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[bookmark: _GoBack]As a full time student, I am studying certificate of higher education skills for the work place as well as working part time as a waiter in a restaurant. My job role duties consist of customer greeting, taking customers orders either face to face or via telephone as well as taking orders online, dealing with customers general enquires and complaints and resolving the issues or passing it over to the correct person in higher management.
Refection is making opportunities and choices to step back and look carefully into other options to analyse ways of learning. There are many ways to reflect on your practise i.e. reflecting on work you have previously done or recently completed. It is important to reflect on your work because learning something new can be challenging for instance the student will have many assignments and once it has been completed there will be adjustment to be made so analysing to check if further improvements to be made is a way to reflect. As a student and working in a restaurant the individual is always reflecting on their work in both roles. Everyday learning different skills from work colleagues and reflecting at the end of the night to plan ahead for the next day is vital to get it right. Getting feedback from the manager on mistakes that has been made during work time, the individual will look carefully and think what the manager has said and to reflect on themselves and think of a way not to make mistakes happen again. It is vital to reflect daily as sometimes reflecting can make the individual a better person. Having the correct mind set to think of better ways and to think of ways to decrease stress whether it is the student lifestyle or the working lifestyle. According to Costa & Kallick “Reflecting on work enhances its meaning.”
 According to Kolb (1984), the process of learning follows a pattern or cycle consisting of four stages, one of which involves what Kolb refers to as 'reflective observation'. Kolb’s theory which the individual has learnt in the module gives an understanding how Kolb works and his learning style which he created. Kolb’s learning styles has four stages which are concrete experience, reflective observation, abstract conceptualisation and active experimentation. Kolb’s theory of experience relates to the individual because the individual has IT skills which they were confident with as doing this number of times in the past. Reflective observation applied to the individual by plan and reflect on what has been taught previously and then applied. Abstract conceptualisation applied to the individual as the individual reflects on the presentation feedback by getting it right next time to score high points. Kolb’s theory relates to the individual as planning is preferred in order to reflect because it is better to plan and observe in what has been done and what was being done beforehand. As a lot of rehearsal and practise was done out of lesson hours to get the presentation ready in the expected time.  Kolb (1984) states “Learning is the process whereby knowledge is created through the transformation of experience”
 Looking back at what has been learned in this module the individual has learned the importance of time management and how vital it is for employment. According to George et al (2008)  A correlation between a student’s ability to manage time and their academic stress”. By studying time management, individual has enjoyed this topic because it helped work around busy schedules to fit around the student lifestyle. It has also helped to balance work life and student life as well as a home life and made the individual realise that it can still be fun once time management balances out everything. Without time management it would not be as easy to enjoy and would cause a lot of frustration if things may seem to have been rushed or perhaps not having enough time in the day to get things done.
Another topic the individual has enjoyed was commutation which plays a big part in to our lifestyle and if the individual gets recruited for a job this skill is needed. However, although the individual has communication skills there are certain communication skills which they lack of such as confidence and being face to face with people out of the comfort zone. To do this more group activities and interaction is required and by taking part in that it will help boost the confidence. The individual’s IT skills come to very good use because the team group required the individual to design a PowerPoint which the individual has experienced in doing that in the past number of times. This showed great communication skill between the group because we all set each other to do a part. By communication within the group we can now say we have experienced on what we have learned on our module which are several skills and communication played a big part. According to Edwards 2016 “When you're working as a part of a team, communication is essential”.
The individual has learned from their module the importance of Harvard referencing and how to reference assignments. As a student learning, the individual has learned what paraphrasing is and how it can been applied to their work, to make sure they write the authors surname and date it was stated by the author after the sentence so that it shows it’s not the individuals own word and gives credit to the author .the module employability skills have given  a lot of understanding of skills that are needed for future to consider and take in not just to work for an organisation but to even if the individual was to have own business. The individual will need these skills to use for themselves and for their employees. By completing the certificate of higher education skills for the workplace, the individual will have the skills and the knowledge and will wish to comply what has been learned into the dream job. According to Bacon 2017 “knowledge is power”.
