RUNNING HEAD: REFLECTIVE ESSAY & PORTFOLIO									1
To actively change, Gibbs reflective cycle (1988) is a helpful tool and is used to reassess one’s own experiences and skills and assist on how things can be done differently in the future. For the reflective cycle these experiences and skills don’t have to be positive, negative experiences are also useful. Gibbs stated that there are six stages including, reflecting, describing, feelings, evaluation, analysis, conclusion and action plan and can be used during structured debriefing to guide reflection. This reflective log will use this method to reflect and conclude how I have enhanced my learning within this module. 
This module was aimed to help develop different competencies that relate to employability and enterprise.  It was chosen for me to get a better understanding of the skills needed to see me through my last year of university and the competencies needed for future employment. At first I was apprehensive of the unknown within the module as it was taught in blocks and I have not used this technique of learning for the previous years in university and due to not having much confidence in my persona I struggled to control my stress levels with regards to how I was going to organise my workload efficiently. According to Mohsenzadeh (2007), stress is a reaction to a threat to (real or imaginary) your mental, physical and emotional health which can lead to series of reactions or physiological problems. Furthermore, I came around to the idea of gaining knowledge on different skills and getting more of an idea about the route I want to go down for my future learning and employment. 
As I have previously taken a gap year out of education, I have worked full-time and have enhanced my employment skills in many ways, although this module has helped me gain more of an understanding of conflict resolution, it has helped me review my personal development plan to see my personal growth and has helped me understand my personality traits which allows me to see what type of job is good for my personality type. As I scored the highest on extraversion and neuroticism, using the big 5 inventories, it was figured I am best suited within a sales environment or an outgoing job where I can keep busy. As I want to progress from this course to become a social worker, I feel this job will suit me as I will be given case loads to complete which will keep me engaged. Although, I need to find ways to manage my stress levels and organisational skills due to this job being a high demand. 
 By completing online learning sessions, which included, watching videos and answering questions, research tasks, teamwork tasks, short essays and case studies, I have learned how to work as a team and how to take control of a team, gain confidence on my work by receiving positive feedback which in turn controlled my stress levels, review how my skills have improved and give my point of view across while being able to alternate my views from the influence of someone else’s thoughts. 
There are two conflict worksheets as part of my portfolio. The first worksheet was completed by myself before we spoke about conflict resolution and the second was completed by myself after we spoke about conflict resolution and online learning sessions. This is evidence that my conflict resolution skills have improved, for instance, comparing the 2 sheets I completed, the reviewed worksheet shows I would take a calmer approach to situations while still being professional and still enhancing my skills. It also shows a more mature approach of dealing with situations, which is a key element in future employment.
My second piece of evidence is a personal development plan. This has been reviewed by me after enhancing my skills within the module. On review the goals set by me have improved considerably. I am now able to speak in public without many delays in my speech, I can manage my time appropriately while still having a work/life balance for my health and wellbeing that normally would result in stress and feel I can lead a team as well as be part of a team much more efficiently with the help of this module. This will enable me to enhance these skills further as I progress within my chosen career.  
My third piece of evidence is my CV. This has been reviewed and renewed by enhancing my professional skills in this module. My old CV is very plain and does not catch the eye. Whereas, my reviewed CV has a personal statement where I sell my transferable skills before the employer reads my qualifications and previous employment. As my organisational skills have improved within this module, I was able to adjust the layout of the CV to a more orderly arrangement where titles are underlined and is clearer to scan or read over. 
I feel I have struggled the most with stress, I find it hard to relax and have faith in myself, although, this module has been taught in a block along with other modules and I have managed to plan my time with a planner which has allowed me to keep my stress levels at a minimum. Being open and honest in the lectures about how I’m feeling and completing online learning sessions has also helped me control my stress levels as it has given me more confidence with my own work because the feedback has been positive.
If I were to participate in this process again, as I was unable to attend a careers appointment due to personal issues I would ensure to attend one next time to gain further information on the competencies I would need to go into my chosen career of being a social worker and focus on improving these. Although, by simply completing the module it has given me confidence to understand the basics of what skills I would need to become a competent social worker and has given me the motivation to start applying for a social work master’s degree when I finish this course as I believe that I have the ability to achieve. 
To conclude, it is clear by the evidence shown that my skills have improved within the module. This overall has made me feel more professional and has given me more confidence to pursue further education to achieve the goal of becoming a social worker which will in turn enhance my skills further and enable me to progress within my field. 
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Conflict in the workplace scenarios- 1
	Scenarios 
	-Consider a possible solution to the problem 
- are there any factors that may make the scenario worse?

