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Executive summary
This report represents an analysis of pre placement skills, post placement skills and personal reflection on internship at Ammanford recycling Ltd. This report demonstrates the ability to self-reflect upon an experience and personal skills as well as providing recommendations for further skills development and recommendations for the organisation to consider for future intern applicants.
1.0 - Introduction
This report aims to investigate personal reflection after having completed internship and volunteering at Ammanford recycling Ltd. Ammanford recycling Ltd is a large scrap recycling industry situated in Ammanford. This corporation was chosen due to their efforts within sustainability. Sustainability is the main theme within Carmarthen’s business school’s module therefore I wanted to apply the skills learnt throughout the last three years of studies to the internship. 
Ammanford recycling was established in 2007 as a small local organisation responsible for recovering and recycling metals, the company has grown phenomenally over the last thirteen years. The organisation has two branches, one situated in Llanelli and the main one situated in Ammanford. The company employs around thirty staff that work between both of the locations. Ammanford recycling has an estimated turnover of 8 million pounds within the Ammanford branch and an additional turnover of 3 million pounds in the Llanelli’s branch. Volunteering for this organisation provides valuable opportunity to develop an understand how a small local company has evolved into a multimillion-pound business whilst developing personal skills and gaining an insight into valuing local resources whilst developing a local growing business.
This report critically evaluates and identifies personal skill development prior to placement and post placement. The report will also look to identify skills that must be further developed as well as contrast and compare skills prior to placement to those developed having completed placement.
Gibbs model of reflection has aided the understanding and development of this report. Gibbs’ reflective cycle is extremely useful within this report as it encourages reflection within all stages of an experience which helped in remembering key emotions and actions in the reflection process (G, 1988). The image below illustrates the different stages within the cycle.
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(Oxford Brookes University , 2020)

The model above has aided this reflective report as it places importance on description, feelings, evaluation, analysis, conclusion and action plans which are each main components of the reflective process. Advantages of following Gibbs model of reflection involves providing individuals with a clear insight to what an individual has learnt based on experiences and it also provides individuals with accurate judgement whilst reflecting (EPM, 2020). However, it is a very simple model therefore may not prompt critical thinking and this model can be viewed as a reactive approach rather than a proactive approach that improves skills (University of Edinburgh , 2020).

2.0 Main findings
2.1 – pre placement skills self-reflection
[bookmark: _Hlk35962444]Prior to the completion of placement, a pre placement skills audit was completed which can be found within Appendix A. The pre placement skills audit identified specific strengths and weaknesses within my personal development. The pre placement skills audit identified that my personal skills include having a positive mindset to complete tasks and in-depth knowledge within sustainability having completed a university module involving sustainability. Having an understanding within factors of sustainability became a motive to find a sustainably driven organisation. According to Pianko, employers are interested in an individual’s traits and core skills when choosing applicants for internships (Pianko, 1996). This demonstrates the importance of contributing personal skills such as knowledge within sustainability as this will demonstrate to the organisation that skills can be related and used during internship. 
However, the pre placement skills audit identified personal weaknesses within communication skills, time management, confidence and adapting to new situations. These weaknesses were apparent as I felt extremely nervous prior to beginning placement. Having identified personal weaknesses within my personal skills, SMART objectives were implemented to hopefully overcome these.
SMART is an acronym for the following stages of completing an objective… Specific, measurable, achievable, realistic and timed (Zahorsky, 2019). My SMART objectives created prior to placement include completing anticipated duties in regards to expanding the company’s social media tools, improving my confidence skills and being punctual in terms of time management. This tool enables individuals to set realistic goals and ways in which to achieve them, provides an effective reminder of tasks that must be completed, aids in time management and lastly it provides an effective way to complete goals within a time frame (Reddy, 2020). The SMART objectives created prior to placement can be found within Appendix B.
A SWOT analysis (found within appendix C) was also completed prior to placement, this analysis involves looking at an organisations Strengths, weaknesses, opportunities and threats. According to professionals, the SWOT analysis provides a useful business and management development process (Pickton & Wright, 1998). Through considering an organisations strengths, weaknesses, opportunities and threats… analysis becomes effective as it is easier to distinguish company advantages over competitors as well as what aspects within the business need improving (Coman & Ronen, 2009).
Prior to the completion of internship and having completed analysis such as the SWOT and SMART objectives, it became apparent that potential risks could interfere with personal company goals. To reduce risks such as being unable to complete my SMART objectives, the triangle risk management template below became useful. This template aids in identifying what problems may interfere with a goal, assess the probability of the risk and the impact of the issue and then provides a template to form a plan to implement in order to manage the risk (Juneja, 2019). The triangle demonstrates the importance of considering quality, budget and schedule. Creating a SWOT and smart objectives found within the appendices indicate risks that may potentially occur on placement. 
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 (Blogspot, 2014)
Prior to the completion of placement, it became apparent that a limitation would involve the limited duration of 20 days to complete tasks and develop upon the skills that I wish to enhance. The risk involved not achieving the goals and smart objectives within the time frame. However, to try to lessen this risk a GANTT chart was created.
A GANTT chart is a project management tool which aids in the scheduling and planning of tasks. The GANTT chart created prior to placement can be found within appendix D. This tool was used to visually plan tasks that I must complete by the end of placement. Benefits of using a GANTT chart involve clearly represented deadlines for tasks, a visual guide and lastly the chart staggers tasks which makes reaching a goal feel easier to achieve (Apm, 2020)
Prior to beginning placement, tools such as SWOT, SMART and the GANTT chart were created to ensure that placement was well thought through and risks minimised to ensure the time spent volunteering were effective. The risk management tool below aided in recognising potential risks and how to plan measures to overcome them, the risks were then considered whilst creating the GANTT chart. 
[image: ] (Lonergan, 2015)

