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[bookmark: _Toc499935281]Introduction
According to Youth central there are 8 different type of general skills that are required by any workplace and they are Communication, teamwork, problem solving, initiative and enterprise, planning and organising, self-management, learning and technology. (Youth Central, 2017).  As we study this module, we learn that all managers and leaders must have a certain type of behaviour, skills and attitude to be able to maintain high standard of care and services to their staffs and customers.  Managers and leaders should have the skills to communicate in a manner and to run and maintain the workplace efficiently and effectively.  From the information provided by Moodle on Gibbs model on reflection in a workplace, tells us that we need to reflect on our own behaviour, experiences and the decisions we make every day.  If we do not reflect on our work, behaviour and our experiences, we will not learn from our mistakes, errors and faults and we will keep making the same mistakes and get the same result all the time.   By following Gibbs’ Reflective cycle (or Gibbs’ Reflective Model)  we can get better understanding on how to get the best possible result from reflecting on our work, behaviour.  If we look back at what has happened and how it has happened and ash ourselves ‘what can we learn and develop from this experience and how can we change the way we make our decisions to make things better for the next time.  As mentioned on Moodle that Gibbs Model is used by university student as framework in coursework assignment for reflective writing. (Moodle.uwtsd.ac.uk, 2017).  As we reflect on our work and behaviour, we can make changes in our decisions, improve and develop our knowledge and increase our potentials in the workplaces.  Other than following Gibbs Model the leaders and managers can also use the SWOT analysis in the workplace to gain knowledge about the potential of the staffs and employees and by following this, they can get a better understanding and use it to promote the business.  All leaders and managers need to have an understanding with their employees to able to get the best result from their performances.  If the managers and leaders are too tough and difficult to work with, then the employees will lose motivation to work hard or even leave the workplace, so the managers and leaders have to very careful on how they behave with their employees to get the best result for everyone.
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[bookmark: _Toc499935283]Employability skills required for leadership and management level of employment
The skills that are require for employment by leaders and mangers are that they have to have great understanding in dealing with people from all walks of life, background, culture, religion, gender and age.  They have to be friendly, approachable, and sociable, open minded, welcoming, firm, self-confident, available, motivation, visions, communication skills, self-disciplined, ambition, energetic, honest and intellect.    
These set attributes, skills and knowledge are required by any organisation to make sure leaders and managers have the competency and the ability to carry out the jobs and duties in a professional manner and achieve effectively. (Kent.ac.uk, 2017).  These are some of the skills that are required by the leaders and managers to be able to perform effectively to main thig standard for any workplace
[bookmark: _Toc499935284]Time Management
Managing time is very important and vital in any workplace because without manging time appropriately, it can cause loss of business and cause problem in the workplace in maintaining and deliver high standard of work.  Managers and leaders should be able to manage time effectively and to be able to deliver and work with deadline.  
Leaders and managers should be in control, be organised, structured and well knowledged about what is happening in the workplace.  They have to make sure everything is going according to plan and on scheduled.  If jobs are not done or met on time, it will cause delays and pile up pending and then it will be difficult to keep track of what is happening and by whom.  They should be able to prioritising their work to the relevant employees and department to get the job done on time.  Managers and leaders have the duties to make sure the workplace is running smoothly and efficiently to able to have healthy running business.
[bookmark: _Toc499935285]Delegation
Managers and leaders should have the attitude to be able to delegate work to their employees and even to their peers.  One person cannot do all the jobs and maintain high standard of work in a workplace. When delegating work to the employees or the colleagues, the managers and leaders need to professional and do not come across to be very difficult or bossy, otherwise it can have a negative impact on the receiving end.  Communicate effectively so everyone knows and understand what is expected of them.
[bookmark: _Toc499935286]Honesty and Integrity
Managers and leaders need to be honest at all time and should be able to be trusted by their employees and colleagues.  They have to follow protocols, procedures and maintain confidentiality and set examples to the workplace of being before expecting from the same from their employees and colleagues.  Being honest can send a positive message to the workplace and when employees witnesses the honesty and loyalty from their managers and leaders, they then follow and do the same and when this happens, the workplace will itself will run efficiently and effectively.
[bookmark: _Toc499935287]Communication
Mangers and leaders should have good communication skills to be able to communicate with their employees and colleagues at all time not only verbally but none verbally too.  Without good communication skill it will be very difficult in communicating with the workplace and achieve their goals.  Communication is about expressing ideas clearly and confidently, listening to the employees and getting feedback from them, understanding what their needs are as well as what is expected of them.  Have two way conversation and not being difficult and tell them what to do and very demanding.  Good communication skills is to understand the needs of the employees and work with them and not against them.  When you delegate work to them, be very clear about what is expected from them, do not say one thing and expect something different from them, this will create misunderstanding, friction and confusions and will delay in achieving the goals and met objectives.  Also can lead to loss of business and create bad reputation for the workplace.  Good communication skills are encouraging and positive and constructive way to work with everyone in the work place and by good communication they can meet their target and get the job done effectively.
[bookmark: _Toc499935288]Motivation 
Mangers and leaders should be able to act on their own initiatives, aspire their workplace with encouragement, can identify opportunities, build self-esteem, being proactive and putting ideas and thoughts in to actions.  Also they need to be flexible about the work that is given to them and what is expected of them on time scale that is achievable and not being too difficult and expect more than.  They also need to be able to adapt successfully to situations and the working environment they are in and understand the changes and accept them.  Mangers and leaders should be able to work with their employees on a professional level and understand that sometime unexpected situations can occur and when it does, the managers and leaders have the means to able to carry out the duties without penalising anyone else and occur loss to the business.  Managers and leaders should embrace all changes at all time, this can come with the culture and nature of the business.  
[bookmark: _Toc499935289]Ambition
Mangers and leaders should have the determination, desire and motivation to lead their workplace in a manner that the business will grow and develop.  They should have the determination and the attitude of getting the job done effectively.  Also they should make constant changes to make sure things happen and look for better ways to develop and grow the business.  Managers and leaders should be an example to their workplaces and be role model for their employees because who know which one of these employees will follow their footstep and become the next manager or the leader who can the lead the business. 
[bookmark: _Toc499935290]Positivity
Managers and leader being positive and optimistic can be very motivating to their employees and this can be very positive for the work place.  As they are working with their employees, they should be inspiring, educational and elevating to their employees, this will motivate them to work harder and more effectively and develop the business with all opportunities.  
[bookmark: _Toc499935291]Setting Goals
When setting goals and targets by the managers and leaders, they have to be very careful and make sure it is achievable and this can be done by following the SMART objectives.  Have communication with everyone in the workplace because everyone is at stake, so they all need to have a say.  (Kent.ac.uk, 2017)
[bookmark: _Toc499935292]Evaluate own employability skills to identify potential areas of improvement and plan the improvement accordingly

