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[bookmark: _Toc64472943]Part 1
[bookmark: _Toc64472944]1.1 Introduction

This assignment is looking into how people work remotely. With the pandemic working remotely has risen significantly and here I will research the pros and cons it has caused for businesses worldwide.
Is working remotely the way forward and how effective or non-effective can it be.




[bookmark: _Toc64472945]1.2 Research

Remote working is not just a perk anymore that was offered to a select few.  
The COVID19 pandemic happened and as an immediate outcome of this, the businesses that do not leverage much of information technology for their core activities had to suspend their operations temporarily but the ones that are largely built around technology had to immediately resort to “Remote Working” as the only feasible option.
And this sudden shift to remote work brought along a lot of initial challenges & teething issues before it started to become the new norm. We were put to an actual test but this sudden call for heroic actions also threw a big challenge to the business leaders, managers & teams that were not adequately ready and equipped to manage the nuances of “remote working”.
Remote working though not an alien concept but is not at all easy to implement and manage at this scale and with such a sudden shock. Some of the prominent apprehensions & inhibitions of the business leaders or managers, associated with “remote working” are; not being able to monitor their teams physically, not being able to micro-manage things, reviewing work & providing feedback is not as simple and most of all it is not easy to keep all the remote team members focussed and aligned to common goals and priorities owing to the factors like lack of face-to-face interaction, social isolation, lack of instant access to information or dialogue and distractions at home.
It is not unusual for people to give excuses (such as poor infrastructure availability, lack of cooperation from colleagues or managers or some other dependency) to do less work than usual as no one is looking over their shoulder. Although, as per a Stanford Research the reality is completely different & it summarises that most of the people if guided well end up being more productive when “working remotely” as they usually end up working more, taking less leaves & time-offs, feeling more accountable.
Therefore, it is extremely important for an organisation to put in place the right processes and tools for enabling as well as managing remote employees.

John Kotter argued that 70% of all major change programmes failed due to a lack of careful planning. He devised an eight- step process for dealing with this ( see appendix 1).
Kotter stresses that hard work, careful planning and building the proper foundations for change are essential to improve the chances of an effective change management programme 
The student says that something that has changed in my business as well as businesses worldwide due to working remotely is payment no longer being accepted by cheque. Allerdale Borough Council being one example.
The decision, which came into effect from April 1, 2020, applies to all cheques sent through the post – or presented in person - to the council’s head office.
Jim Lister, Allerdale’s Executive member for finance and legal, said:
“The decision to stop accepting cheques will bring financial savings for the council. Each cheque currently costs the council about £10 to process and therefore by not consuming this cost the savings can be used to protect vital services across the borough and keep our portion of council tax as low as possible.”

Off to work? For a growing number of employees, that means rolling out of bed, sauntering over to a kitchen table, and firing up the laptop. Forget about the commute, forget about business attire, forget about office chitchat. This is the emerging face of work in the 21st century.
The benefits of enabling employees to work remotely have been driving a steady increase in its acceptance throughout the U.S. 
Last fall, an Owl Labs study projected that by 2025, about half the U.S. workforce would be working remotely for at least part of their week. 42 percent of those who currently work remotely expect to increase the amount of remote work they do over the next five years.
Beyond that, a number of leading companies in different industries have fully embraced the concept of a remote workforce.. Analysts forecast that by the end of this year, 19 percent of the workforce will be made up of contingent workers.
However, that forecast was made before the notion of a global pandemic became a real likelihood. The carefully calculated rise of remote work, which had been projected to follow a predictably smooth curve, spiked with the spreading of the novel virus — threatening millions of people, shutting down schools, transit, and work facilities wherever people could congregate and infect one another. 
Experience has shown that working remotely stands to benefit employers and employees in a number of ways:
· Each remote worker saves their employer an average of $10,000 a year on workspace and related expenses.
· Employers can tap into talent anywhere around the world since their workforce isn’t location dependent. Diversity — which many companies regard as an asset to their workforce — can also grow more easily.
· Better morale among employees with less turnover, lower absenteeism and greater engagement is a likely outcome, even with part-time work from home allowances. Flexible scheduling is a high priority for most employees, and remote work enables it.
· Higher productivity has been repeatedly cited by professionals who work remotely. 
· As an economic development tool, it can help attract new residents to struggling rural communities where living costs are low.
· Remote work can make an organization’s personnel more inclusive by enabling people with certain disabilities or chronic illness to participate.

