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1. Introduction 
I am writing this report so that I can reflect on what I have learnt during my studies in skills for the workplace module.  When I have completed my studies, I would like to get into health and social care by doing another course so that in the future I can pursue my dream of becoming a youth worker. I am going to reflect using Kolb's reflective cycle. I like Kolb’s reflective cycle because it is based on our own experience, and then we can analyse, review it and evaluate it into three stages. I will be writing about time management, CV writing, and public speaking as I will need these in order to have a successful career and career progression.
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2. Time Management
Prior to starting this course, I had always struggled with dyslexia all my life and now I have been diagnosed with ADHD and dyslexia and now I have a better understand of it and I am being supported and learning how to manage with the stress of struggling to understand things that affect my daily life. When covering the time management module, it helped me to learn how to manage my time and what to prioritise. Upon reflecting on the experience, I am glad that I pushed myself to carry on with this course even though I have found it difficult at times. I have learnt a time management skill from Brian Tracey’s ABCDE method in order to prioritise tasks in order so that it is easier to manage for me and less stressful. I have mixed feelings about the time management I try my best and I write notes down in my diary, so that I can manage my tasks and ensure that they are all done. Time management is something that I need to improve on in my daily life in all areas and I believe this course has helped me because I am now able to do my lessons on a Thursday and am relaxed then afterwards will do my other tasks such as tidy the house, take the kids out and get food shopping done etc. Where as before I would get up early try and rush around stress to clean the house and everything before my lesson to make sure its all done. Doing it that way would make me feel so stressed that by the time the lesson came I would not be able to fully focus as I would have other things on my mind.
2.1        Evaluation: Upon reflecting, the good thing about this is that it is challenging me by putting me out of my comfort zone, I am struggling with this task I have only one day to finish it but I am trying my best to complete it and do myself proud.

3. Public Speaking
 When it comes to public speaking, I am not the most confident and can sometimes feel uncomfortable and can make me feel under pressure. When I first started the class, I felt nervous as I did not know anyone, and it was a new thing for me. I have learnt when speaking in public you have to be well versed on what you are presenting as if you know what you are talking about it makes it easier to get up and talk about it. I noticed that I struggle to make eye contact, and this is something that I need to improve on, by doing this it will help to engage with young adults when working as a youth worker. When researching I came across Barrack Obama’s public speaking tips and I learnt a tip called “ wait to weight” and it means to not rush when speaking, but to give the audience time to react and process what your talking about and that by doing this it gives your words weight. I chose Obama because he is someone that I look to as a role model and believe is a good person to follow. I admire how he expresses his views with confidence and can engage with so many people. This course has made me look at things differently and made me take steps to learn to control my emotions whether that’s talking in small or big groups, classroom. When getting ready to say my presentation to the class I was very nervous and scared as I can’t read the best and have to sometimes take my time when I read, then when it came for my turn to give my presentation I was shaking out of being anxious. I had loads of things going through my head like is my work done right, does it make sense, what if I don’t pass, I was very uncomfortable but tried my best even if I was a bit shaky and stuttering. I would like if in over time I didn’t feel as nervous when speaking in front of the class as I think this would make me stress less. 
3.1   Evaluation: I am not a confident public speaker and it is not something that I do a lot of only with friends and family, but now I have done it in classes with people I do not really know I have learnt that it is not as scary as I thought it would be and I think that Id have a little more confidence and knowledge if I had to do it again. In order to overcome my weak areas I would like to write small speeches and just practice by saying it out loud and pretending I am talking to a crowd, I think the practice would help me.
4. Cv and Cover letter Writing
I feel as this subject is more difficult to me than the others as it is something that I have not experienced in my life yet, as I have not had a job, I have never had a CV and before the module I honestly did not know what a cover letter was or even how to write one. I have asked friends for their help in terms of looking at their cv and their examples of a cover letter so I can get an idea of the layout, what information goes on there, and just so I can understand better. I learnt from my course skills in the workplace that in order to write a good cover letter it needs to not be boring and make the employer want to hire you from what you have written for example: I want to be a youth worker, so when writing cover letter , I would write why I want to become a youth worker which is because I want to help people in their lives. I would put in the cover letter any experience that I have and if I do not have any experience then I would put on there any relevant training that I am doing in order to become a youth worker for example I would need to study health and social care level three for at least a year and could be put in a placement to learn on the job. I now know what goes into a cv, your name, where you are based but not your full address, your number, email, personal statement, skills and qualifications and dates of when you achieved your qualifications, any work experience. I found online that I can also use cv writing templates to help me such as; https://www.google.com/url?sa=t&source=web&rct=j&url=https://blogindigo.com/youth-worker-cover-letter/&ved=2ahUKEwiwp9TD787yAhVRZcAKHRHSAcwQFnoECCUQAQ&usg=AOvVaw1CV5jBICXzfu1YwCNu4AtG
I liked this one because it is examples of a cover letter for a youth working job position so I can look at it and can help me for the future for when I have to write a cover letter. I have also learnt that  cv is to make the employer interested in you and to not make it too boring and long has that will not read it all.

4.1 Evaluation: I still would find it hard to write a cv or cover letter by myself without any help, but I now have better understanding of the structure of a cv/ cover letter and know that I can go online to use a range of resources to help me and that I have support from friends or job centre to assist me too.

5. Conclusion
In conclusion these 3 topics are essential to me doing youth work because I need time management in order to prioritise things in the job in order to make your the important things are taken care of first,  I can keep a record of my tasks so that I can be effective with my time management too. Public Speaking will always be hard for me as I don’t have a lot of confidence, I cannot read the best and when I am tired a lot I have trouble remembering things. But I am learning little hacks to help me like post stick notes this helps me remember information, rehearsing to my friends what I am going to say and getting feedback from them also helps me so that I don’t feel silly about it or anxious. I know I need to improve with my confidence but I am hoping it will come in time if I continue to try and step out of my comfort zone. Cv and cover letting writing in conclusion is also difficult for me cause of my dyslexia I don’t always understand things or how to write it and I worry that others will not be able to understand my writing or what I am saying. I am taking steps to improve this by again getting help from friends like by getting them to proof read it and when they are proof reading it asking them to point out mistakes to me so that I will know what to look for. When using Microsoft word I am using grammar and spelling checks to improve my work and trying out different writing formats. I am happy that I did this course because it has given me experience and taught me things that I thought someone like me would not be able to achieve. Now I know without support I can write a cv or a cover letter where as before I probably would have got someone else to do it for me. I can manage my time better by using strategies of what is  priorities and what can wait until later, in public speaking I know it would still be difficult I know that if I rehearse and understand what I am talking about then I can do it no matter how hard it is. I have faced my fears of letting my dyslexia set me back and thinking I can’t do things and now also cause of this course I also know I have dyslexia and ADHD which if I didn’t do this course I would not have even known that. 
I feel a bit worried that I may not pass the course as I don’t always understand and I have found it very difficult at times but at this point I am just proud that I really did try my best and I did actually learn a lot. I also found it hard to do this task and reflect because I always feel bad because I don’t understand things or I find things really hard and it can at times make me want to give up, like I am trying to complete this course and look after my kids, and with it being the summer holidays its hard sometimes to find the time to do my work as they need my attention. So then I get distracted and find it hard to then get back into what I was doing and then even start to lose where I was.
6. References 
Barrack Obama- https://speakingaboutpresenting.com/content/lessons-public-speaking-obama/
Brian Tracey- Eat that Frog 




image1.jpeg
experimentation

experience

lanning or trying X 2
S (doingor having
learned) an experience)

Reflective
observation
(reviewing or
reflecting on the
experience)





