

Skills for the Workplace
Module Assignment Submission
	
Student Name:
	
Ratchada Caliendo-Chan

	
Student Number:
	
1916134

	
Module No:
	
BMSW4001_LON

	
Module Title:
	Certificate of Higher Education in Skills for  the Workplace

	
Assignment Title:
	
Academic and Employability Skills

	
Lecturer’s Name:
	
Adesewa Ajayi

















Table of Contents

Introduction……………………………………………... P. 3

Time management………………………………………. P. 4

Reflective writing………………………………………. P. 5

Cover letter……………………………………………... P. 6

Public speaking and giving presentation……………….. P. 7

References……………………………………………… P. 8 

Appendices……………………………………………... P. 8-9















Introduction
In this reflective report, I am going to reflect my learning process for Academic and Employability Skills module. To help me do this, I have chosen Gibbs’ reflective cycle theory as a model to guide my reflective process because out of three models of Kolb’s, Driscoll's and Gibbs’ I learnt from this module, I found Gibbs’s was the simplest model for me to help me walk through my experience. It helps me links between theory and practice in my past and present knowledge, reflecting on and learning from my experiences which can help to avoid repeating mistakes and move away from acting automatically without thought. Reflection Toolkit Gibbs' reflective cycle (The University of Edinburgh, n.d.).

The following reports will cover four subjects in the Academic and employability skills module. The subject includes are Time management, Reflective writing, Cover letter and Public speaking giving the presentation.





















Time management 
At my first semester, I thought that my time management skills were good. However, that was not until I got myself into distress for being unorganised with assignments submission schedules. I was scrambling around at the end to try to get things done. In consequence of that, I got stressed, lack of sleep, not eating well, produced unsatisfactory assignments which resulted in a poor mark.  
I was disappointed that I have not been able to manage my time efficiently, I thought that if I could spend quality time with family and friends until the last two weeks of the final submission deadlines then I would still have enough time to complete all assignments. If I could go back in time, I would have reorganised my diary planner directly, also my family and friends would have been very supportive and rather wait to spend quality time with me in holiday break when I am free from university activities and tasks.
I realised that the cause of my problem was the lack of proper routine, this at first was a challenge. I found it was impossible to remember the activities I had done in a day and how I spent my days, so setting up the schedule was problematic. To help me with this, I started to use mobile application diary to set up target plans and organise my day. Using a diary allows me to prioritise important tasks in my life while still onboard doing the things that are needed of my attention, such as education.
Following the daily planner to prioritise important tasks in my life was very useful. Dwight D. Eisenhower who was the thirty-fourth president of the United States also recommends something similar and he was the inventor of Urgent-Important Matrix. The matrix helps me to decide and prioritise tasks for what is the most urgency and importance and then by sorting out less urgent and important tasks can make me decide to delegate it or not to do at all. (Eisenhower, n.d.). This seems to work well for me. However, prioritise tasks, organising and planning my day made me extra conscious of time management and it creates strain for me because long day tasks caused tiredness also gave me a reason to procrastinate in the schedule. Besides, working under pressure with unexpected situations interrupt during the day such as family affair and this caused the temptation to override the entire schedule. By reviewing weekly planner, I prompted and discovered that I allow very little space for personal time and this affecting the area in my life as mentioned. I realised that giving more room for “me” time can help to prevent from procrastinating in the schedule. 
To organise my time effectively, I learned that I have to be aware of what is urgent and priority before organising my week so the important things were completed without stress such as assignments. I also should allow myself for some level of flexibility because by giving enough space for the personal time can help prevent procrastinate in the schedule.

Each term has got ten weeks period with submission deadlines after week ten and there are four modules online classes per term for two days per week which is two hours for each module and two modules per day, my timetable normally splits into two days per week and four hours each day. To be able to achieve my goal in education, I will create a ten weeks planner with all submission datelines write down all important tasks for the whole term and splits into daily tasks like a to-do list for each day. For example, if my timetable is Mondays and Thursdays then I will have a to-do list for Sundays to study my next lessons in advance for Mondays classes and on Tuesdays is to revise for what I learned on Mondays also put some works into the assignments task of each module in advance. I will also apply the same routines to the Thursday classes but on the Wednesdays and Fridays for ten weeks. This will helps me to visualise my week and day and well organised with my education. I will also have something to look forward to for my Saturdays of “me” time that I can still enjoy life while doing all the important task.  


Reflective writing

I presented my assignment in such a way of conveying information, a pure description like a summary, straight forward decision e.g. good or bad and just given a simple problem-solving for the conclusion part. Also, this kind of writing styles has blocked my ability to reflective writing and reach the 2000 words requirement which left me with very poor mark result in my first term of this module.

During the process of writing a reflective report, I got frustrated because I recognised the value of my experience as well as strengths and weaknesses but the situation was not allowed me to explore my approach to reflect and to walk through experience. If I did apply Gibb’s reflective cycle as a model to guide my writing, things would have been different and turned out well. I think my classmates who were in the same situation as I may be agreed with me.

I realised the cause of my problem was that I did not feel confident of integrating previous knowledge experiences to presenting my opinion and almost impossible to express my feelings, also to appreciate the significance in my experience. To help me with this, I started to use Gibbs’ reflective cycle theory as a model to guide my reflective thinking. The six steps of Gibbs’ reflective cycle gives me the sense of understanding of a way to walk through experience and that can be either an individual experience or frequent situations that I go through, for instance, meetings with a group of people that I have to corporate with. 