Working remotely also comes with ta downside. Concentration being one of them. Concentration killers include everything from noise from family or neighbourhood activities to just observing that beautiful view of your backyard from your home office window.
Other people may have a hard time accepting the fact that you're actually working at home—or trying to. Besides the usual doorbell ringers, such as salespeople and people collecting for charities, well-meaning neighbours tend to pop by, assuming that you have time to chat as you haven't driven off anywhere to go to work. Family members may assume you are available to pick up dry cleaning, walk dogs, and sundry other requests.
And then there's the telephone. You'll find that getting people to call you during your non-working hours rather than in primetime is a bit of a challenge.
Another disadvantage of working from home is that you have to motivate and organize yourself. No one’s going to pop by your home office and tell you to get on with things. And unless you’re really skilled at staying on task, you may find yourself succumbing to temptation more easily when you work at home.
Without a proper desk and decent office chair your back, neck, and shoulders will eventually suffer.
There is also the temptation to slouch or put your feet up on the desk for extended periods of time because there is no one looking over your shoulder. It is nice that you can do this while working at home, but bad posture will inevitably lead to visits to the physiotherapist or chiropractor.

The welsh government are exploring options for a network of remote working hubs in towns and communities. This will:
· allow people to work nearer to where they live.
· allow individuals to work together in their local community.
· provide a space for those who cannot or do not want to work from home.
We would like to see a workplace model where staff can choose to work in the office, at home or in a hub location.

Working remotely also comes with security issues. In a recent study, OpenVPN reported that 90% of IT professionals believe remote workers are not secure. At the same time, over 70% think remote staff poses a greater risk than onsite employees.
Here are three bad habits related to remote work that your remote workers may be making that endanger your organization:
1. Accessing sensitive data through unsafe Wi-Fi networks
Your employees’ could be connecting to their home wireless network or accessing their corporate accounts using unsecured public Wi-Fi. This way, malicious actors nearby can easily spy on their connection and harvest confidential information. For instance, data sent in an unencrypted form in plain text might be intercepted and stolen by cybercriminals. For this reason, your employees should not be allowed to access any unknown Wi-Fi networks unless they are using a VPN connection.
2. Using personal devices for work
Your employees’ could be connecting to their home wireless network or accessing their corporate accounts using unsecured public Wi-Fi. This way, malicious actors nearby can easily spy on their connection and harvest confidential information. For instance, data sent in an unencrypted form in plain text might be intercepted and stolen by cybercriminals. For this reason, your employees should not be allowed to access any unknown Wi-Fi networks unless they are using a VPN connection.
3. Ignoring basic physical security practices in public places
Even if cybersecurity is our focus, we can’t completely leave physical security behind when it comes to your company’s sensitive information. For example, there are employees who may be talking loudly on the phone while working in public places, expose their laptop’s screen for the entire crowd inside a café to see, or even leave their devices unattended.
Teach your employees even the most basic security measures, even if they may seem like common sense at first glance. A friendly reminder for them not to expose the data of your business will always be of great benefit.

The student has confirmed that her bills have risen since working from home so although it comes with benefits it also comes at an added cost to the employee.

The average household energy bill could climb by £107 this winter for those working from home five days a week, according to a study by Energy Helpline, which would mean a £1.9bn hike for the energy bills of working households between October and March.
The rising cost of working from home has raised concerns among unions and fuel poverty campaigners who fear that workers could face mounting debts alongside tougher working conditions and extra expenses to set up home-based workspaces.

The student says that mental health and wellbeing has played a huge part in her company due to working remotely.
While there are certainly benefits, there are also a number of pitfalls. As remote working becomes the new normal for many, it’s important companies adapt and put the right policies in place to ensure their employees feel part of the team and don’t burn out.
There are also growing concerns that people’s mental health and well-being can take a hit when working remotely. In the UK, businesses lose £100m every year due to workplace stress, depression and anxiety. Research shows that being “always on” and accessible by technology while working remotely leads to the blurring of work and non-work boundaries, particularly if you work from home.
[bookmark: _Toc64472946]1.3 Findings 



