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Introduction


In my present employment status, there are several academic and employment skills required which plays an integral role for me to perform by allocated duties effectively. At present I am working as an administrative assistant in “BAWSO women’s aid” as a volunteer. This particular position requires providing the team with required assistance in regards to clerical and admin duties. Knowledge associated with databases, data entry, provide with assistance in expenses, maintenance of data is some of the skills and duties which I as an administrative assistant have to perform.
For any kind of development be it professional and personal, reflection or reflective practice is essential. It refers to the ability of reflecting on an individual’s actions with the underlying intention of continuous growth, development and learning (Thompson & Pascal, 2012). It is essential to emphasize on reflective practice in context to my professional duties due to the fact that it helps in identifying one’s areas of weaknesses and strengths (Bolton, 2010). Thus, on the basis of the reflective practice eliminate the areas of weaknesses and further establish the strengths which results in enhanced performance on the part of an individual. 
For the purpose of performing reflective practice, Kolb’s model of reflection can be effective. This model of reflection is based on the experiences of life of the individual who is reflecting and puts forward the fact that experiences from one’s life even the experiences which an individual gain in the process of performing one’s activities on a day to day basis forms the edifice of one’s learning (Dunlap et al., 2008). It is represented with the help of four-stage learning cycle. There are various advantages associated with using this model of reflection. Essentially, it helps in identifying the aspects of my professional duties like problem-solving which are required to be further developed and, in this way, helps in enhancing my professional skills and abilities. 


Main Body

As already stated, in order to reflect the various aspects of the module covered, Kolb’s model of reflection will be implemented. 

Concrete Experience- This refers to any new experience, situation which has been encountered on the part of an individual or reinterpreting an existing experience (Bergsteiner et al., 2010). In the process of completion of the module, I was required to work in a team for the purpose of preparing and delivering a presentation. In order to prepare the presentation, I was given with the responsibility of collecting resources and skills which I founded authentic in nature and form rough notes on the basis of which the presentation may be prepared. Though I am accustomed to team working, however, the way of functioning of this team was comparatively new to me. It is due to the fact that, in the team with which I had performed my academic tasks in the undergraduate or school years were much less synchronized and we had limited responsibility of allocation of job as the teacher used to mainly perform the role of task allocated, which was not the case in this time. Most importantly, performing secondary research was completely new to me, regarding which I gained an in depth understanding with the help of completion of this module. Other than that, learning the different aspects of academic writing and understanding the nuances which impact on my grades may have also a new experience.

Reflective observation- Reflective observation refers to reviewing the experiences which has been mentioned in the above made discussion (Akella, 2010). The aspect which I enjoyed the most in the process of completion of the module was team work. It is due to the fact that positive and effective team work created an environment of encouraging competition to excel in the performance on the part of all the team members. It also formulated an environment of knowledge sharing and learning among the team members that helps in enhancing the knowledge base and skills of the team members (West, 2012). Other than that, I also enjoyed learning the skills of choosing the authentic sources which could be used for secondary research, in context to the topic of presentation. There are certain aspects associated with secondary research due to which I liked it specifically. In the process of conducting secondary research, I observed that fact that completing an assignment with the help of secondary resources is convenient due to being easily accessible. As a result of this, in this method a wide number of resources which collected by me that helped me in making the assignment data rich. I also found it inexpensive, easily accessible, helps in identifying research problem, and potential difficulties. The fact that in the academic writing there are certain details which has to focus on, like using third person and reference the sources that has been used to write an assignment, which was learned on my part during the course of completion of the module made me enjoy academic writing. This knowledge would help me in the future to deliver information.  
However, there are certain challenges or aspects of the module which were challenging to me. In the process of working in a team, there were certain team members who were not supportive. Such team members were skeptic about any steps which were taken by the team as a whole. Working in a healthy and harmonious environment with such team members was a major challenge (Salas et al., 2008). This created a challenge for the team for effective completion of the project within the given time. The skills required to reference the work as per the academic standard was also challenging on my part. It is due to the fact that there are different formats of referencing. So, learning the required format of referencing and implementing it, like Harvard referring, was a major challenge for me. In addition to that, making a presentation as per academic standard and presenting it in a professional manner was also another challenge for me. It is due to the fact that, I had limited knowledge and expertise associated with making a professional presentation which made this activity challenging for me. 

