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How to use this workbook
This workbook combines the main Week 9 activities so you can complete them even if you were not in class. Work through the sections in order. Use the Week 9 recording and slides on Moodle if you need more explanation.
☐ Watch the Week 9 recording and follow the slides.
☐ Complete Sections 1–4 in this booklet.
☐ Review the Assessment 3 materials on Moodle.
☐ Add your Week 9 reflection to your Reflection Space on Moodle.
	You do not need perfect answers. The purpose is to think honestly about your progress and make a realistic plan for what to do next.


1. Looking back: my progress this term
First, think about where you started in Week 1 and where you are now. Rate each skill from 1 to 5.
1 = low confidence     5 = high confidence
	Skill
	Start of term (Week 1)
	Now (Week 9)
	Change (+ / -)

	Reading
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	

	Writing
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	

	Note-taking
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	

	Paraphrasing
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	

	Communication
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	

	Digital skills
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	☐ 1  ☐ 2  ☐ 3  ☐ 4  ☐ 5
	


What can you do now that you could not do before?
Answer each question in one or two full sentences. Be specific. You can mention something you can do more independently, more clearly or with more confidence.
Presentation skills
What can you do now when planning or giving a presentation that you could not do before?
________________________________________________________________________________________
________________________________________________________________________________________
Digital skills
What can you do now on Moodle, Word, PowerPoint or another digital tool that you could not do before?
________________________________________________________________________________________
________________________________________________________________________________________
Using feedback
What can you do now with tutor feedback that you could not do before?
________________________________________________________________________________________
________________________________________________________________________________________
Reading
What can you do now when reading a business or academic text that you could not do before?
________________________________________________________________________________________
________________________________________________________________________________________
Writing
What can you do now when planning or writing a paragraph that you could not do before?
________________________________________________________________________________________
________________________________________________________________________________________
Paraphrasing
What can you do now when putting information into your own words that you could not do before?
________________________________________________________________________________________
________________________________________________________________________________________
Choose your biggest improvement
Which skill improved the most? How did you improve it?
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
What evidence shows that you improved? For example: a completed task, tutor feedback, a better mark, or something you can now do alone.
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
2. Reflection and professional behaviour
Reflection means thinking about what happened, what you learned and what you will do next. Businesses also reflect so they can improve quality, solve problems and make better decisions.
	Use the simple questions: What happened? Why does it matter? What will I do next?


My professional behaviour
Professional behaviour is important both at university and at work. It includes meeting deadlines, planning ahead, asking useful questions, managing time, communicating clearly and using feedback.
One professional behaviour I already show is:
________________________________________________________________________________________
________________________________________________________________________________________
One professional behaviour I need to improve is:
________________________________________________________________________________________
________________________________________________________________________________________
Why is this important at university or in business?
________________________________________________________________________________________
________________________________________________________________________________________
3. Set three realistic goals
Write one academic goal, one communication goal and one professional goal. Each goal should be clear, realistic and possible to check.
	A vague goal: “Improve my reading.”  A clearer goal: “I will read one short business article each week and write down the main idea.”


Academic goal
Choose a skill such as reading, writing or note-taking.
My goal: I will...
________________________________________________________________________________________
________________________________________________________________________________________
How will I do this? Write at least two actions.
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
How will I know I have improved?
________________________________________________________________________________________
________________________________________________________________________________________
Communication goal
Choose a skill such as speaking, emails or participation.
My goal: I will...
________________________________________________________________________________________
________________________________________________________________________________________
How will I do this? Write at least two actions.
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
How will I know I have improved?
________________________________________________________________________________________
________________________________________________________________________________________
Professional goal
Choose a skill such as punctuality, planning or time management.
My goal: I will...
________________________________________________________________________________________
________________________________________________________________________________________
How will I do this? Write at least two actions.
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
How will I know I have improved?
________________________________________________________________________________________
________________________________________________________________________________________
Check your goals
☐ Is each goal clear and specific?
☐ Can you measure or check your progress?
☐ Is the goal realistic?
☐ Does the goal explain what you will do?
4. My Personal Development Plan
Use your answers from the earlier sections to create one clear plan for your next steps.
Part A: My strengths
1.
________________________________________________________________________________________
2.
________________________________________________________________________________________
3.
________________________________________________________________________________________
Part B: Areas I want to develop
1.
________________________________________________________________________________________
2.
________________________________________________________________________________________
3.
________________________________________________________________________________________
Part C: My three goals
Academic goal:
________________________________________________________________________________________
Communication goal:
________________________________________________________________________________________
Professional goal:
________________________________________________________________________________________
Part D: My action plan
What will you do to achieve your goals? Write at least three actions.
1.
________________________________________________________________________________________
2.
________________________________________________________________________________________
3.
________________________________________________________________________________________
What support or resources could help you?
________________________________________________________________________________________
________________________________________________________________________________________
When will you review your progress?
________________________________________________________________________________________
5. Assessment 3 catch-up
☐ Choose or confirm your business topic.
☐ Find a suitable academic source.
☐ Make notes about the source.
☐ Start completing the evaluation template.
My Assessment 3 topic is:
________________________________________________________________________________________
The source I am considering is:
________________________________________________________________________________________
________________________________________________________________________________________
One question I still have about Assessment 3 is:
________________________________________________________________________________________
________________________________________________________________________________________
Before the next class
☐ Finish this catch-up workbook.
☐ Review the Assessment 3 materials.
☐ Bring your Assessment 3 notes and questions to class.
☐ Ask for help with a specific part if you are still unsure.
	Keep this workbook. It gives you evidence of your progress and a plan for your next steps.



Work through this booklet in order. Short, honest answers are enough.