I did a craap analysis on all my sources an example of one is in (Appendix 2).
I found that not everyone is for working remotely.
Finn Faldi states that working remotely causes better morale among employees with less turnover, lower absenteeism and greater engagement is a likely outcome, even with part-time work from home allowances. Flexible scheduling is a high priority for most employees, and remote work enables it.
Whilst Susan Ward states Concentration killers include everything from noise from family or neighbourhood activities to just observing that beautiful view of your backyard from your home office window. Another disadvantage of working from home is that you have to motivate and organize yourself.
The student states that working remotely suits their lifestyle for the better and their morale is at a high as they have to be more disciplined.
The student agrees with concentration being an issue due to surroundings but if you are disciplined it makes it easier.
Statistics show that-
 
· 40% of people feel the greatest benefit of remote work is the flexible schedule.
· 16% of companies exclusively hire remote workers.
· Companies allowing remote work to have 25% lower employee turnover those that don’t.
· 76% of workers would be more willing to stay with their current employer if they could work flexible hours.
· People who work remotely at least once a month are 24% more likely to be happy and productive.
· The number of people who work from home has increased by 140% since 2005.
· 4.3 million people in the USA work from home at least half the time.





[bookmark: _Toc64472947]1.4 Conclusion

It is apparent that working remotely is going to be a way of the future. Businesses have started to make it the new “norm” and taken the plunge to put measures in place to support this.
This research has show me how much remote working has affected the world and how big a change most businesses have had to make to accommodate this and keep their businesses going during this pandemic.

There is so much that goes into such a big change as shown in my research.
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[bookmark: _Toc64472949][bookmark: _Toc24394961]Personal Reflection on Managing Remotely 

Being managed remotely has made me be more organised and take more responsibility of my own work.
I have written some learning logs (See appendix 3) that relate to studying remotely. 
 But I could implement some of it into my working life also.
These are to improve in the areas I’m not so good in and make my life easier.
[image: ]
Gibbs (1988)

[bookmark: _Toc24394962][bookmark: _Toc64472950]2.1 Description

I am currently working remotely and have been since 18th March 2020 due to the global pandemic caused by corona virus. When this hit it forced the company, I work for to bring in working remotely.
This happened so quickly it sent everyone into panic mode as Working remotely wasn’t an option that my company already had in place prior to the pandemic.

We are managed through ‘Teams’ and hold daily meeting through this process also.
I also started my university course during the pandemic so solely everything is online.
This wasn’t a change to me as this is my first year. 












[bookmark: _Toc24394963][bookmark: _Toc64472951]2.2 Feelings

When it got announced that we would be working remotely my first felling was utter panic as I’ve never worked from home.
My job is very technical, and it involves a lot of interaction with my work colleagues at all levels of knowledge in different sectors of the business daily.
Being told that I was going to now be working from home with no one to talk to right there and then pushed me right out of my comfort zone.
As the we are now a year into working remotely, I have got used to is and I prefer it than going into the office. 
The management have learned how to manage us remotely and it is working really well for us.

When I started my university course online, I did struggle a bit at the beginning but now I think I will struggle when it goes back to having to attend the university for lectures s I am now used to online studying online.
There’s nothing that I will benefit from attending the class that I cant get online with the help of Bob my lecturer apart from the social aspect which I think is important.






[bookmark: _Toc24394964][bookmark: _Toc64472952]2.3 Evaluation

At the beginning it was great as the weather was hot and we were sent home from the office without any experience of ever working from home. This meant whilst the company was coming to terms with how to set us all up remotely to continue to work, we were able to enjoy the weather whilst waiting for further instruction from the business.
It meant I got time to spend with my dog all day and recharge myself at the same time.

Once they started to set us up things started to get difficult as everyone was new to this change including the management team. Systems weren’t working as they visioned them to which was causing problems and stress levels heightened.

A few things have had to change due to the way we now work changing. We no longer accept cheques as we have no one manning our post room. We thought this would cause a lot of hassle for customers but in fact it hasn’t as this kind of change. 

The good thing about starting my university course when all learning was being done remotely was that I didn’t ever know how to study by attending the class, so it was just new to me it wasn’t a change I had to make. 
Everything is explained to us prior to the lectures taking place so we know what dates and times we have a session to attend.
The lectures are explained in great depth to give us a good understanding about what the module is about.

A bad thing is sometimes the internet is playing up so you loose signal during a lecture.
The good thing is the sessions are recorded so you can always go back if you miss something out.

