Cover page
Contents page
Introduction (about 10% of word count) (Usually written last)
Introduce the topic
What are you writing about? i.e. I am writing a reflective review of my learning journey and personal development with the aim of establishing a career in management. Why is development important?
What will it contain (“Examples” below)?
· SWOT
· 2 x learning styles
· Go M.A.D
· Personal Development Plan
· Etc.
How will it flow?
Document how the main body will flow, and what the conclusion will include:
The report will identify my Strengths & Weaknesses, how I learn best and finally how I can develop my personal qualities/traits/skills
Main Findings (Body) (about 70% of word count)
“In this section we will identify the main areas we will address within the report for analysing ourselves.”
A report is best written in smaller paragraphs with headed sections. A quick example layout:
SWOT analysis
What is SWOT? Who created it? Is it a recommended too? (perfect time to include a couple of references)
Strengths
What are your strengths?
Weaknesses
Do you have weaknesses? What are they? Which are important to you? Your future role in management? 

Learning styles
Carry out at least 2 learning style tests (Ideally VARK, H&M..(These will be referenced) Write about your results. How do you best learn according to the tests? Are there any papers or websites that address the validity of learning styles (Additional references)?
Based on your strengths, weaknesses and your learning style you can identify what skills you want/need to be developed (Go M.A.D.)
Go M.A.D framework
Define it? Who came up with it? What is it? (reference it) How can it help?
Write (and diagram) the internal and external triangles with the areas you wish to develop (x3)
Barriers to learning and development
What barriers are there to learning? Does your learning style impact what is available to help you on your journey? What else, if anything will impact your journey?
What support is available?
Student services, mentorships, family etc. How can they help? (references…)
Conclusion (20% of word count)
In this section you will summarise your “Main Findings”, and address recommendations on how you will meet your personal development goals. Also include a personal development plan as recommendations (Template included at the bottom)

If you are struggling for references do not be afraid to “ASK GOOGLE” if the online library isn’t playing ball. Here’s a couple of search terms that may help:
· “Barriers to learning”
· “Personal development planning”
· “Learning journey” or “Learning styles”
· “SWOT analysis”
· Etc etc


Assignment .1 report writing guidelines

	Skill/Behaviour




(What is it you are looking to change?)
	Action needed



(What steps are you looking at to help make the change?)
	Resources need (including people)


(What are you going to need to meet the needs of the change?)
	Barriers and how will they be removed


(What is going to prevent you to meet the goal, and how will you combat them?)
	Support required?



(Will you require any additional support to help meet your goal?)
	How will I know if I have achieved it?


(Have you created a SMART objective to measure for each?)

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
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