Looking back at studying academic and employability skills module, academic writing is another topic which the individual has enjoyed. It has taught the individual to use appropriate formal language. Also, the individual has learned to avoid Abbreviations and Contractions. The individual has learned in academic writing to be impersonal, be cautious and be objective. It has improved the individual’s way of writing as it is not just so simple anymore but in fact academic and by practicing more and more the individual will pick up on many forms of academic writing as well as learning new words which will come to very good use for the individual for future reference and future assignments.

One of the topics which the individual found as a weakness is the individual did not enjoy presentations. This was because the individual has not done many presentations in the past. This was totally out of the comfort zone where nerves got the better of the individual, also presenting a slide front of an audience with low confidence made the individual feel uncomfortable. Looking back at the presentation feedback the tutor had given, the individual can see there are number of areas which require improvement to be made. By being given a time length of 10 minutes per group of 4 to 5 pupil. The individuals feedback
which was given by the tutor Marie Pitson was that the group presentation was to short and was under 10minutes and the group was not consistent, there was lack  of communication from the group members which slowed down the presentation as well as absences of team members which then caused having to change the presentation on the day which did not give enough time to practise the slides comfortably as the absences were last minute. Also the tutor has mentioned there were certain skills that were mentioned that the group could have expanded in. By getting the feedback from the tutor made the individual realise how time management is vital for the individual’s lifestyle because to perform a group presentation, the group will need to be aware of time given which the group must imply by completing the target which was given. Therefore, the group didn’t apply time management in the presentation because of assignments that were due within same time length which caused distraction. 
By planning ahead, the individual will get it right next time round. The individual must commit to planning time properly by setting things out to be done in order rather than everything together which causes stress. It comes to sense that rehearsing number of times is vital part in a presentation. By memorising certain parts will be key factor because looking at the board and reading don’t give a good and confident impression as it makes it seem like the group are not well prepared and feeling uneasy. Therefore, next time round rehearsing the slideshow many times until the slideshow can be presented confidently will help the individual feel confident and can be asked questions without feeling worried of not knowing what the answers are. According to Boddington,(2014) you will need to plan your presentation specifically around how long you are given.
Another weakness the student has found was essay writing. Receiving feedback stating things that were needed for improvement, some of these were punctuation, paragraphs, to be specific, grammar and spellings and writing in their own opinion, due to this a lot of changes had to be made which put stress on the individual as it was very time consuming.
 Report structure was another least enjoyed topic in this module for the individual. This was because the individual did not know how many headings were required and what certain headings meant. Also, what information that needed to be in executive summary and conclusion. The individual found it difficult because it was in third person format and the individual kept writing in first person then realised it must be third person which caused great confusion which then took time getting used too. Adding sources which were relevant and related to the information of the report was important as the individual cannot add any random sources or quotes, if that was done it would affect the individuals report which could result in getting lower marks than what has been expected for them.
Looking back at assignment one on management report the individual has been given feedback. There were errors which was sources not been done correctly in the right format. Mistakes the individual made was to avoid stating unknown as the authors name and to use the organisation website names. The individual has been told to include the word online in square brackets before the website address. There were errors such as spellings, punctuations and grammar. To avoid this happening again the individual must check over again before submitting the assignment off.
The individual has been told use appropriate upper-case letters for the start of words in titles and names and not to use upper case for the full word. There were errors such as direct quotes which the individual has not achieved in a great result. There were things like incorrect inverted commas being used.  
 Looking back at the feedback, knowledge and understanding for the assignment management report the individual has been told that there was understanding in the subject. 
Looking into the strengths time management is important because it is needed in everyday life. Time Management is a major role in academic success. Andrews, (2014) Time management is needed in every role, not only will it make you a more efficient employee, but it will also help you meet deadlines, produce better quality work and develop yourself.
It is recommended that the individual will have to interact with other members to boost their confidence. Once the confidence level has been achieved the individual can practise more effectively during presentations. Being time effective is recommended this can be done by setting tasks to be done in a certain time frame. Once the target has been implied this will be an achievement for the individual. Extra support is also available for improvement on spellings and grammar which is recommended too attend as this will be beneficial for the individual. Extra support is required for the individual to take part in for gaining a better understanding for future assignments and complete assignments correctly. 
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