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Introduction 
The following report it is a reflection on that, what did I learn and how I improved my skills during studying this module. Reflecting myself by using Gibbs model will prove that I get better and more confidence more over how I did implement the skills at my workplace. The skills I analysed below is communication, paraphrasing, time management, problem solving, and decision making, writing CV and cover later.

[image: C:\Users\Sisi\AppData\Local\Temp\lu16884p11.tmp\lu16884p1r_tmp_bfa139884647535d.png](Mind Tools, 2020)


Communication 
Majority of the workplaces required their employers to own a brilliant communications skill, verbal and nonverbal. Communication itself is basic, but very significant skill considering the approach used to reach the success at workplace and in the casual life. Prior to enrolling level four at UWTSD I was having a good verbal communications skill due to experience on my workplace, but I was not able to demonstrate them as strong as I needed to. Thanks to our lecturers last term when we were discussing the topic "Models of Communication Shannon and Weaver; Berlo; Schramm", my communication skills become better. My current position as a field manager requires work with numbers of people, all of them coming from different background and culture. The most difficult tasks for me regards to communications was to listen actively and to pay attention to details. Health and care business are very dynamic, my job is identified with constant rushing and trying to cover as much as possible. Due to the above very often I was not paying enough attention to the details and was not a good listener. 
For instance, one of the carers called me on my mobile during the meeting I was attending and told me that next day will not be able to work from 7 am till 10 am due to appointment with his GP. I kindly ask him to call the office as I am on meeting. After the meeting I was busy with different staff and forget to ask if the carer called the office to inform about his absent for next morning. I remember that late in the night and called the manager on call, he confirmed that no one called off for next morning, so I had to cover the morning calls as was too late to find the cover.
My writing communications skills were not on the level they need to be, and I was meeting difficulty. At my workplace I am communicating daily with health professionals, commissioners, social workers etc… Each time communicated with one of the above by emails I was worried and keep begging my colleagues for help even though the task was completed correctly I was not sure and always seeking for someone to prove read it. This process itself was takin a lot of time and automatically make my work not efficient.
Communication and guidance, I received from our lecture make me to understand that how to manage the situations and to avoid not pleasant outcome. In class work, communication with our lecturer and my colleagues make me much better in communication, after each visit at class I was feeling more confidence and able to complete tasks at my workplace with no worries. I have learned how to be patient and how to show professionalism. By analysing all communication skills in class and especially active listening as a part of communications showed on the picture below make me a better listener and learned how to pay attention into the details.
[image: C:\Users\Sisi\AppData\Local\Temp\lu16884p11.tmp\lu16884p1r_tmp_a2a9992963c0ba97.png]
(Communication in Health Service Management, 2017)

The classes I attended at university provided a huge knowledge and help me to become a better on academic writing.

Paraphrasing 
[bookmark: _GoBack]Paraphrasing it is a restatement of a text, passage, or work giving the meaning in another form (Merriam-Webster, 2020).
Changing an existing idea keeping the same meaning it is very important skill taking place at my workplace and at university. This is one of the very important skills where I did achieve improvement last term. I was having a basic knowledge about paraphrasing, but the need of improvement was obvious. Improving my paraphrasing skills during the class make me able to create an excellent personal care plan during my work. For instance, when our company taking over the new patient first things which need to be done it is a risk assessment and personalized care plan. Many of the needs for a different patient are the same, but care plan must be individual and personalized. Using the paraphrasing skills at university are very important as well. Studying in deep, numbers of the in-class exercises and the excellent explanation from our lecturer make me to see a big improvement and proud owner of paraphrasing skills. On the end of the assignment I attached as an appendix one of my in-class exercise.