To evaluate my own employability skills to identify my potentials for improvements, I used the SWOT analysis to identify and they are:


	Strength
	Weakness

	· I enjoy working with small teams
· I enjoy practical work
· I feel more comfortable in speaking and give my opinion in small team, so I know if I make mistake, others will not laugh at me.
· I enjoy working in my space and no one watching over my shoulder
· I like to research about things before giving my feedbacks and input
· I enjoy influencing people in getting involved in work I have done before and I know about
	· I lack in confidence 
· I lack in speaking in front of a big audience
· I lack in using IT and struggle in finding the right researches for my work
· I do struggle to find more time to do my assignments
· I do leaves everything till the las moment
· I do not like talking about subjects I do not know about.
· I do lack in planning 
· I panic easily and quickly
· I get anxious easily

	opportunities
	Threats

	
· Attending this course – skills for workplace will open my opportunities for jobs
· Can build confident
· Develop and improve my learning 
· 
· I can gain further and higher qualifications
· Tools to change my weakness to strength and threats to opportunities  
· Change my taxi job to something better and more rewarding.
· Get back into full time employment with better salary


	
· I panic easily
· I lack in confidence
· I do have a bad habit of thinking what other people are saying about me
· Have family commitments
· Lack in concentration 
· Leave things till the last moment
· Do not feel comfortable in unknown situations
· Not having further and higher educations
· I am self-conscious 



[bookmark: _Toc499935293]My Action Plan

	My Goals
	Resources I need
	Challenges I will possibly face 
	I can achieve them by

	Pass my assignments for all modules for year 2017/2018
	I should attend all my sessions including the weekend, despite working night shift as a taxi driver.  I should get involved in group discussion and meet up with class mate after session, work as a team, take notes and do a lot of research.  
	Due to panicking easily and leaving everything till the last moment and having family commitments, I do find it very difficult to maintain and work as scheduled 
	By the end of the year 2018

	Attend all my sessions 
	I need to buy my laptop and stationeries and books to help and support me in doing my course and get all the support from the teachers as much as possible and take notes. 
	I lack in confidences, especially in IT and researching for subjects which delays in getting the job done on time.
	By the end of the year 2018

	Turn my weakness to strength and threats to opportunities
	By using the tools that are provided by the course and the teachers I can change my weakness to strength and threats to opportunities.
	Try to tackle all my threats and weaknesses and turn them into my strength and opportunities 
	By the end of the year 2018

	Reward and award myself as often as I can
	Reward can be anything from going out for coffee with my class mates to relax for few days and not think about assignments or even going way for few days with my wife and young children
	No challenges in awarding myself for all the hard work I put in during my assignments 
	I can treat myself when ever after finishing and passing my assignments












[bookmark: _Toc499935294]Part 2.

