Learning Log for Learning from Employment Unit (P2 and P3)

	
	Day 1

	Daily experiences (brief

summary of what

happened today)
	Today I filed a lot of documents for the HR department.  My manager is the head of HR and he asked me to organize all of the new employees’ files and file them.  No one had organized them at all so the papers were all over the place.  I had to put them in an order and then file them with all of the other employee files.

	Meeting with supervisor or

manager

-aims

-what was discussed

-outcomes
	In the morning, my manager showed me the documents that I was requested to sort and file.  I didn’t know the procedure, so he explained it to me.  I was then able to do the job that he wanted me to do.  He showed me how the other files were organized and I just did it like that.

	Meeting with mentor

-aims

-what was discussed

-outcomes
	My mentor is my manager so the above statement reflects our interaction.

	Types of work

undertaken
	Sorted files
Filed

Attended a meeting with my manager

	Requests undertaken

and who made the

request

-what I was asked to do
	My manager asked me to organize the new employee documents and then file them with the other employee files.  He also asked me to make some photocopies at different times throughout the day.  Other than that, I wasn’t asked to undertake any other work.

	Skills learnt
	I improved upon my ability to multi-task.  I also learned how to file in a more efficient way.


Reflective statement template

	Description of activity which is the source of reflection.
	Sorting files and filing, while answering the phones.

	Explain how you:

• Step back, explore and analyse your own

role in the experience.

• Consider the different perspectives of

other people involved.

• Make connections where appropriate

with policies and procedures that are

available.

• Consider the implications for the

organisation and for others.

• Show what you have learned from the

process.

• Include knowledge and understanding of

such things as dress code and working

practices.
	Though I was only asked to do a simple task like sorting and filing, I was able to really think about myself and how I can be a better employee.  I tried to do it fast and the best possible to learn and for others to know I care about my job.  
I was the only one doing the job.  My manager asked me to do it, so I’m sure he wanted me to do it the best way possible.  Since I work for him, I would think that he wants me to complete the tasks quickly and well.  Otherwise I’d be wasting time and space.  
All of the files must be done in a certain way.   I didn’t know how they were supposed to be done before I asked my manager.  But, he easily explained it to me.  I didn’t really understand the policies (and even why they were there) until I actually started the filing.  
If I didn’t do it the way it should be done, then the other people in the organization wouldn’t be able to locate the files in the future.  If there was a problem with one of those employees, then no one would be able to get the stuff that was needed.  This could also affect whether or not the organization keeps an employee or not, or if the organization gets into trouble for not having something.  Many things could happen that would hurt the organization if I didn’t do it so others could find the files.  
I learned how to be more efficient because I did it for a long time and finally was able to do it quickly.  It took a while, though.  I figured out the best way to sort and file.  First, I started doing it one by one.  Then, as I went along I realized that if I combined things, it would get done quicker.  So, I did and it was easier and quicker for me.  (
Most of my day was spent in the file room so what I was wearing wasn’t important.  The thing that was really important was that I was following the working practices.  I couldn’t change the way the documents were labeled or anything like that cause then no one would be able to locate the information in the future. 