2.2 - Personal reflection regarding internship at Ammanford Recycling Ltd.
During placement it became apparent that certain risks involved being out of touch with the industries clientele. It was a challenge to understand what type of posts clients would like to see on social media as the industry itself was new to me. Applying the risk management process tool as planned, strategies to overcome challenges were easier to create. Having identified the issue involving being unsure of the posts that relate to Ammanford Recycling’s customers. The probability of this risk happening was moderately high if no effort was made to learn more about the industry. This risk was overcome by communicating with staff, learning about the industry as well as talking to customers.                                             Gaining feedback from customers provides an insight into what customers would like to see within the company in relation to social media and internet tools. Having gained insight into what customers want to see and what posts are applicable to the company provided a resolution to overcome the limitation. Gaining feedback was also an allocated goal in the GANTT chart created prior to beginning placement therefore this became another goal achieved.
 Findings suggested that customers enjoy imagery of the scrap yard and images to demonstrate what metal pieces the company have for customers to buy. For example, the main shared consensus demonstrated that customers would benefit if the company would share images of what cars have come in to be scrapped including what car parts have been stripped such as radios etc as many customers purchase these parts.
Having spent time learning what customers want, this was then fed back to staff and it became apparent that implementing images on social media could create risks such as competitive advantage as competitors could try to offer better deals and prices after seeing the organisations posts. Mid placement a solution for this limitation was made, creating a private Facebook group was a strategy to give customers what they want as well as keep information relatively private in order to avoid competition. This strategy was implemented by communicating with existing customers as well as new and giving them the option to be added to a group chat where the latest information and price fluctuation for materials will be shared. This saves customers time and provides constant communication with customers to build a healthy customer relationship. Most clients asked to be added to the group which meant that public posts could be kept generalised. 
Prior to completing placement, a GANTT chart was created to plan placement and to ensure tasks were completed within a specific time frame, this improved time management which is useful having identified that this was a personal weakness within my pre placement skills audit.
However, during placement the GANTT chart became challenging to follow as staff continuously required alternative tasks to be completed therefore the chart made prior to placement soon became irrelevant. On reflection, the GANTT chart created prior to placement was to generalised therefore creating daily charts with a segment of daily activities in detail was more applicable.

