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1.0 INTRODUCTION

Before I started my Skills for Workplace Programme at University of Wales Trinity Saint David, my knowledge and skills are all based on personal experience, far from being critical or analytical in many aspects for career development. In this module we focused on learning about reflective practice as a method to assess our learning personal experiences and how we expressed ourselves over a period of time written by the learner itself (Reflective writing, 2020).  Reflecting writing gives me an opportunity to relate based on my experiences and consciously think about events and understand my strength and weaknesses in many fields to help me advance in my career development. For instance, I noted during the course and attending to multiple task being a parent, worker and a student that I need to persevere more, motivate myself and to have the ability to work under pressure. These are the skill I am harnessing more and wish to be able to continue throughout to develop and advance myself.


2.0 MAIN BODY

MY TIME MANAGEMENT REFLECTION BASED ON GIBBS’ REFLECTIVE CYCLE.  

How I managed to finish my assessment task on time.

In 1998, Graham Gibbs developed a structure to learn and examine our experiences, to conclude on what you have learned and what could have been done otherwise that is called Gibbs’ Reflective Cycle (Gibbs' Reflective Cycle: Helping People Learn From Experience, 2020). It is a very useful reflective cycle for the learner to understand and make sense of the situations. It has 6 covers cycle stages namely Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan (ibid).

DESCRIPTION 
When we were first handed out our submission deadline for our course work, I assumed that’s it’s something that can be done just easily, no pressure to start earlier. Taking my sweet time and the usual bad habit of procrastinating, thinking that I can complete my academic writing with few hours a night has resulted in me being behind my schedule and has to take extra days off from work in order to catch up with my timings.

FEELINGS
Being a Term 1 student and lacking experience in academic writing, creating an essay on time was scary but at the same time it gives me sense of excitement knowing that I can explore my ability and skills in writing. Being behind my schedule is frustrating and had lower my self-confidence down for a while but having my University friends and lecturers around and their words of encouragements motivates me.

EVALUATION
As I evaluate myself within the situation where I have to be on time with my work, at first  was angry and stressed out for not being on time but after my completion I felt the sense of fulfilment that no matter how old I am and being in late education, I still am capable of doing what I thought I will not be able to at my this age.


ANALYSIS
Although I miscalculated the time under-estimated the quality and quantity of work to be done that caused me such a panicked and stressed, I still managed to complete my task on time due to more patience and perseverance.

CONCLUSIONS
Being a working mother and attending this course at the same time I have learned that time efficiency is very crucial and will reduce my anxiety in my future work or course commitment.

ACTION PLAN
My term 1 experienced of panicking and racing against time to meet my deadline, I assure myself that next time whenever I have important school or work deadlines or to be more productive in my day to day life, procrastination and time wastage is a big NO. Learning from my mistakes does makes me a better person.


MY CV WRITING REFLECTION BASED ON GIBBS’ REFLECTIVE CYCLE.  

CV or short for curriculum vitae is a required marketing document to tell the prospective employers about yourself including skills, work experiences, achievements and abilities (How to write a CV: Tips for 2020 (with examples) | CV-Library, 2020).

How I made my CV more interesting to the job interviewers

DESCRIPTION
I still vividly remember the first CV I did for my first job interview 25 years ago back home in the Philippines. CV or in the Philippines is commonly known as BIO-DATA, is a widely use pre-printed piece of paper that is available to buy in any bookstore where all I have to do is fill up the personal details shown on the paper, it is as simple as answering a questionnaire of what is your NAME, ADDRESS, BIRTHDAY, GENDER, RELIGION, HOBBIES, SPORTS,  EDUCATIONAL BACKGROUND, WORK EXPERIENCES, and some that I find too personal and unnecessary information for the job I am applying for. With the said BIO-DATA it is a must to attach a passport size photograph of the applicant.

FEELINGS
I realized that our BIO-DATA clearly symbolises our conservative culture thus discriminate applicate with different religion (as Philippines is Catholic-based country). And I feel it is unfair on applicant’s photograph to be included as they should be hired according to own knowledges and experiences and not because of personal appearances.

EVALUATION
In my BIO-DATA writing experience I felt that the longer my personal statements and more information added, the more you get the chance getting the job. The easier my CV to read is the more I can get shortlisted for interviews.

ANALYSIS
Even though BIO-DATA are commonly used back home, I analysed that CV writing in this modern world is more appropriate and more clear reflection of myself in respect to my employability and skills.

CONCLUSIONS
CV writing nowadays are fairly written, creating my own brand, focusing on my knowledge, skills, attributes, and other things such as personal statement.

ACTION PLAN
Now I learned that its preferable to make a clear and concise but consistent CV. The easier my CV to read is the more I can get shortlisted for interviews.


MY REFLECTIVE WRITING BASED ON KOLB’S LEARNING AND EXPERIENTIAL LEARNING CYCLE

KOLB’S reflective model is based on one’s personal experience that involves four cycle stages, namely: CONCRETE EXPERIENCE, REFLECTIVE OBSERVATION, ABSTRACT CONCEPTUALISATION (Mcleod, 2020).

Reflection on my experience as a student of UWTSD improving my Employability, Academic skills and my Personal Development Plan through KOLB’S learning cycle.