Its not always perfect timing regarding noise in the background at home either which can affect that session of learning.
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Once everything was up and running and we had all learned how to work remotely the process started to get better and less stressful. Myself and my team members are now used to working remotely and the majority of us prefer working this way.
Working remotely is much more cost effective from a business point of view. They no longer have to pay the rent on the office that we were in and the bills that come with it.
The don’t have to pay the staff to work in the canteen which is a positive to them as a business but a negative to the staff that got made redundant.
I have found that during this process of the whole world turning to working remotely where they can what is a positive for one person can be a negative foe the next.



I conducted a questionnaire on 10 of my colleagues (see appendix 4) Collecting both qualitative and quantitative date to see if they did or didn’t prefer working remotely.

The results show me that 71% said yes and 29% said no (see appendix 5 )
8 colleagues said yes and 2 said no so I worked out the mean for the data and the result is 5.
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With the right materials working remotely could be the way of the future as shown in this current pandemic. 
Businesses are realising how much more cost effective it is and people are now thinking that they prefer working remotely as their work life balance is much more productive.
For myself this has definitely made my working day more pleasurable. I have cut out the traveling to and from work time which allows to replace those times with exercise or housework.
If this is going to be a way of the future, I am already used to working this way.
I have written a gap analysis and action plan to help me along the way achieve my best ability in all areas of working and studying (see appendix 6  ) 
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KOTTER’S EIGHT-STEP APPROACH TO CHANGE


Finish
	Embed changes
into the organisations 
culture 


	Build on wins: Quick 
wins are important but 
always remain focused 
on the log term






	Generate short-term wins:
Nothing motivates better than
Success.



	Remove obstacles: Change any 
systems or structures that undermine 
the vision.



	Communicate the vision: Talk about the vision
frequently and enthusiastically with staff.



	Develop a vision for change: link change to an overall 
vision that people can identify with.


	Form essential coalitions: Assemble a group with enough 
Power to implement the change.





	Establish a sense of urgency: Identify the competitive realities facing 
the organisation.


start


Appendix 2
	C
	The balance small business was published in 2001 and recently updated September 17th, 2019.The information that was updated September 17th, 2019 has provided me with the information I require. The links to this website are fully functional.

	R
	The information relates to the topic I am researching. The intended audience is the workplace. I analysed a few sources before choosing this website.

	A
	Susan Ward is the author, and the publisher is Dot Dash. Susan Ward Won Small Business Influencer Awards in 2011, 2012, 2013 and 2014.
Susan Ward wrote for About.com (now Dot dash) for 18 years, covering small business topics until 2019.

	A
	The information is published by expert writers with extensive qualifications and expertise. It is also measured by comScore a leading internet measurement company. 
The writers create original, accurate, engaging content that is free of ethical concerns or conflicts.

	P
	The purpose of this information is to Learn everything you need to run a successful small business, including business planning, accounting, and bookkeeping, small business financing and loans, sales and marketing, hiring employees, and more.




Appendix 3

Learning logs

	Module Code: BMSK4008                                                                 Date:16/02/2021                                                                                           

	Session number and date: 1 & 2 16th Feb 2021
Student name: Renee kennedy 
Teaching session evaluation: Managing remotely. 


	What Happened?

	This session was about the Module content and what pointers will be discussed in each session. 



	How do I think/Feel about this? This was explained in great detail to me which makes me feel confident about this module and I know what subjects we are going to cover.



	How well or how badly did it go? It went really well I felt like I took a lot of notes and this is something that I am getting better at.



	My conclusions /reflections /Lessons learned 

	What did I learn? I learned how to write a learning log and how to tie it in with y action plan.



	What have I achieved? I have started writing my assignment and researching so I am already making progress.


	What have I learned about myself? I have learned that I am not the best note writer and that I get easily distracted.



	How does what im learning lead to me being better at a skill? It shows me what areas im strong in and what areas I am weak in . This will help me work on the weaker areas to make me better at it . I am already seeing progress in my note taking skills.



	What is my smart objective? By the 31st September 2021 I will of got better at my speed of note taking and my ability to highlight important information from my lectures.





	Module Code: BMSK4008                                                                 Date:20/02/2021                                                                                           

	Session number and date: 3 & 4 20th Feb 2021
Student name: Renee kennedy 
Teaching session evaluation: Managing remotely. 


	What Happened?

	This session was a recap of the last session. We also discussed skills in the workplace. 



	How do I think/Feel about this? This was explained in great detail to me which makes me feel confident about this module and I know what subjects we are going to cover.



	How well or how badly did it go? It went well but I did struggle to understand writing as a 3rd person it took a while to get my head around it.