2.3 - Post placement skills self-reflection
Having completed placement, a post placement skills audit was completed which can be found within Appendix E. On reflection, the main skills necessary on placement involve communication skills as these are vital skills to have whilst on placement as internship provides multiple situations where individuals must be able to communicate with new individuals and other staff, this also makes it easier to be accepted by other staff.
Time management was another important skill on placement. Professionals suggest, when time management is effective the ability to focus is improved along with improved decision making and stress is reduced (AppointmentPlus, 2015). 
The ability to be organised with tasks is vital, this can be aided with GANTT charts and other management tools as mentioned within the personal reflection. This also involves planning goals and daily activities beforehand which creates greater productivity. Being organised by ensuring that a work bag is prepared the night before placement will also support time management and being punctual (Caolo, 2014).
Having completed placement, I have learnt numerous skills such as communication, interaction with a range of various ages, time management whilst ensuring to arrive to placement on time, being presentable and smart, staying well-mannered and professional, learning through new tasks by volunteering to complete additional tasks and lastly the ability to work as a team was practiced daily at the organisation. Ammanford recycling Ltd prioritise team work, each task demands hard labour therefore team work is vital within the scrap industry. According to professionals, encouraging team work within the workplace allows staff to feel appreciated and it allows staff to create friendships which in turn creates a happy workplace (The happy manager , 2020). According to Maslow’s hierarchy of needs triangle below, once an individual’s safety needs are met through being employed, they are able to reach the love and belonging stage of self-development. This stage is met when the employee feels friendships and a sense of connection which could take place through team exercises such as the strategy of completing tasks in Ammanford recycling. The friendships and sense of connection will strengthen the employees esteem allowing them to feel respected and more inclined to work productively leading to employees being self-actualised. This benefits the employees and the organisation as the employee will feel valued and work productively creating benefits for the organisation (McLeod, 2013).


 [image: ] (Hopper, 2020)
Confidence was a main skill lacking prior to internship however having spent time in an unfamiliar environment with new individuals this skill had to be actively practiced. Prior to placement I would have avoided new situations with new people at all costs however the internship forced me out of my comfort zone and strengthened my adaptability skills which also developed my confidence skills as now I am aware that I can work well and enjoy situations that I previously avoided due to nerves. 
Placement provided opportunity to learn new skills such as working on the weigh-bridge, dealing with difficult customers, how to manage conflict such as staff being unhappy with working rotas, placement taught me how to address issues such as the rota through using technology I was placed responsible to create a new rota for the week. The solution for this problem was to communicate with staff, the problem was then solved. I also learnt new knowledgeable information regarding how the scrap industry works and the different mandatory regulations enforced to ensure that the environment is safe and sustainable. I was unaware of many of these regulations prior to placement. Lastly, having spent the majority of placement with the organisations chartered accountant I was able to learn how she pays wages and how the financial side of a company works.
Through comparing the pre placement skills audit to the post placement skills audit it is clear that key skills have improved as a result from taking part in the internship. Prior to completing placement, answers were divided between ‘gathering speed’, ‘well on the way’ and ‘already there’. However, having completed the post placement audit it is apparent that now all answers are either within the ‘gathering speed’ or ‘already there’ section. Comparing both audit demonstrates that skills such as problem solving (question 1), creativity (question 2), being dynamic orally and written (question 9 and 10) and working well with others (question 13) are all skills which have been improved as the skills audit shows that they have all moved from being in the ‘well on their way’ to ‘already there’ having completed the internship.  
Ammanford Recycling’s manager Steve Melbourne completed a Post placement review and feedback of my internship found within Appendix F. Having read over the feedback I am delighted to see that my efforts and hard work were acknowledged and that the feedback was positive. The positive feedback has further developed my confidence, giving me the confidence to complete more internships to develop further in preparation for the working environment.  