	The general manager has left you in charge but the staff refuses to follow your direction
	[bookmark: _GoBack]Make a note of the staff refusing to follow my direction and phone manager to explain whats happening so I don’t get in trouble for not taking charge.

	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches.  You have to work in close contact with this 

	I would remind them again and if it keeps on happening, I will go off sick.

	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself.	
  	
  	
  
	Explain it wasn’t me and not take the blame for it 

	You are stuck in traffic and this makes you late for work.  When you arrive at work, your boss is annoyed with your tardiness. 
	State I’ll leave earlier in the morning and explain that I have personal issues going on at home

	Your boss has noticed that you are slower than others in completing tasks.  You believe that you work just as hard as everybody else does. 
	Explain I’m trying my best but will make a conscious effort to improve. 

	Any further thoughts:














Conflict in the workplace scenarios- 2 REVIEWED
	Communicate Scenarios 
	-Consider a possible solution to the problem 
- are there any factors that may make the scenario worse?

	The general manager has left you in charge but the staff refuses to follow your direction
	Communicate with staff members and explain we have to work as a team to finish the shift as I have been left in charge and if they have any further issues after the shift to make a note and tell the manager when he returns 	Comment by Sophie Matthews: These sessions have helped me with many skills. They have enabled me to improve on my team work skills as I worked as a group to complete tasks including answering scenarios. I have lone worked answering these and stated I would do it in a certain way, but the team said we could do it another way, so we’ve come to an agreement. This has helped me reflect and enhance my teamwork resolving skills where the module allowed me to develop this further for future employment.

	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches.  You have to work in close contact with this 

	Remind them politely again and explain the severity of the headaches, if it carries on then ask if it’s possible to be moved or if the manager can deal with the situation.

	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself.	
  	
  	
  
	Be honest if it was me and clean it up. If it wasn’t me gather a team together to clean it up and arrange a staff meeting for team work and a plan. 	Comment by Sophie Matthews: This module has also improved my organisational skills as it has helped me prioritise my work to the best of my ability in class and at home. I feel I am now able to take a step back and control my stress by being more organised especially as I completed worksheets within class and participating in online learning for the module.

	You are stuck in traffic and this makes you late for work.  When you arrive at work, your boss is annoyed with your tardiness. 
	Explain I have several things going on in my personal life and ask if it is possible to start work later and finish later for the time being. If this is not possible explain I will stay on for what I have missed and leave earlier in the mornings to get to work on time.

	Your boss has noticed that you are slower than others in completing tasks.  You believe that you work just as hard as everybody else does. 
	Ask for further training or ask to shadow someone that gets the job done quicker than me. Ask for a mentor in order to learn how to work to the best of my ability but as fast as I can at all times. 	Comment by Sophie Matthews: This module has overall helped my confidence skills as I feel I have improved many skills which has in turn enhanced my confidence for future employment and future education such as training. I now understand how to resolve conflict in a workplace and how to communicate to avoid this conflict. 

	Any further thoughts:















Evidence piece 2- CV 
Sophie Matthews
Support worker
Llanelli SA14
soph_jessica_matthews@hotmail.co.uk
07805491088

Work Experience 
Bank health records clerk NHS- Llanelli 
November 2016 to November 2017

Support worker 
Perthyn 
October 2015 to Present 
Responsibilities  
Supporting vulnerable people in the community with a duty of care, paperwork, filing, money handling, solving problems     
Skills Used 
Care, communication, IT skills, good telephone manner, application of number

Team leader Carphone warehouse 
November 2014 to November 2015
Responsibilities  
Stock checks, hitting weekly and daily targets, cashing up, banking, mobile phone contracts, selling broadband, selling insurance, providing a world class service for every customer.    
Skills Used  
I feel I have great customer service skills. I was a team leader at carphone warehouse and feel my skills have developed greatly from this role, we used something called WCSS which sends the customer a text after the sale is complete. This rates the customer experience and how they feel they were treated, I held 100% on this from the start to the end of my job. I have very good communication skills and work well as part of a team but also work well to my own initiative. I thrive in confidence and always do more than whats expected of me. I was the 3rd highest seller in the region for mobile phone contracts at one point and feel that I'm at my most confident within sales. 

