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ABSTRACT
This reflective report documents my learning experience gained in BMSW4001 course. Powerpoint presentation as a group has been completed in week 7 and 8. Based on this presentation, Gibbs cycle was used in writing this reflective report which include the description of project, feelings, evaluation, analysis, conclusion and action plan. Throughout the course, I have developed better academic and employability skills and have learnt how to collaborate with others using digital tools. My self-confidence has also improved. I need to continue to work on how to resolve lack of participation by team member.
1.0
INTRODUCTION 

1.1
Introduction

Teamwork and collaboration are key to the success of any establishment. This report is part of BMSW4001 (Academic and Employability Skills) course which aimed at improving effective teamwork, collaboration and presentation skills of students at UWTSD. The work summarises my experience of the course in general on the job advert assignment using Gibbs Model shown in Figure 1.                                    
                                          SHAPE  \* MERGEFORMAT 



Figure 1: Gibbs model of writing reflective report. Adapted from: (https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle).
1.2
Description

I am in group 9 with 2 other people. We were given an assignment to work as a team to prepare a powerpoint presentation in week 7 and then made the presentation to the class in week 8. The assignment is to create a job advert of our own choice and then present using a powerpoint. To aid effective collaboration on this assignment, whatsapp group was created with names of every group member and we also agreed to use onedrive to share powerpoint slides. We deliberated on various types of job adverts to do and we decided to select a job advert where we have someone within the team with previous experience. 
We as a group decided to create a Job advert titled: Health Care Assistant for Emergency Department. The employer name is NHS - Queens Medical Centre, Nottingham. Presentation was made on 18th March, 2022.
For the presentation, we divided the whole slides into three for presentation as shown in Figure 2. This is to ensure that we make use of team member core strengths. Details of the presentation is shown in section 1.2.1 to 1.2.4. I was chosen to become the team leader by my teammates. I was responsible for collating all suggestions, created single powerpoint slides following the contribution from one of my teammates, sourced for materials, load powerpoint on onedrive and sending final version to both lecturer and the other teammates. My choice of job advert was chosen by the team due to my experience hence, the reason why I presented the job description and responsibilities aspect of the project. 
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Figure 2: Showing how our group presentation was divided among team members. 
1.2.1
Employer Name, Job Title and Details

· Employer Name – NHS Queens Medical Centre, Nottingham NG7 1JK
· Job Title: HEALTHCARE Assistant – Emergency Department 
· Grade: Band 2 
· Reporting To: Emergency Department Ward Manager 
· Hiring Manager: Jack Burton
· Job Location: NHS Queens Medical Centre, Nottingham NG7 1JK
1.2.2
Job Description and Responsibilities

· Book patient into the emergency department
· Take Patient Observations and document blood monitoring of patients
· Prepare beds, handling equipment, trolleys and other equipment ready for admission. 
· Keep the department safe, clean and tidy 
· Help patients with personal care
· Transfer patients from one department to another
· Document patient information such as (food, tea and any other related activities) 
· Carry out urine test and documentation of test
· Stock items used in the emergency department such as dressing kits, syringe, toiletries
· Clean and stock trolley and other necessary equipment
· Prepare last office and support the nurse to mortuary
· Report problems with equipment and facilities to the nurse in charge 

1.2.3
Qualification and Skills Requirement
· GCSE or relevant equivalent
· Certificate in Healthcare and professional membership will be an added advantage
· Readiness to make contributions to the development of patient care and setting standards in the department. 
· Excellent interpersonal relationship and communication skills with other staff, patients and visitors
· Willingness to undergo personal development through on the job training, online and classroom training
· Excellent planning skills
· Relevant permit to work in the UK.
1.2.4
Benefits and Pay and Application Deadline
· Salary is £20,000 - £23000
· Working Hour : 26 Hours Per Week (Remote working not allowed)
· Holiday Entitlement: 33 days per year including bank holidays
· Car allowance (10% of Basic Pay)
· Excellent pension scheme
· Free parking.
· Application Deadline is 18:00 pm, 31st March, 2022.
2.0
FEELINGS
At the beginning of this assignment, I felt very nervous and anxious. The reason for this came from my experience with group work from my digital and research skills assignment (BMSW4003). The big question for me was how I will get others to actively participate as I found this challenging in my in BMSW 4003. I thought history will repeat itself again. Also, I did not have much information on the assignment not until week 7. Other feelings that came to my mind was what structure do I use to put things together? I also thought about time management because of my day job and differing shift pattern among team members as well as other assignments that are due at the same time. I thought it might be difficult to use collaborating tools because people might not see information on time. On a more positive note, I felt that the course lecturer has given reasonable information on the work and my useful positive experience of leadership and presentation skills from my last assignment at UWTSD.
During the first two days of the assignment, I thought we started very well as a group because there were a lot of communication and it was great for us to come into conclusion on which job advert to do. But as time goes on, frustration set in as I struggled to get response from others due to different shift pattern that we do. Furthermore, we could not get the third person to present her slides on the day of presentation. I have anticipated this might happen, so I had to worked harder to prepare and eventually presented the third person slides. The decision by her not to be available for the presentation does cause further frustration as this was evident from the feedback from our peers. 
Overall, I felt satisfied about my contribution to the group work and now know more about how to create job advert. From the feedback also, I felt that my confidence level has increased in the last three months of this course. From the feedback also on MS Team, it was observed that some other groups also experienced the frustration I had regarding team member participation. 