3.0 - Conclusion
To conclude, prior to the completion of placement at Ammanford recycling Ltd, certain skills such as time management, being adaptable, communication and confidence skills were all skills that could be improved upon. Placement provided the opportunity to develop and enhance these skills and learn new ones such as being able to deal with conflict within the working environment and how to work effectively within a short time frame. The pre placement and post placement audit provides evidence that completing internship improves personal skills as these audits could be compared and contrasted to develop findings. Findings outlined that specific skills such as problem solving, being dynamic orally and in written form and working well with others have all been improved as a result of taking part of the internship at Ammanford recycling as these skills had moved from ‘well on their way’ to ‘already there’. This demonstrates that internship has created positive improvements to my self-development and the skills learnt from placement can be used within my future career and development.
4.0 - Recommendations
This section provides a set of personal-recommendations and recommendations for the corporation to consider for their next intern applicant.
	Recommendations

	Personal recommendations

	The following quotation supports the first personal recommendation. According to LCC International university, ‘experience is important for your self-development and it helps us reach our goals’ (LCC International University , 2019). Accepting opportunities to develop new skills rather than shying away from them with nerves is extremely important as it enables individuals to be a part of new experiences which supports the universities statement.

Secondly, taking part in further internships to continue to develop personal and transferable skills, this will enhance future career opportunity as well as provide new opportunities to enhance a working CV. According to professionals gaining experience through volunteering ‘differentiates’ individuals from job competitors (The institute of engineering and technology, 2020)
This allows individuals to also learn more about different industries. This is another important recommendation especially before taking part in an internship as learning about the industry that you are about to work within will make the experience easier.

According to professionals, ‘technology is every changing and this is where the future work will be’ (Shelfers, 2020). This demonstrates why continuing to develop technological skills are important and placement also highlighted that these skills are extremely useful and allowed me to have skills that other employees lacked in this department.


Sharing information with other team members and listening to feedback is crutial in the working environment. According to DeFranzo, ‘Feedback is often mistaken for criticism. In fact, what is viewed as negative criticism is actually constructive criticism and is the best find of feedback that can help to formulate better decisions to improve and increase performance’ (DeFranzo, 2015). This enables individuals to learn more as well as potentially improving task outcomes

According to Professor Haanaes, ‘Sustainability is becoming more important for all companies, across all industries. 62% of executives consider a sustainability strategy necessary to be competitive today, and another 22% think it will be in the future’ (Haanaes, 2016). This demonstrates the importance of continuing to develop knowledge within sustainability. Having knowledge within sustainability from university modules provided me with knowledge to share with the organisation. It was also extremely interesting to discover how sustainable my chosen organisation is. I am also aware that most organisations must comply by regulations to support the wellbeing of the environment.



	Corporation recommendations

	It is sometimes challenging for corporations to establish how to effectively mentor an intern due to the pace and the flexibility needed in each working day. Managers and staff are often occupied with their own workloads therefore providing additional time for interns can be challenging. Below are recommendations for mentors to consider whilst accepting interns.

Firstly, often interns would appreciate structure such as working hours and tasks allocated as this provide interns with a focus task for each day. From experience, mentors often want to help interns therefore they are laid back when allocating tasks and working hours. However, this can also be more difficult for interns as structure provides productivity and allows interns to plan their life with work life effectively.

Secondly, ensure that tasks are explaining by staff with clarity, this could help an intern significantly as often staff may think that a task is simple and easy however they may forget that the task may not be easy to a new intern in an unfamiliar working environment.

Thirdly, organisations should ensure a mentor is with the intern at all times or at least for a majority of the time to avoid the intern having large proportion of times unable to work or being bored.

Companies should provide open access to internships to access all rooms of the business. Often interns can feel excluded and not trusted compared to other staff. However, if interns are treated like staff this will allow the intern to feel accepted and trusted as part of the team, this also avoids discrimination.

Mentors could encourage interns to record a daily record of activities and experiences this creates an easy reflection process to follow on reflection.

Lastly, mentors could supply interns with daily timetables of activities to complete by the end of the day or a GANTT chart to follow for the duration of the internship as this provides interns with guidance to follow and will allow staff to continue with work rather than continuously needing to supply interns with tasks. This will reduce staff becoming distracted whilst providing interns with plenty of activities and tasks to complete within the time frame without needing to disrupt staff.
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Appendices
Appendix A - Completed Pre-Placement Skills Audit
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Appendix B - SMART objectives
B1
	Specific
	Marketing the business using specific social media platforms such as creating a Facebook and Instagram page and providing relevant information to increase sales.

	Measurable
	I am taking measures to ensure that I achieve this through applicable posts and regular up-to-date information to attract customers.