Waitress and bar work full time marstons –
Llanelli
 September 2013 to November 2014
Responsibilities
Bar work, communicate with customers, till work, handling money, serving food, team work, hitting targets per week and per month, dealing with any complaints, upselling products

Sales Assistant Part Time
Next Retail
January 2012 to July 2013 
Worked with customers, stocktaking, replenishment in the stockroom, using the tills, worked as part of a team and individually, calling out on phones, communication, making sure daily sales targets were met.
Education 
QCF in Health and social care ACT training - Wales 
June 2016 to June 2017 
Welsh bacc College Sir Gar 2011 to 2013 
BTEC in Public services - PPP
St John Lloyd School 2006 to 2011

Skills 
level 3 communication, level 3 IT, level 3 application of number, level 2 food handling, level 2 medication, PBM trained, diabetes training
Additional Information 
My key skills include
 • Application of Number • Team Work • Communication • Information Technology • First Aid • Supportive of others


Evidence 2- CV REVIEWED 
Sophie Matthews
23 Tir Yr Yspyty
Llanelli 
SA14 9AZ
21/01/1995
07805491088

Personal Statement 
I am a hardworking, confident individual who has experience working with vulnerable adults in a variety of settings and from a range of different backgrounds. I am reliable and responsible and work well partaking and managing a team. I have a flexible approach to my work and have good communication skills with others. I’m a fast learner and adapt well to different situations, this in turn allows me to make decisions independently and as part of a team. Not only have I gained experience in my employment I have also gained experience in my personal life and education, such as time management, interpersonal skills, problem solving and self- motivation.	Comment by Sophie Matthews: Compared to my old CV, I have enhanced my writing skills and am able to sell myself in a more professional way that makes the employer want to know more about me, as my old CV didn’t have a personal statement. 

Perthyn
August 2015- Present
Job Role- Senior support worker	Comment by Sophie Matthews: I have recently become a senior support worker due to being in the company for 4+ years which looks a lot better on my CV for other employers and shows I have enhanced my skills. This module has helped me gain writing competencies that will aid me in my future employment 
To work as part of a team to reliably provide person centred care for people with learning disabilities, taking responsibility for supporting them with the development of individual plans and positive risk taking, developing their skills on a day to day basis by actively participating in their homes and community.
I also liaise with family on a daily basis and multidisciplinary teams for reviews and goals when needed and work with the individual’s finances to ensure they develop budgeting skills to promote their lives as much as possible. 

Bank health records clerk 
November 2016- November 2017
On a when needed basis, collecting patient demographic information and collecting their personal files for appointments, correcting and communicating any discrepancies while always maintaining and protecting sensitive and private information by keeping patient records confidential in accordance with the hospital, Engaging in ongoing training and education to enhance knowledge, skills and professionalism.	Comment by Sophie Matthews: As I have linked this to the job description it sounds more professional and shows I attend training to enhance competencies throughout my employment 

Carphone Warehouse
September 2013- August 2015
Job role- Team Leader 
Responsibilities included taking ownership of maintaining personal and store sales and data across a multitude of products and services by exploring customer needs, problem solving and delivering fantastic customer experiences. 
I also made it to the 3rd best seller in the region. I feel this was a great achievement and demonstrates I always work to the best of my ability. 	Comment by Sophie Matthews: Here I am not going into as much detail but the way I have written it makes the employer want to know more and opens questions for them 

Education and Training
Gower college Swansea- 2013/2014 pre access to nursing  	Comment by Sophie Matthews: I have written my qualifications out clearly underlined and my professionalism skills have improved with the layout of this CV 
QCF health and social care 
Coleg Sir Gar- 2011-2014 BTEC public services 
Coleg Sir Gar- 2011-2014- Welsh BACC
St John Lloyd Comprehensive school- 2006-2011
English- C
Welsh-C
ICT- B
Science- C
Maths- D
PE- C
Currently working towards a BA Psychology & Counselling degree in UWTSD. 