3.0
EVALUATION
First, we used the Tuckman model of stages of team development as defined by Super (2020) which are; forming, storming, norming and performing. We diagnosed the problem to understand what we are asked to do, then prepare for actions by forming the group individual task using individual experience at our various daily work and then agreed on which job advert to do. We then approached the task as learning opportunity. 
It was very encouraging to see that at least one other member accepted what she was allocated to do but unfortunately, there was no communication from the third person. It could be that the shift pattern from her daily job that made it difficult for her lack of availability. This made me to put in additional work into looking into the third person work and this paid off as I had to do her own part of the presentation. Though, this is not ideal but I could not change the situation on the day of presentation.
On a more positive note, I learnt through this work as the team leader, the challenges involved in taking a newly formed group to come up with a solution to a problem. It involves a lot of organisational skills in galvanising the team and meeting the required deadlines. Also, I demonstrated all the nine attributes of the Belbin 9 roles mentioned in (Water et. al., 2007). These roles include Coordinator, Resource investigator and Teamworker, Implementer, shaper and Completer/Finisher, Plant, Specialist and finally Monitor/Evaluator.
Also, the good background information from lecturer on the assignment really helped. Through this work also, I was able to interact with others from the class and learnt about other people job, Overall, I am feeling more confident in my presentation skills. I have also learnt through this work what employer wants, learnt more about how to use digital tools to collaborate, learnt how to write reflective reports and how to carry out referencing in my work. 
4.0
ANALYSIS
There are so many good things that I learned and that came out of this work.  My daily job has been made easier with this course as I now have more exposure and experience to what my employer needs because of this course. Super (2020) described the building block of team innovation as: Team learning, individual learning, team member diversity, knowledge integration and climate. This was evident in this work as at least one member of the team was able to collaborate and presented the work within the space of short time.

As mentioned earlier that I was frustrated along the line due to lack of communication by one member of the group, this made me question the effectiveness of online collaboration but with the completion and successful presentation, it was obvious that the internet can be a great and effective tool in providing a learning environment that enhances collaboration and knowledge building. The online collaboration and learning will likely continue to be a popular delivery method post COVID-19 pandemic as many students and staff have accustomed to this method of learning (Choi et. al., 2022).
My research of literature has also been very useful for me in creating the powerpoint and to be able to put this reflective report together. Understanding how to write reflective writing is something new to me but I found it very useful. As mentioned in Rushton and Lahlafi (2013) in their work on reflective writing, it helps to develop the ability to reflect on previous work done and to analyse such work. This will further yield deep learning of the subject. Also, through this work, reading about Tuckman model of stages of team development and Belbin 9 roles of an effective team has also been a new learning subjects for me and has helped me understood the assignment better. 

In doing this assignment, I learnt how to listen to other teammate views through interaction, asking for their opinions, giving positive feedback on their own viewpoints and encouraging them to contribute. Writing this reflective report has enabled me to have critical thinking as well as have a  dynamic and open discussion about recent experience on this course. This experience will help me in future to evaluate things better and to be able to make improved decisions (Zare et. al., 2021 and Sweet et. al., 2019).
5.0
CONCLUSION
In doing this work, my learning experience and employability skills has improved. I have learnt how engagement with others is important in team working. I have equally developed the ability to invest my time and effort into a project. I have developed better communication and collaboration skills through presentation, writing reports and use of digital tools to share information. The two assignments in this course have improved my critical thinking and problem-solving skills and has also helped me to apply the knowledge gained in my current part-time job. My self-confidence has improved as some of the feedback I received about my confidence level has been encouraging. However, I think I still need to find a way to solicit for help when a member of the group is struggling to participate.
6.0
ACTION PLAN
Next time when I am given a similar project, I will use Belbin’s team roles more effectively instead of doing every role listed in Belbin team role. Also, I will communicate with the lecturer to seek more clarity on any given assignment. When working in a group in future, I must do all things possible to get every member involved. Even though, I tried my best in this case, may be involving the lecturer earlier before the presentation date or submission date could have changed the situation.
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