	Achievable
	This is achievable over the course of twenty days. 

	Realistic
	I believe that this goal is realistic as social media platforms are becoming a huge source of attracting customers which is forcing smaller business to adapt. Social media is also very convenient for customers and businesses. This goal allows Ammanford Recycling Ltd to begin marketing their business through very low costs or for free and to become up-to-date with current trends and other businesses. This is a realistic strategy which creates impact if managed correctly.

	Timed
	Placement will take place from the 15th of July until the 3rd of August. The goal will be accomplished by the 3rd of August.



B2
	Specific 
	Improving my confidence, having completed my skills audit I have identified that I lack confidence whilst discussing my opinions.

	Measurable 
	I will take measures to achieve this through attending my placement in consecutive days to make an effort to know the individuals within the corporation and through making a conscious effort to communicate with individuals within the workplace.

	Achievable 
	This is achievable throughout my twenty-day placement.

	Realistic 
	I believe that this goal is realistic as I have decided to work in consecutive days which will provide me with the opportunity to feel comfortable with staff whilst getting to know them which will provide me with opportunity to communicate and improve on this skill.

	Timed 
	Placement will take place from the 15th of July until the 3rd of August. The goal to improve this skill may take longer than the placement duration although placement will provide me with a good starting point.




B3
	Specific 
	Having completed the skills audit I have identified that my time management and my organisation skills have opportunity to be improved.

	Measurable 
	I will take measures to improve my organisation and time management through setting a timed goal to arrive at placement and to organise any stationary or items that I may need for placement the night before.

	Achievable 
	This will be achievable throughout my twenty-day placement.

	Realistic 
	I believe that this goal is realistic as I have decided to attend placement throughout the summer therefore, I have time to ensure that I can be organised and punctual within placement. 

	Timed 
	Placement will take place from the 15th of July until the 3rd of August. The goal to improve this skill may take longer than the placement duration although placement will provide me with a good starting point.



Appendix C – SWOT analysis
	S- Strengths
	      -    Staff morale is generally high
      -    Highly experienced machine                            operators
      -    Experienced staff
      -    Creating profit
      -    Developed website

	W-Weaknesses
	· Saturated market
· Highly competitive industry
· Cost fluctuation of material cannot be predicted
· Out of date with social media platforms

	O-Opportunities
	· People are becoming more conscious of our planet and are more inclined to recycle
· Benefits customers (they get paid when contributing to the business)
· Involves a huge variety of customers from businesses to recycling small house hold items

	T-Threats
	· Government policies change
· Potential economy downturn which affects purchasing and spending power
· Competitors 




























Appendix D – GANTT chart
	Tasks
	15th July 2019
	16 
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31
	1st August
2019
	2
	3

	Establish Facebook account
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Find particular tones and images to remind customers of the business service
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Improve awareness of the corporation- regular interaction through useful posts
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Encourage customers to write reviews and create awareness about the new page
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Establish Instagram account 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Take primary images to remind customers of the business service- post them on both new pages
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Improve awareness of the corporation on Instagram- regular interaction through useful posts
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Develop feedback about the pages and create adjustments and improvements based on feedback
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Show staff employed in the business how to use the tools and express what I have found from developing these tools- i.e. what customers want to see on the pages. This will allow the business to continue using these tools.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



2

Appendix E - Post placement skills audit
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INTERNSHIP & VOLUNTEERISM
Assessment 3 – Post-Placement Skills Audit
Name: Alexandra Olivia Safadi

Placement Provider: Ammanford recycling Ltd

Date: 13th March 2020
The purpose of this skills audit is to assess your skills set prior to you undertaking your placement to establish what skills you need to improve on during your placement.  Please be honest, take some time for self-reflection and when responding to each skill try to think of an example of when you may have done this. 
	Skill
	Already there
	Well on the way
	Gathering speed
	Not currently

	I think about the whole system when working to solve problems and developing ways of doing things 
	x
	
	
	

	Example: 


	I have the ability to ability to address current and future problems creatively
	x
	
	
	

	Example: 


	I am confident in assessing and critiquing a range of information sources
	x
	
	
	

