reverse text and types, colors and photos. How not to visualise data, how to use clear types, simple graphs and backgrounds.  How  to be creative and support ideas.
I felt very relaxed, because it helps me to make some instant decisions about my future in class presentation.

The second part of the lecture was particularly useful for me, because it showed me how to use a different media to input sounds and vision. It taught me how important is the eye contact during the presentation. I felt very using Power Point, because this is only a tool, but carries very powerful message. I learned that I always have to smile, use my voice accordingly and Thank people for their attention and ask if there are any questions they need to be clarify.



I have been introduce to  a few frameworks for reflection- Gibbs’s,  Schon’s , Kolb’s and Borton’s (Gibbs, 1988)(Schon, 1975)(Kolb, 1975)(Borton,1970). They all proposes that reflection takes place after an experience. Reflective writing and methods are usually structured around reflecting upon specific assignment, which was undertaken. It typically will require an accurate amount of activity I have to take part in, followed by a self-evaluation of performance. It will reflect on areas in which I succeed, areas where I under-achieved, what I have learnt and ideas of improvement in the future. It also may draw upon theories and examples from the subject area, and use appropriative professional vocabulary. Through the reflecting I can decide that if I need to learn more about the subject, improve communication skills or really work on the other skills by creating an action plan to follow.



Action plan (what next)
 
Reflection is key to developing self-awareness(SWOT analysis) and planning personal and professional development. By regularly reflecting on my achievements and setbacks, I will be able to recognize my strengths and plan ways to address weaknesses in my abilities. Through reflective writing I can develop my academic writing and communication skills, to be more thorough in analytical and critical thinking by paying more attention to details, self-awareness, knowing my strengths and weaknesses. 
The use of professional vocabulary and continued professional development (CPD) by playing analytical games and trying to find a relation between two completely different things. This means that I will become more persistent and consider all issue in different aspects of an issue. This action plan will help me to become a better person in my private and professional life.
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