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Reflective Journal
EDI Certificate in Leadership & Management










* All reflective journals will be assessed throughout the workshop sessions.
[image: ][image: ]
Reflective Journal
	Name:
	

	Placement Position or role:
	

	Organisation:
	

	Mentor Name:
	



It is important to complete a reflective journal to show evidence of personal development within your work experience placement. You should include:

· Notes on what was learnt at each workshop.
· How you have translated this to the workplace.
· Demonstrate the use of soft/transferrable skills.
· Evidence of discussion with your workplace mentor on your current role.
· How you feel you could improve your performance/experience on work placement.
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What are Transferable Skills?
Transferable skills are known by a variety of terms - key skills, core skills, soft skills or generic skills. They are skills developed in one situation which can be transferred to another situation and are necessary for effective performance by individuals, not only in the workplace but in life in general. 
Please identify from list of below the transferable skills you use most on placement:
Marketable job skills 
Communication: the skilful expression, transmission and interpretation of knowledge and ideas. 

	Skill
	Tick
	Provide Examples

	Speaking effectively
	
	

	Writing concisely
	
	

	Listening attentively
	
	

	Expressing ideas
	
	

	Facilitating group discussion
	
	

	Providing appropriate feedback
	
	

	Negotiating
	
	

	Perceiving nonverbal messages
	
	

	Persuading
	
	

	Reporting information
	
	

	Describing feelings
	
	

	Interviewing
	
	

	Editing
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Research and Planning: the search for specific knowledge and the ability to conceptualize future needs and solutions for meeting those needs. 
	Skill
	Tick
	Provide Examples

	Forecasting, predicting
	
	

	Creating ideas
	
	

	Identifying problems
	
	

	Imagining alternatives
	
	

	Identifying resources
	
	

	Gathering information
	
	

	Solving problems
	
	

	Setting goals
	
	

	Extracting important information
	
	

	Defining needs
	
	

	Analysing
	
	

	Developing evaluation strategies
	
	


Human Relations: the use of interpersonal skills for resolving conflict, relating to and helping people. 
	Skill
	Tick
	Provide Examples

	Developing rapport
	
	

	Being Sensitive
	
	

	Listening
	
	

	Conveying feelings
	
	

	Providing support for others
	
	

	Motivating
	
	

	Sharing credit
	
	

	Counselling
	
	

	Cooperating
	
	

	Delegating with respect
	
	

	Representing others
	
	

	Perceiving feelings, situations
	
	

	Asserting
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Organization, Management and Leadership: the ability to supervise, direct and guide individuals and groups in the completion of tasks and fulfilment of goals. 
	Skill
	Tick
	Provide Examples

	Initiating new ideas
	
	

	Handling details
	
	

	Coordinating tasks
	
	

	Managing groups
	
	

	Delegating responsibility
	
	

	Teaching
	
	

	Coaching
	
	

	Counselling
	
	

	Promoting change
	
	

	Selling ideas or products
	
	

	Decision making with others
	
	

	Managing conflict
	
	


Work Survival: the day-to-day skills that assist in promoting effective production and work satisfaction. 
	Skill
	Tick
	Provide Examples

	Implementing decisions
	
	

	Cooperating
	
	

	Enforcing policies
	
	

	Being punctual
	
	

	Managing time
	
	

	Attending to detail
	
	

	Meeting goals
	
	

	Enlisting help
	
	

	Accepting responsibility
	
	

	Setting and meeting deadlines
	
	

	Organizing
	
	

	Making decisions
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Workshop 1
Identify learning outcomes from today’s session (300 words minimum)










How will you incorporate this into your daily role within your work placement (300 words minimum)?
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Demonstrate how you have applied this and transferable skills during the month:
	Week 1:

	Week 2:

	Week 3:

	Week4:



	Graduate Signature:
	
	Date:
	

	Mentor Signature:
	
	Date:
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Workshop 2
Identify learning outcomes from today’s session (300 words minimum)