	My conclusions /reflections /Lessons learned 

	What did I learn? I learned about academic argument and how that is for and against.



	What have I achieved? I have more knowledge in assignment writing and feel like im one step further than I was from the session before.


	What have I learned about myself? I have learned that even the simplest thing ca really throw me. For example, writing as a 3rd person.



	How does what im learning lead to me being better at a skill? It shows me what areas im strong in and what areas I am weak in. This will help me work on the weaker areas to make me better at it.



	What is my smart objective? By the 31st of September 2021 I will of got better at knowing how to write as a 3rd person confidently.






Appendix 4 

Questionnaire 
	
	Do you prefer working remotely rather than in the office? (Y/N) Explain why?

	Has working remotely impacted your productivity?
(Y/N) Explain why?
	Has working from home been cost.
effective?
(Y/N) Explain why?
	Do you feel your work life balance is better?
(Y/N) Explain why?
	Do you find it hard to switch off from work now you are working remotely?
(Y/N) Explain why?

	Colleague 1 
	Yes, as I can get my housework done during work hrs.
	Yes, I work better without someone over my shoulder.
	Yes, I don’t have to pay and travel expenses.
	Yes, I spend more time with my kids.
	No, I count down the mins to log off.

	Colleague 2
	Yes, my working day is much shorter as I don’t have to factor in travel time.
	Yes, as I’m in the house on my own so don’t get distracted speaking to people. 
	Yes, I don’t need to buy a monthly bus pass. 
	Yes my working day is much shorter.
	No, I enjoy the time to log off and switch off.

	Colleague 3
	Yes, I get time to exercise during my lunch break instead of in the evenings.
	Yes, I can concentrate on just my own work im not helping others. 
	Yes, my petrol is lasting me twice as long.
	Yes I spend more time with my dog.
	No, I swich straight to home life.

	Colleague 4
	Yes, I get time to spend with my kids all day.
	Yes, maybe not as positive as someone with no kids in the house.
	Yes, I eat less at home no extra cost of packed lunches.
	Yes, I have more time to myself in the evenings.
	No, it’s the best part of the day. 

	Colleague 5
	No as I have small children in the house that require a lot of my attention
	Yes, not for the better its hard working with kids around.
	Yes, no commute costs.
	No as I am constantly around my kids.
	No, I look forward to the switch over.

	Colleague 6
	Yes, I get more done as I don’t like being micro
Manage. 
	No, I don’t seem to be getting any more work done or any less.
	Yes, I don’t need to pay for a yearly train pass.
	Yes, my working day is much shorter as I don’t have to factor in travel time.
	Yes sometimes.
If I have had a stressful day.

	Colleague 7
	Yes, I spend more time with my dog.. 
	Yes, I can multitask as homework whilst I’m cooking for example.
	Yes, no travel costs.
	Yes, I get to walk my dog more.
	No, I find it easy.

	Colleague 8
	Yes, I do not miss the smelly train commute twice a day every day.
	Yes, as we are now busier since having to make people redundant due to covid.
	Yes, no fundraiser at work costs for charity. 
	Yes, my child now recognises me. 
	No, I easily switch off.

	Colleague 9
	Yes, I can get all my washing done in the days.
	Yes, its quieter so I get a lot more work done. 
	Yes, I save on my train pass
	Yes, I get more time to do me.
	No, I look forward to this part of the day. 

	Colleague 10
	No as I have young children, so my house is very loud. 
	Yes, in a negative way as I get distracted by my children. 
	Yes, I save on my bus pass and lunch.
	No as it’s not separate. 
	No, I find it easier from home.





	



	
	
	
	
	

	
	Do you feel as productive at home as you do in the office?
(Y/N) Explain why?
	Is there anything that stops you working remotely as good as in the office?
(Y/N) Explain why?
	Do you have a separate room in your home to work from?
(Y/N) Explain why?
	Do you have regular contact with your work colleagues?
(Y/N) Explain why?
	Do you have all the necessary equipment to work remotely? 
(Y/N) Explain why?

	Colleague 1
	Yes, maybe more because its quieter at home.
	Yes, face to face contact. 
	Yes it separates my home and work life.
	Yes everyday over teams.
	Yes everything I need to do my job.

	Colleague 2
	Yes, Much more as I home alone.
	Yes, human contact and socialising. 
	No I don’t have the space. 
	Yes everyday over teams.
	Yes until something breaks.