[bookmark: _Toc499935295]Prepare an individual reflective submission demonstrating awareness of academic skills required for your learning journey

Demonstrating academic skills that will require for my learning journey, I followed and studied Professor Graham Gibbs’ Reflecting Cycle (Gibbs’ Reflective Model).  

[image: ]
This model was created by Professor Graham Gibbs and it was appeared in Learning by Doing (1988). 
Using-Gibbs-Reflective-Cycle-in-Coursework
(Moodle.uwtsd.ac.uk, 2017)

Professor Graham Gibbs Reflective cycle and model proved information on how I can learn from my experiences and from my present thoughts and also by doing a job.  
By reflecting on my experience and on what I do on a everyday work is one of the best and vital ways to remember my experiences and knowledge and what I can gain from it. 
It is an excellent way to emphasise our understanding in our head and helps to find a better way in doing the job. Say I had to interview someone today and interview someone else the following day, I can reflect on what I did today and what went right and what went wrong and also what came good about the interview with the individual, I can then use this experience and my thoughts the next day and be more prepared for the interview.  I can be more confident in myself and ask the relevant questions and use my experience to make it more successful and see how the interview carries themselves to answer my questions.  By reflecting on my experience I can learn from my mistake and develop my confident and knowledge so next time I do not make the same mistakes.  There is a quote by Professor Graham Gibbs stating “It is not sufficient to have an experience in order to learn.  Without reflecting on this experience it may be quickly be forgotten, or it is learning potential lost” (Gibbs, 1988).  According to Professor Gibbs’s book that was published in 1988 about reflective cycle, it provided six stages in the cycle and they are:

1.	Description		
2.	Feeling
3.	Evaluation
4.	Analysis
5.	Conclusions and
6.	Action Plan




[bookmark: _Toc499935296]Description
Description is about the situation and what you are reflecting on and the circumstances of the situations that I was involved in and who other people was present at the time of the incident,  also what was I doing there and what was the incident and situation and what happened at that time and how it happened.
(Moodle.uwtsd.ac.uk, 2017)

[bookmark: _Toc499935297]Feeling

According to the Gibbs’ Cycle this is what feelings means.
“ How did you feel and what did you think prior to the experience?
 How did you feel and what did you think during the experience?
 How did you react during the experience?
 How did you feel and what did you think after the experience?”
(Moodle.uwtsd.ac.uk, 2017)

Feeling is about how we felt about the situation and the incident at time when it happened.  How was every ones experiences and feeling at the time of the situation?  Did it feel good or bad, was everyone happy or sad or made we feel nervous.   
What kind of reaction did we get from other people who was present at the time?
Were they happy, sad, content, distressed or mad?  Did everyone feel the same feeling or was it different feeling from each other and if it was different, why was it different feeling.  Usually people do feel happy and content in a safe environment.

[bookmark: _Toc499935298]Evaluation
According to the Gibbs’ Cycle this is what evaluation means.
“What went well during the experience (what worked)?
 What went badly during the experience (what didn’t work)?
 How did the experience end? Was the experience complete (was there a resolution) or incomplete?”
(Moodle.uwtsd.ac.uk, 2017)

Evaluation is about the entire result of the incident and the situation that was involved in.  Was the entire experience a good one or bad, happy one or sad one?  Did we find it easy to deal with or did we find it difficult to deal with it and how did we came around it to solve the problem and how could have improve it for next time.

[bookmark: _Toc499935299]Analysis
According to the Gibbs’ Cycle this is what analysis means.
“Reconsider the things that went badly and write why you think they went badly (causes of action).
Reconsider the things that went badly and write what you think this lead to (consequences of action).
Think about what could have been done to have avoided these negative consequences.
Reconsider the things that went well and write why you think they went well (causes of action).
Reconsider the things that went well and write what you think this lead to (consequences of action).
Think about how this positive action could have been further improved.”
(Moodle.uwtsd.ac.uk, 2017)

Analysis is about the overall reflection of the incident and the situation.  To get better result or to understand more about the situations, we will need to break it down to small section of the incident and then look at it very carefully and the decide what went wrong and what could have been done to avoid the situation.