How will you incorporate this into your daily role within your work placement (300 words minimum)?
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Demonstrate how you have applied this and transferable skills during the month:
	Week 1:

	Week 2:

	Week 3:

	Week4:



	Graduate Signature:
	
	Date:
	

	Mentor Signature:
	
	Date:
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Workshop 3
Identify learning outcomes from today’s session (300 words minimum)










How will you incorporate this into your daily role within your work placement (300 words minimum)?
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Demonstrate how you have applied this and transferable skills during the month:
	Week 1:

	Week 2:

	Week 3:

	Week4:



	Graduate Signature:
	
	Date:
	

	Mentor Signature:
	
	Date:
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Task (to complete before workshop 4)
Please update your current CV and bring to workshop 4
A competency based interview is a style of interviewing often used to evaluate a candidate's competence. Increasingly, companies are using competency based interviews as part of the selection process for experienced recruitment, as it can give valuable insights into an individual's preferred style of working and help predict behaviours in future situations.
Before the next session, please complete the below competency based questions. They will be shared and discussed at the workshop.
	Please give an example of how you have effectively worked in a team:

	Please give an example of how you have dealt with conflict in the workplace:

	Please give an example of how you have had to demonstrate negotiation skills:
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GAP — an overview for employers

GAP is a 26 week work placement programme designed t

GAP involves graduates completing a pre

Graduate Certificate at either Queen’s University Belfast

What are the benefits?

Through GAP, you will have the opportunity to:

- Benefit from a graduate’s fresh enthusiasm and
additional skills

- Use graduate talent to complete a specific piece of
work that will add value to your organisation

- Position your organisation as a responsible employer
of choice

+ Benefit from an employer subsidy if you decide to
offer permanent employment to a GAP graduate

- Demonstrate your organisation's commitment to the
wider community, and play your part in creating a
sustainable future for Northern Ireland

What will it cost?

Participating in GAP will not require any fees. GAP
graduates may be eligible to receive their current rate of
benefit and an additional weekly training bonus/top-up.
However, we do require that you cover all work-related
travel expenses incurred by the graduate. We will also
be asking each placement provider to make a voluntary
contribution of £1000 which will be payable to Business
in the Community during the first week of the placement.
Every penny of this contribution will go back to the
graduate.

GAP involves employers from a variety of sectors

and industries across the province supporting young

graduates during the economic downturn. We cannot

afford to lose the next generation of employees. GAP

provides a real opportunity, with mutual benefits, for
employer and graduate.

AP and Managing Director of

What are the risks?

GAP is about equipping and helping unemployed
graduates find work. Given that GAP will be delivered
through the Department for Employment and Learning's
Steps to Work programme, graduates must actively seek
employment throughout the duration of their placement.

help unemployed graduates during the recession.
ork in an organisation, in tandem with studying for a

or the University of Ulster.

Steven Snoddy GAP's 200th Graduate, Colum Boyle Director of Employment
Service, DEL and Gerard O'Hare CE Parer Green, Chalr of GAP.

This means that a graduate could gain employment and
may leave before the end of the 26 weeks. If this happens,
we hope that you will be able to advertise your placement
opportunity once again.

How will my company select a graduate?

Firstly, you will be asked to complete a form detailing
information about your organisation and the project or
piece of work that would be undertaken by the graduate.
We will share this information with GAP graduates, who will
then apply for their preferred placements.

1t's up to you to choose how graduates are selected,
although we would anticipate that your usual selection
procedures wil be applied.

Steps to Work Employer Subsidy

Financial help is available for your company through the
Steps to Work Employer Subsidy - a 26 week package of
assistance available to employers who recruit eligible GAP
graduates into permanent employment. To be eligible, you
must provide employment either on a part time (16:29
hours) or full time (30 hours+) basis.

How can my company get involved?

We're always looking for exciting, project based placement
opportunities for graduates. If you have an opportunity
that fits the bill, then we'd like to hear from you.

Please contact Lynne Tinkler, Programme Manager on Tel:
(028) 9046 0606 or by e-mail at employers@gapni.com

www.gapni.co
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