	Colleague 3
	Yes, I am happier working remotely so a lot more productive.
	Yes, my postman knocking 5 times a day. 
	No I don’t have the space. 
	Yes everyday over teams.
	Yes I have all the essentials.

	Colleague 4
	Yes, I much prefer it its quieter.
	Yes, having help with queries there and then. 
	No I don’t have the space. 
	Yes everyday over teams.
	Yes everything I need to do my job

	Colleague 5
	No, it’s too easy to slack at home as no one is watching you.
	Yes, the distractions of the world going by outside my window.
	No I don’t have the space.
	Yes everyday over teams.
	Yes everything I need to work 

	Colleague 6
	Yes, I just find it hard that you can’t just walk over and ask someone a question. 
	Yes, my dog barking all day. 
	No I don’t have the space.
	Yes everyday over teams and sometimes over the phone.
	Yes everything I need to do my job

	Colleague 7
	Yes, more as its quieter and no one to distract you. 
	No, I work better in a quiet environment. 
	Yes I have a spare room.
	Yes everyday over teams.
	Yes everything I need to do my job

	Colleague 8
	Yes I like to work in silence. 
	Yes, My child at times.
	No I don’t have the space.
	Yes everyday over teams.
	 Yes I have been provided with everything I need 

	Colleague 9
	Yes I get more done without the distractions of a noisy office. 
	Yes, my neighbour’s kids running around all day. 
	Yes I have an office at home.
	Yes everyday over teams.
	Yes I have everything I need.

	Colleague 10
	No my mind wanders easily.
	Yes, Advice on hand.
	No my house is small.  
	Yes everyday over teams.
	Yes I have been given the essentials.
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Appendix 6 


Gap Analysis 

	         Objective                           Current Position                      Deficiency                                Action

	What do I want to do ?
	What can I already do?
	What am I lacking?
	How do I fix this ?

	
	
	
	

	To be able to take effective notes that I can go back and understand what I have wrote down and elaborate on them.
	I can take basic notes, but they are not always detailed enough.
	Im lacking the concentration and being able to listen and write at the same time.
	I will Listen to podcasts and practice my note taking by 31st September 2021  

	I want to be able to be better in my computer skills.
	I can navigate and find out how to do things through google or friends and family.
	Im lacking experience in Microsoft word 
	I will go through Microsoft word with a family member in more depth for example how to complete a power point by 31st June 2021

	To be able to read and concentrate without being so easily distracted.
	I can read but my mind wanders.
	I lack Concentration.
	I will start to read books in my spare time and see improvement by 31st September 2021 

	To be able to navigate the university library for research 
	I can use it basically 
	Experience 
	Navigate the library more often to get more familiar with it by 31st September 2021

	Improve my time management.
	I can get things done but not always in the best time.
	Organization skills.
	Learn to stick to a to do list by 31st September 2021

	Improve on my active listening.
	I listen but I get distracted easily
	Concentration skills.
	Concentrate on what am listening to instead of thinking of other things by 31st September 2021



Action Plan 
	Objectives                 Tasks                        Success Criteria        Time Frame              Resources

	List your goals 
	What do you need to do to achieve these goals?
	How do you identify your goals?
	When do they need to be done by?
	Who or what do you need to help you?

	To be able to take effective notes.
	I need to listen to podcasts and practice taking notes.
	I will access my progress using a numbers structure.
(1 poor - 10 being excellent)
	31st September 2021
	Podcasts

	To Improve my computer skills. 
	Practice with a family member that is advanced in using a computer.
	I will access my progress using a numbers structure.
(1 poor - 10 being excellent)
	31st June 2021
	Family member

	Improve my reading and contraction skills.
	I need to start reading more often.
	I will access my progress using a numbers structure.
(1 poor - 10 being excellent)
	31st September 2021
	Books

	Improve my research skills. 
	The university library.
	I will access my progress using a numbers structure.
(1 poor - 10 being excellent)
	31st September 2021
	The university library.

	Improve my time management.
	Stick to a ‘To Do’ list.
	I will access my progress using a numbers structure.
(1 poor - 10 being excellent) 

	31st September 2021
	A personal Diary.

	Improve my active listening
	Concentrate on what I am listening to and not let me mind wander 
	I will access my progress using a numbers structure.
(1 poor - 10 being excellent)
	31st September 2021
	Books to read 
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