CONCRETE EXPERIENCE 
I am currently working as Nanny/Mother’s help for a family in London. The reason on why I started my programme in UWTSD is hopefully to study further to become a qualified teacher. Having my experience during my programme I learned about that my employability skills, academic skills and commercial awareness are lacking to create a good opportunity for me in most of the workplaces. I also had the experience to understand how personal develop plan is a great tool for my learning and help me set my objective with my future education goal.

REFLECTIVE OBSERVATION
It was year 2002 since I started working in London, mostly as a nanny, and some years as a restaurant server too. As I go on with my programme, I learned the meaning and value of understanding the difference of soft and hard skills for employability. As a worker myself, I reflected that my soft skills traits like being a good employee, having a good listening and communication skills are only part of skills that are necessary for the job. Going on with my UWTSD programme will help me improve hard skills, like my analytical, management, or technical skills to boost my career. Reflecting on my personal development plan, I find the study favourable and help me set my long-term goals and future stability.

ABSTRACT CONCEPTUALISATION
I concluded that due to the fact that I started working in England from the Philippines with no experience and my educational background back home not being recognized in this country, I ended up working on any decent available job with less qualification on hand. In order to for me to better my job situation, starting my programme at UWTSD was the right choice, it thus improve my understanding and working on my personal development plan, improving my academic skills such as my writing, presentation, and refencing, continue to keep my ability to listen and communicate well and work harder on my hard skills.

ACTIVE EXPERIMENTATION
After analysing my situation and the facts on how and why I, for more that 15 years has been working on a low-key but decent job, which I am always proud of. I look forward to a better career and more sustainable future once I completed not just my year 1 at the UWTSD but I also plan to actively move forward to next level of my education, being in my mid-40’s working mother of two is not a hindrance to study until we reach our level of success and happiness. Having an educational degree helps me plan and work things out in a new work perspective.  My life and work experiences will motivate me over and again no matter how many failures will come my way.


MY ANALYTICAL THINKING SKILLS REFLECTION BASED ON DRISCOLL MODEL OF REFLECTION


Developed by Driscoll in 1994, 2004, and 2007, it is one of simplest model of reflection composed of basic three questions namely WHAT, SO WHAT, NOW WHAT created to simply reflect own’s experiences in more constructive and precise way (&rarr;, 2020).


WHAT
As I progresses on my study programme at UWTSD, I developed variable skills that are necessary for me so slowly climb up towards achieving my dream of becoming a qualified teacher here in England. One of the important factors that I lacked is to think analytically.  Due to my current work exposure and I am not a person who has the ability to mentally process of breaking down complex information. My problem-solving skills, tackle and sort new information, skills to negotiate are not the best.

SO WHAT 
Lacking in analytical and critical thinking, I felt that my inability to recognise underlying issues and being a creative thinker will not help me prepare for my changes in my current role. Being able to understand that not everyone has the ability, I felt that continues studies and obtaining an open mind will help me overcome this weakness.


NOW WHAT
My awareness of what I lack as an analytical and critical thinker, I will continue to pursue accumulating facts and knowledge in order to me reach my full potential. With the help of my UWTSD programme modules I plan to surround myself with different people with good influences, read more often and be more observer.


3.0 CONCLUSION 

To conclude, reflective practice has improved a wide range of skills I have learnt before and my personal self.  Gibb’s model allowed me to thoroughly analyse and evaluate my current time management skills and to find points of improvement which then allowed me to come up with future action plans to help balance the deadlines of projects and nanny work and mother’s duties. Moreover, Gibb’s model of reflection helped my CV writing skills as it allowed me to realise which are necessary and unnecessary information to put in a CV.  Furthermore, Kolb’s reflective model aided my academic and employability skills as it allowed me to base it on my actual experience.  Also, my personal development plan was made clearer using Kolb’s model as it reflects on my personal experiences. Lastly, Driscoll’s reflective model gave me a quick and sharp reflection on my analytical thinking skills which allowed me to immediately come-up with action plan for future.
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5.0 APPENDIX:


IN-CLASS ACTIVITIES

Week 1:  Learning about employability skills and the difference between hard skills and soft skills.

HARD SKILLS are specific technical knowledge and are teachable and measurable abilities that are gained through personal experiences in either education or career, such as computer programming, statistical analysis, multilingual, bookkeeping, and more.

SOFT SKILLS are personality traits that helps build a good relationship with others, like dependability, open-mindedness, teamwork, adaptability and other good personal habits.


Week 2:  Review an Office Manager CV and its qualifications;

An Office Manager must have:
· Business management skills
· Administration skills
· Organizational Skills
· Ability to work well with other
· Ability to organise time and workload
· Patience in stressful situations/problem solving skills
· Initiative
· Leadership


Week 3: Understanding about the reflective models (Gibbs, Kolb’s, Driscols)

Gibbs’ Reflective Cycle is a very useful reflective cycle for the learner to understand and make sense of the situations. It has 6 covers cycle stages namely Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan 

KOLB’S reflective model is based on one’s personal experience that involves four cycle stages, namely: CONCRETE EXPERIENCE, REFLECTIVE OBSERVATION, ABSTRACT CONCEPTUALISATION 

Developed by Driscoll in 1994, 2004, and 2007, it is one of simplest model of reflection composed of basic three questions namely WHAT, SO WHAT, NOW WHAT created to simply reflect own’s experiences in more constructive and precise way.