	Example: 


	I have a critical understanding of connections between environment, social and economic factors
	X
	
	
	

	Example: 


	I am capable of engaging in self-reflection and analysis
	
	x
	
	

	Example: 


	I have a commitment to life-long 
	
	x
	
	

	Example: 


	I am committed to supporting and encouraging others with life-long learning
	
	x
	
	

	Example: 


	I am innovative and adaptable, proactive rather than reactive
	x
	
	
	

	Example: 


	I am an engaging and dynamic communicator (written) 
	x
	
	
	

	Example: 


	I am an engaging and dynamic communicator (oral) 
	x
	
	
	

	Example: 


	I am an effective networker
	
	x
	
	

	Example: 


	I am an effective facilitator 
	
	x
	
	

	Example: 


	I work well in cooperation with others
	x
	
	
	

	Example: 


	I am a well-practiced and effective active listener
	x
	
	
	

	Example: 


	I can organize myself and manage my time effectively
	
	x
	
	

	Example: 


	I understand how to act as a responsible citizen
	x
	
	
	

	Example: 


	I have a clear vision of forthcoming change and how to act to realise a sustainable future
	x
	
	
	

	Example: 


	I feel competent in leading on change for social, environmental and/or economic benefit
	x
	
	
	

	Example: 


	I feel comfortable speaking openly about my values
	
	x
	
	

	Example: 

	I can lead with integrity driven by my own values
	x
	
	
	

	Example: 



Appendix F - Post placement review and feedback
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POST-PLACEMENT REVIEW AND
FEEDBACK

Dear Participant

Many thanks for your involvement in the work
placement. | hope that the experience was a valuable
and rewarding one, whether you were a Placement
Provider, Student or Placement Tutor. The University of
Wales Trinity Saint David reviews the provision annually
for enhancement purposes and so we would be pleased
to hear your feedback on any aspect of the placement.

If you wish to participate, please use this form to record
your views. I'd be grateful if you would return the form
either in person, by postal mail or email to the contact
details below.

Yours sincerely
Jessica Shore

Placement Coordinator

j.shore@uwtsd.ac.uk

Name of provider's
organisation:

Ammanford Recycling Ltd
Name of student: Alexandra Olivia Safadi

What were the positive aspects?

Alexandra was extremely eager to participate in all tasks allocated to her, she
helped our employees complete their tasks as well as establishing the companies
online presence as we hoped. Alexandra also then showed some of the staff
members how to continue using the online tools which is extremely helpful as many
staff were not previously confident using social media tools. It was a pleasure having
Alexandra work in our company and | wish her all the best in the remaining time left
of her studies at the university.

Were there any problems?

None

Do you have any recommendations for enhancement for the future?
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FEEDBACK
Dear Participant

Many thanks for your involvement in the work
placement. | hope that the experience was a valuable
and rewarding one, whether you were a Placement
Provider, Student or Placement Tutor. The University of
Wales Trinity Saint David reviews the provision annually
for enhancement purposes and so we would be pleased
to hear your feedback on any aspect of the placement.

If you wish to participate, please use this form to record
your views. I'd be grateful if you would return the form
either in person, by postal mail or email to the contact
details below.

Yours sincerely
Jessica Shore

Placement Coordinator

j-shore@uwtsd.ac.uk

Name of provider's
organisation:

Ammanford Recycling Ltd
Name of student: Alexandra Olivia Safadi

What were the positive aspects?

Alexandra was extremely eager to participate in all tasks allocated to her, she
helped our employees complete their tasks as well as establishing the companies
online presence as we hoped. Alexandra also then showed some of the staff
members how to continue using the online tools which is extremely helpful as many
staff were not previously confident using social media tools. It was a pleasure having
Alexandra work in our company and | wish her all the best in the remaining time left
of her studies at the university.

Were there any problems?
None

Do you have any recommendations for enhancement for the future?

None

Signed:

Name in block STEVE MELBOURNE

capitals:

Position ® Placement Provider Date: 29/01/2020
(please tick O Student

one): O Placement Tutor

Thank you for completing this questionnaire. Please
return it as soon as possible to the Placement
Coordinator.
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