[bookmark: _Toc499935300]Conclusions
According to the Gibbs’ Cycle this is what conclusions means.
“ What should or could I have done differently?
 What stopped me from doing this?
 What did I learn about myself during the experience (positive and/or negative)?
 What did I learn about my current knowledge or level of practice (strengths and weaknesses)?
 Did the experience achieve any of my learning goals or meet any of my required competencies?”
(Moodle.uwtsd.ac.uk, 2017)

Conclusion is the result and outcome of the incident and the situation.  We can look at the circumstances and questioned ourselves if we could have done this any differently and what kind of feedback and experiences can we take from the incident and the situations.




[bookmark: _Toc499935301]Action Plan
According to the Gibbs’ Cycle this is what action plan means.
“What do I need to do in order to be better prepared to face this experience in future?
 Even if the experience was positive and I did well, in which areas can I improve?
 What are the priority areas that need to be developed?
 What specific steps do I need to take in order to achieve these improvements?”
(Moodle.uwtsd.ac.uk, 2017)

Action plan is about what kind of steps we can take next time in we came across a similar situations and incidents.  Also what can we take from this situation, what kind of experiences, knowledge, understandings and what can we develop and improve to make better decision for better future.




[bookmark: _Toc499935302]Evaluate own academic skills to identify potentials areas for improvement and plan the improvement accordingly

By using Swot analysis and Professor Graham Gibbs Reflective Cycle Model I can monitor my work and use these material and information to find my potentials skills for academic and by using these techniques I can improve and develop my understanding in dealing with experiences, also I can look into my targets and goals and deal with the challenges and change them into opportunities.  I can also use the SMART objectives to deal with my challenges and turn them into potential opportunities.  


[bookmark: _Toc499935303]Smart objectives

· Specific - I need to be sure of what I want and when do I want it by and how can I achieve it.
· Measurable -   I need to make sure what I want is measurable and is achievable for the time frame.
· Achievable – I need to look at the time scale, I need to be realistic about the project, is it worth doing it or will it be a wasting money and time consuming.
· Relevant -  the project I want to do , it is worth doing , what will I get from it 
· Time bound – The project I want to do, is it worth doing it by a certain time frame or can I take my time and how much will it cost me to complete it.





[bookmark: _Toc499935304]My Action Plan

	My Goals
	Resources I need
	Challenges I will possibly face 
	I can achieve them by

	Pass my assignments for all modules for year 2017/2018
	I should attend all my sessions including the weekend, despite working night shift as a taxi driver.  I should get involved in group discussion and meet up with class mate after session, work as a team, take notes and do a lot of research.  
	Due to panicking easily and leaving everything till the last moment and having family commitments, I do find it very difficult to maintain and work as scheduled 
	By the end of the year 2018

	Attend all my sessions 
	I need to buy my laptop and stationeries and books to help and support me in doing my course and get all the support from the teachers as much as possible and take notes. 
	I lack in confidences, especially in IT and researching for subjects which delays in getting the job done on time.
	By the end of the year 2018

	Turn my weakness to strength and threats to opportunities
	By using the tools that are provided by the course and the teachers I can change my weakness to strength and threats to opportunities.
	Try to tackle all my threats and weaknesses and turn them into my strength and opportunities 
	By the end of the year 2018

	Reward and award myself as often as I can
	Reward can be anything from going out for coffee with my class mates to relax for few days and not think about assignments or even going way for few days with my wife and young children
	No challenges in awarding myself for all the hard work I put in during my assignments 
	I can treat myself when ever after finishing and passing my assignments












[bookmark: _Toc499935305]Conclusions
By studying Gibbs Reflective Model I have learned considerable amount of material about how I should work and behave and how I should not work and behave in a workplace.  By reflecting on my work and behaviour I can now develop my understanding and knowledge to improve and enhance my opportunities and make better decisions, and by studying my SWOT analysis I can make better decision and know my potentials and abilities are and how I can change my weaknesses to strength and threats to opportunities.  
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Using Gibbs’ Reflective Cycle

Gibbs’ Reflective Cycle (or Gibbs’ Reflective Model)

Gibbs' reflective cycle is a theoretical model often used by students as a framework in coursework
assignments that require reflective writing.

‘The model was created by Professor Graham Gibbs and appeared in Learning by Doing (1988).
It looks like this:
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Gibbs' reflective cycle has 6 stages. They are usually given the following headings:

1. Description
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