Gibbs’ Reflective Cycle method in week four of the second semester was the initial lesson that had significantly enlightened my understanding of the subject. We were given an in-class exercise to reflect and write about our initial learning experienced by using the six steps of Gibbs’ Reflective Cycle. The Lecturer recommended us to draw the six steps cycle on a piece of paper and to follow the steps instruction. I found the written down practice exercise was accommodating, it made me understand how to walk through my experience and able to write efficiently. I also recognised that by writing it down can help to better absorb the learnings and cognitive skills. (Appendix 1&2). Gibbs model gives me the knowledge and understands the way to walk through experience which can be an individual experience or frequent situations that I go through, for example, meetings with a group of people that I have to corporate with. (The University of Edinburgh, n.d.).

I learned the most purpose of reflective practise is that it makes decision-making even better and we all can make the decisions mostly based on emotions that it does not work out so much better. Therefore, I have to keep a neutral mind-set to acknowledge the situations without any prejudice or out of emotions. Reflective writing gives me the mind-set to see things on purpose and the effect.

I will continue to practice reflective my experience or frequent situations that I go through like meetings with a group of people that I have to corporate with and to manage the present and the future. I will also keep my mind unbiased, non-prejudiced and neutral minded helping me to stop dwelling into the past but to snap out of it with a better perspective and make an improvement for the future. 


Cover letter

I have applied my cover letter writing skills to create a compacted front cover for the business plan assignment. My cover letter writing skills have helped me earned higher marks in my business plan assignment and more than I expected. This made me very proud of myself and very thankful to the cover letter skills I have learned from this module in term two. 

I was appreciative for the good result of my business plan. I was able to indicate what cover letter is for, how to write it effectively, when and where to apply it. I had positive feedback from the business plan tutor stating that my cover letter was short, direct, clear and concise and these are the points he expected from the front cover of any business plan. This made me feel more knowledgeable also a sense of achievement.   

I realised the cause of my achievement in writing a successful cover letter originally came from a good practice in-class exercise at week three of the second semester. (Appendix 3&4). To help me keep up with the trend and good work, I started to do more research and practise on how to write an effective cover letter.  

Researching and practising on writing a successful cover letter was useful as it enhanced my skills to write a winning cover letter for the front cover of curriculum vitae or a business plan. In my researches, I found some good templates that can be used for a successful cover letter also some tips and guidance to fulfil my knowledge and skills of the subject. I discovered that the cover letter should be formatted much like a CV and to name a few, a cover letter should be clear and concise, to keep the paragraphs short and direct, the back-up of any statements have been made should be with facts and figures, the fonts should be professional with no grammar and spelling mistakes. (Reed.co.uk, n.d.).

I learned that cover letter is very important as it brings a something extra as when applying for a job or making a business plan because the employers or investors can learn about you and your purpose before even looking into the CV or the whole business plan. It will save their time also a single good cover letter can convince the employer or investor to have an interest in you or your business plan.

I will always use the cover letter as a front cover for all my job applications and business plans. I will also continue and keeping up with the regular updates such as templates, trends and tips so that I can always be in a position to produce a good cover letter.   

          



Public speaking and giving presentations 
In-class exercise term two – week eight, the lecturer has given a forty-five minutes preparation time to speak about the three biggest achievements in life. The task was for each student to speak no more any less than five minutes and in front of the camera. During the presentation, my microphone caused so many echoes so no one heard me. I was given a new time slot to fix the echoes and when I came back, I presented so badly and too quickly, it was just under two minutes whereas the task was given for five minutes. I would have failed if it was an exam. (Appendix 5&6).

I was nervous, disappointed, embarrassed and lost my confidence altogether when my microphone caused loud echoes. I was unable to fit my presentation within the allotted time. The presentation was too short and I think my classmates and the lecturer may have thought the same.

I realised the cause of my problem was the lack of confident, practice and preparation. To help me with this I started to practice in front of the camera and the mirror also did some research on how to present like a professional. 

Practising and researching on tips and advice has given me much more confidence in presenting. In my research, I discovered some good tips such as I need to be prepared for my bullet points, to speak naturally so the audience can relax, to use my body language appropriately, to double-check all equipment are working ok (e.g. microphone, laptop, whiteboard and projector) and to research the audience beforehand. (SKILLS YOU NEED, n.d.).  
[bookmark: _GoBack]
I learned that if I want to present like a professional I must do all the preparations needed and most importantly is to rehearse, rehearse and rehearse until I can get everything right.

I will always be prepared for my presentation by practising and continue to learn some of the new technics from other successful public speakers and adapt.    
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Ratchada Caliendo-Chan (1916134)
ACE Covering Letter In class Exercise
(29 June 2020)
Ms Adesewa Ajayi
Tzuma Ltd
60 Brompton Road, London W1 2FX

29 June 2020
Dear Ms Ajayi,

1 wish to apply for the role of General Manager, currently being
advertised on Indeed Job. Please find enclosed my CV for your
consideration,

As you can see from my attached CV, | have over 10 years'
experience in the Hospitality industry, | am very excited about the
opportunity to work in this capacity for you and believe this position
would be a perfect fit for me. The positions that | have held, as
listed in my attached CV, have given me the experience that
denotes me as a strong candidate for this position with your
company.

With strong restaurant management and product expertise,
communication skills and significant insight into customer-centric
service and support, | feel that | am a knowledgeable and qualified
candidate.

If you are searching for an experienced, knowledgeable and
dedicated Senior Restaurant Management professional who will
generate significant insight in customer service and support, and
develop and oversee successful training, sales and cost control
initiatives, please contact me to arrange an interview. | am eager to
leam more about the challenges facing your company and discuss
how | will make a difference.

Yours sincerely,

Ratchada Caliendo-Chan
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