Abstract conceptualization- Herein a conclusion associated with the learning experience is mentioned (McLeod, 2017). On the basis of the above discussed experiences, it could be observed that there are certain aspects which were my strengths and certain aspects has been identified which are my weaknesses. The fact that I shared a good rapport with my team members in the process of completion of the team work reflects my quality or strength of an effective team worker. Furthermore, the fact that I was efficient in work distribution, coordination with my team members also reflects my strength of a good leader. As an administrative assistant, this strength is of great help to my current professional position. It is due to the fact that my present professional position needs me to coordinate with a team and provide them with assistance in regards to clerical and admin duties. Thus, having the strength of effective team worker helps me to effectively coordinate with the team. Other than that, the fact that I could effective conduct secondary research, establishes it as one of my academic skill and strength. The skill associated with secondary research also turned out to be helpful for me in regards to my professional skill. It is a fact that with the help of secondary research skill, in case of any new database knowledge and knowledge associated with software and being updated with such developments secondary research may turn out to be helpful and help in my further professional growth.  
However, there are certain weaknesses on my part as well, with the help of this reflection which was observed. The lack of ability to deal with team members who were not cooperative reflects my weakness of not being able to work with team members or employees in the actual field of work from diverse nature and personality. This hindered my professional skills as an administrative assistance in the process of working with the team (Salas et al., 2008). It is due to the fact that, lack of ability of working with a wide range of team workers restricts my team working skills as an administrative assistant and makes the assistance provided by me like assistance in clerical and admin duties meaningless. The fact that I faced challenge in the process of presenting the work in an academic and formal manner reflects my weakness associated with reading and written communication. Being a professional there are several occasions wherein, the data collected by me as an administrative assistant are required to be presented to the senior managers in the form of presentation. Thus, having the weakness of making a presentation in a formal manner, acts as a professional setback for me. The challenge I experienced in the process of writing the presentation or report required to be presented in the course of the work is a clear indication of my weakness. The communication that I have to perform with my team members in written form gets seriously affected due to this weakness. Other than that, the challenge which I faced in referencing a piece of work also reflects another weakness which is referencing any academic piece of work, in the absence of which any work is meaningless and subjects it to the risk of plagiarism. Thus, on the basis of the above made discussion it can be observed that, I need to further improve my team working skills, along with written communication and presentation skills. 
Active experimentation- The weakness and strengths identified with the help of the above made discussion will be of great help for me in my future professional growth (Kolb & Kolb, 2012). On the basis of the identified strength, like management skill, in the future any kind of team work could be effectively performed by me. Other than that, the ability of secondary research would help me in the future in having further career growth as well. It is due to the fact that, the development of software and different databases will always be there with technological advancements. Thus, with the help of this skill, in the future I will be able to be updates and collect necessary information. 
Similarly having an understanding of my weakness like team working skill, along with written communication and presentation skills provides me with the scope of eliminating those weaknesses with the help of certain steps which will be discuss in the recommendation portion. Thus, with the help of the required steps to be taken, I will be able to manage team members of diverse nature effectively, which would promote my team working skills. Similarly, with the help of enhancing my written communication skills, I will be able to establish an effective communication and team working with my team members.    

Conclusion 
On the basis of the above made discussion it may be observed that, reflective practice, is essential for the continuous professional and personal development of an individual. It helps in identifying the various strengths and weakness of an individual and thus, further re-establishes his/her strengths and eliminates any weakness which hinders his/her development.



Recommendations

On the basis of above made discussion it can be noticed that team working skills, along with written communication and presentation skills are some of the areas which are required to be further improved on my part. In order to further improve my team working skills, I would further focus on participating in group work and make it a part of my studies. I would also make effort in mixing up with individuals from diverse community. For this purpose, effort would be further given by me in arranging and performing voluntary services to communities, be a part of community events and perform various group activities like sports, theatre, and drama. 
In order to further improve my written communication skills, I would actively participate in assignments which involve writing reports, dissertations. I would also make conscious effort in reading more magazines, books and newspaper which would also contribute in enhancing my reading and writing skills.
For the purpose of enhancing my presentation skills, I would attend more meetings and sessions in work place to observe the pattern of making professional presentation. I would use my secondary research skills to research wide number of presentation available online which would also help me in making a clear understanding regarding the formal format of making a presentation.  
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