


Reflective writing is an analytical practice in which a person describes their thoughts’, feelings, and experiences throughout a moment of their life. In this reflective report, I will be reflecting on my time during the writing of my task 1 academic report which was about effective ways to motivate staff and on my experience of working as a group to create an advertisement to work in a care home. Reflective reports are very important as it helps humans improve from past experiences and allows people to work differently in future times due to the process of thinking everything through. I shall also be reflecting on my overall learning during this reflective report and on the times, I applied the skills I learnt.

During both my tasks, I learnt about efficient note taking, research strategies, software skills, time management, presentation skills, the importance of referencing correctly, staff motivation techniques, paraphrasing and how to avoid plagiarism. At each lesson, I would write notes on phrases my lecturer stated that I considered important. This was also due to my lecturer mentioning that “having comprehensive notes are important”. Due to all the things that I learnt from these tasks, I have now developed all my study plans and am feeling a bit more confident for this course. 

Task 1 report
I completed my task 1 (academic report) over a period of 4 weeks. I completed it all my myself while researching on the topic as I was to include 8 references. This encountered of me reading through many books based on things that effect staff motivation. I completed it all at home however after writing a bit of my academic report, I took it to my lecturer to read over just to make sure that I was doing it correctly as this was my first ever academic report/ essay. 

In the first week, I was learning about notetaking and time management which helped me improve my note taking skills and allowed me to sort out my time and plan a routine which involved studying for 2-3 hours every day for my report. This was very effective as it allowed me to continue doing my regular activities but also provided time for me to study a lot ensuring that I still continue to get enough sleep as rest is very important to regain energy so that I can do everything to the best of my ability. In week 2, I learnt how to find information appropriate for my report which helped as it set a base for my report and allowed me to use the 8 references needed. Learning how to find relevant information helped me as it increased my knowledge on the topic of my academic report. This was necessary because without it my report wouldn’t be open to the problems that other people face, instead it would just include problems that I thought people would’ve have faced making my report unreliable. It also increased my reading ability as I was reading many articles and books to find my references in. In week 3, I started my academic report and also learnt about the Harvard referencing style. By the end of week 4, I had finished my academic report on effective ways to motivate staff.

When I first started my report, I was very nervous, stressed and struggling as it was my very first report that I was writing. I was new and unexperienced in the report writing field, but as I read more and more past reports and analysis on topics similar to my task, I began to understand what I needed to do. After writing my first two paragraphs, I took my report to my lecturer and asked for feedback. After reading my report, my lecturer had told me that I was doing well so far and this had given me the confidence and reassurance I needed to continue. I then continued writing my report and the more I wrote the faster and more comfortable I got with it. I had a slow start but a fast finish as my comfortability grew. I am now happy with the result of my academic report and will continue to read over it till the due date to see if I can improve any statements or add in any useful information. 

I believe that the feedback I received from my lecturer helped immensely and was an important part of this journey as it gave me the confidence, I needed to stop me from giving up. From this experience, I have learnt that I should believe in myself but also not be afraid to ask for help. If in the future I must complete another academic report or anything similar to this, then I shall remember how smooth this one went after I was given feedback from my lecturer. I will remember to just trust myself and if I do need help then I will look at similar examples for help or ask for feedback if possible. I think confidence, practice and a clear understand is necessary for writing a report. 

Task 2 group work
During week 8, my lecturer told us to get in groups of 5 and create an advertisement and present it. We chose to do our advertisement about working in a care home as we thought this really suited our course. We finished the advertisement in approximately 2 hours, and we only achieved this because of all the members involved and all their ideas that they inputted. 
If I noticed that a person seemed to be left out, I spoke to them myself in case they were shy. This helped them become more comfortable around me and then eventually the other team members.  

In the advertisement, we included many things such as: a clear title, a great job description, the deadline, contact details, the benefits, the pay amount, and the qualifications needed. We also included the skills needed however, we did not include soft skills such as (patience, honesty, sincerity etc). This is very important and has reminded me to remember the basic things/skills needed for many things in life that not everyone has. It also reminded me to work on my soft skills are they are vital to having a peaceful life. I also learnt to be more openminded since I missed out such a basic yet important life skill. 

We managed to complete the advertisement in time due to our team working skills, planning and organisation skills and time management skills. We split the work between us all and each person chose a section that they thought they would work best in. We still helped each other even if we did different sections and let our team members feel comfortable enough to ask for help if they were struggling with something. This was very effective as it allowed us to finish quicker than if we all worked on one section together at once. Team working skills are very important when working in a team as you need to learn to contribute ideas as well as listen to others’ ideas and ensure that everyone is comfortable in the team. 

At first, I was a bit shy as I didn’t know the people in my team very well, but each person turned out to be very friendly and kind which made me feel more comfortable and allowed me to share some ideas myself. If in the future I must work in a group with strangers, then I will remember to be outgoing and friendly so that it encourages any possibly shy members to feel more comfortable in the team. 

Note taking
Note taking was of great help during all my tasks. I learnt how to efficiently take notes during lessons and those same notes helped me in my assignments. I also wrote down many things that my colleagues said while working in a group in note form as they all said many great ideas. I also contributed ideas myself to the team as it was a group task so we all must get involved. Many videos were played throughout my lessons and during these videos I wrote efficient notes of stuff I learnt which then helped me in my assignments. During every lecture, I would summarise many of the stuff my lecturer said as notes as this would help me remember what I learnt but also, I would look back at them after which helped me get a better understanding of the topics.

Critical thinking skills
During both task 1 and task 2, I had to apply my critical thinking skills after researching, since this caused me to lead to a conclusion on what I thought was right and necessary for the subject. For task 1, I had read many books and articles on what motivates staff and why it does; there was many articles that stated different stuff, but I eventually came to the conclusion to use the topics that I did, and I wrote about what I believed they effected and why I believed it affected the staff’s motivation in that way. I did also include other possibilities of why it would’ve affected the staff’s motivation in my report too as critical thinking involves the idea of being openminded. 

The main things for critical analysis are analysis, open-mindedness, and problem-solving skills which I applied to myself during the production of my report but also inside my report as I analysed why certain things may affect a staff members motivation and also tried providing solutions. Critical thinking skills were also used during the making of the advertisement as me and my peers had to analyse what would be required for the job that we were creating an advert for – care home worker. However, we weren’t very openminded as we forget to include the soft skills that would be necessary for the job. 

Conclusion
In conclusion, I reflected on both my tasks and the skills that I have learnt in-between which have helped immensely while completing the tasks. I am yet to receive feedback for the whole of my academic report but the feedback that I had received after writing a little amount of it was great help and guided me a lot. When I receive feedback on the whole of my academic report, I will be sure to read into my flaws and try to improve them for the next time that I must write an academic report. I also received feedback from my lecturer after our group created the job advertisement presentation in week 8. The feedback was very helpful and made me reflect on my effort and critical analysis skills. All the feedback I received and am yet to receive will help me improve myself and my work in the future but also help me add smarter and better well thought ideas in future group tasks. 

	Personal Targets
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	To be a care worker 
	By improving time management and team working skills 
	It will reflect well on my CV to show that I am team working at university
	When all of the assignments are completed successfully 
	When I graduate 
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