Additional skills 
Key skills level 2&3
First aid
Medication
Safeguarding
Food hygiene
Manual handling 
PBM trained
	Comment by Sophie Matthews: I feel I have improved with many competencies as my confidence, interpersonal skills, time management, professionalism and team leader skills have all grown with me as a person. 
I look forward to hearing off you and expanding on my CV if I get to the interview stages. 	Comment by Sophie Matthews: This is added into the end of my CV to show the employer I have more to discuss if I was to get to an interview stage


Evidence 3- PERSONAL DEVELOPMENT PLAN 
Personal Development Plan

	Skill type
	Date set
	Current ability
	Target ability
	Timescales
	Review

	Speaking in public
	01/10/2017
	Not able to speak in public, freeze when asked to do so which has in turn affected my grades in university in regard to presentations
	Be able to publicly speak, including power point presentations in university without freezing as I have a presentation in 2 weeks.  
	Power point presentation due on 12/10/2017
	Completed presentation although froze on some parts. I plan to get more confident as I do more.	Comment by Sophie Matthews: I completed my first and second year in university and managed to get into my last year, I have continued to develop this skill by taking on more presentations for a prolonged amount of time and within group presentations, for instance, in first year we were required to do 5 minute presentations, whereas, in the second and third year I have been required to complete 20 minute plus presentations.
This module has helped me reflect on the importance of being able to speak in public and have been able to enhanced this skill by completing a presentation within this module in front of other class mates. 	Comment by Sophie Matthews: I am now more confident in my third year of university speaking publicly and do not freeze when completing presentations as seen in my presentation for this module. I have gained more confidence with myself as I have practised many presentations in groups and individually in university. Practise makes perfect! 


	Time management/ Organisation skills
	Ongoing 
	 I am not very good with time management and get easily distracted. This is affecting my work as I procrastinate while trying to complete work and lack motivation to finish the work. I’m also prone to turning up late to university due to being easily distracted.
	I plan to become more organised with a planner and limit the amount of time I spend doing other things and leaving university work until the last minute
	Start organising from today 25/10/2017
	I have now got a planner and have limited the time I spend on social media/TV time in order to complete work efficiently. I have also improved my sleep pattern, so I am getting the sleep I need to be effective with my work. I have noticed my grades have improved and my general mood has lifted.	Comment by Sophie Matthews: I have had to become more organised as my future in employment depends on my grades in university. I have a diary; a planner and I am keeping on top of my work load. I don’t procrastinate as I have set times to complete work and set times for my social life giving me a work/life balance. This module has given me a short amount of time to complete the tasks needed so I have developed this even further for future employment. 	Comment by Sophie Matthews: I feel I am excelling in this skill and am rarely late for university, I am completing my work on time and I am sticking to my planner. I still feel as though I can maintain a healthy social life. On completing my work on time, it allows me to still enjoy a social life with less stress.

	Problem Solving/ Leadership skills
	15/01/2018
	I lack in maths problem solving skills and lack confidence to take the lead in team building/ group sessions. 
	I plan to become better with maths problem solving to gain confidence with it and aim to become a good team player and lead in an area within my upcoming group project in university.
	Project due on 13/04/2018
	Completed group project and managed to take the lead in a maths related area of the project within the group. Had confidence to be outspoken in my area and passed the project with a good mark, although would still like to gain more confidence within stronger leadership skills and problem-solving


	Skill Type
	Skills needed
	Date set
	Current ability
	Timescales

	Critical thinking 
	Problem solving, initiative, time keeping, confidence, stress management, study skills. 
	2017-2020
	As I have been out of education for 2 years before university, I feel I have lost the skills needed for critical thinking academic purposes and everyday situations. 	Comment by Sophie Matthews: The lectures within this module in university challenge different ways of thinking in order to complete tasks and answer questions in a way that critical thinking is needed. I have enhanced this skill and realise the importance of it for future employment.
	Ongoing 

	Stress management 
	Problem solving, organisation skills, time keeping, breathing techniques, mindfulness
	2017-2020
	I am currently not able to manage my stress as I think into things too much as I am prone to negatively thinking about my abilities. 	Comment by Sophie Matthews: I have bought a ‘to do’ diary which enables me to write down my to do’s in order of importance which helps me control my stress and workload. This module has enabled me to change my mindset into thinking more positively about my attributes and giving myself more credit for what I can do and have achieved by planning in advance and getting what I need to do done without procrastinating 
	Ongoing 
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