Time management
Time management is one of the most important skills needed at my workplace. I used to struggle a lot of times, not being able to manage all my tasks during the work time. On many occasions used to stay after allocated work time to manage all I needed to do. My job is significant and if my tasks are not done on time, my colleagues will not be able to do their job appropriately. For instance, when new package of care taking place next day. I must make sure that the risk assessment and care plan are ready, and the carer assistant is aware of the service user needs. The care plan must be in details and include all gathered information from the social services and NOK or service user (if is able to communicate). All risks involved in the POC must be identified and risk management to be put in place. All above must be sorted prior starting. Not completing the tasks on time or inappropriately could cause a serious issue, as we are dealing with people’s lives. 
Before enrolment into the class at UWTSD I use to have some time, management skills but was not enough to complete the tasks as I supposed to, Thanks to the university last semester we discuss the topic “Time Management “, and this helped me a lot. As I mentioned above used to stay after work in the office typing care planes and risk assessments and not receiving an extra payment for that, but end of the day this was part of my job during the day. I used to finish late and was not able to take a good rest during the night, due to my worries as well. During the night I was questioning myself: Have I done everything correct, did I miss anything, perhaps I am not good for the position of field manager? What my managers and colleagues will think about me? What if due to my tiredness I miss something important and this affect the patient? This kind of thoughts was bothering me at all the time. I was under pressure and stress, because I love my job and did not wanted to think of leaving or quit. 
Our lecturers help me to find the answer on all this questions, they make me better by sharing knowledge, in class exercises, giving us a right example. By recommending a good source, understandable for fresh students our lecturers make us better in time management. The picture below shows my favourite way to time manage I have adapted lately during the class. This is very simple and effective way to time manage is like miracle for me and can be seen every morning in my dairy. 
[image: C:\Users\Sisi\AppData\Local\Temp\lu16884p11.tmp\lu16884p1r_tmp_2cc50ae46adc5313.png]
(Suffolk University, 2020)


Problem solving and decision making 

This is the one of the very important skills at my workplace. Similar to the skills above I was having a basic knowledge based on my experience only. Far not enough to make me a reliable manager and to be able to sort out the problems without help of the people above me. As an example, I can bring situation when I was On Call for a week. On Friday evening we had patient discharged from hospital. Patient was known with abusing himself with alcohol. Prior to the discharge he was refusing to have key safe installed due to him not wanted anyone to access his property while is not present. Our carer arrived for the evening call and rang the bell, but there was no answer from the service user. Following our company’s procedure, our carer waited for 5 to 10 min and rang again, but there was no answer, then he called our number on call to report the situation and I was on the other side of the line. Advised the carer to wait there till I call him back, by the time to keep ringing the bell and to try to get in touch with some of the neighbours and ask them if they know something about. Soon as I get off the phone with the carer, I called the service user, after long time ringing, he answers the phone and informed of that he is too drunk to open the door and he does not need any carer till tomorrow. Company policy state if the service user refused the carer for once only, we are not allowed to force him. Manager on call need to make sure that he is alright, he takes his medications and food and to make sure that he is able to take himself to the bed, then to notify his social worker by email. The patient reassures me that he is fine but considering his resent discharge and that he consumed alcohol make me worried. I called my manager for advice, but for some reason I did not received the answer straight away. For a moment I started panicking and wander what to do, then I preferred to stay on the safe side and called an ambulance, then they called the police to break the door and to allow them access. After they make sure that he is fine, they assist him with his needs and put him into bed they called me for an update and by the way they informed me that in the situation was not a kind of emergency. However, my manager calls me later and I explained what happen and update her on ambulance crew reaction which had worried me. She reassures me and told me not to worried as I have done the right things to prevent an unpleasant situation. Next day social services arranged the key safe installed as an emergency and the POC started running smoothly. 
This was the last situation where I was feeling not confidence and worried about that if I am doing the right things. Our lecture in class explained that well all secrets of the problem solving and decision making. Make me more confidence by teaching me to study the problem, catching the risk and then taking the correct decision. Lectures teach us how to analyse every single step showed on the diagram below and plus in class exercises I learn how to solve the problem effectively and efficiently 
[image: C:\Users\Sisi\AppData\Local\Temp\lu16884p11.tmp\lu16884p1r_tmp_df695393c18cc694.png]
(Study Aids, 2017).


Writing CV and cover later
Honestly speaking when I enrolled into Certificate of Higher Education Skills course, I had an old CV, last updated in 2016. This was from the time when I had applied in the company I am working since for the position of health care assistance. Six months after I was promoted for my current position based on my experience very good performance. My CV and cover later writing skills were not good. I was using the ready samples founded online, which was not very clear and not meeting the criteria. After I enrolled into this class, I learn how to write appropriate CV backed with cover letter. Our lecturer teaches us how to do it in a way we can get the job easily. After in class exercises, I updated my CV and make it look competitive, presenting myself in a greet way, showing all my skills, education and how I am willing to do the job I am applying for.

Conclusion
The decision I take to enrol into Health and Social care course at UWTSD help me to improve myself, make me more confidence and meeting the standards at my workplace. I cannot express how happy I was the day I have passed the interview and join that course. I am very thankful to our lectures Anita and Rexton Nhting for all the knowledge and experience they share to make us better in academic and employability skills. Appreciate their patience and kindest while were answering our questions even out of their working time. 
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