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Executive Summary

The following reflection report has outlined a brief analysis on the three of the many topics that I learned during the terms. Three topics that are discussed in the below section are academic writing, time management and online learning experiences. The report below has briefly presented an evaluative reflection on my experiences and knowledge that I developed in the learning process. The reflection on each of this topic has been discussed based on Gibbs Reflective model in respect to its six stages: Description, Feeling, Evaluation, and Analysis. Further, the report has also discussed an action plan for each of the topics that will help in improving my performance in future. 
 


 

Part 1

 

Slide 1: Introduction


The following presentation is the brief reflection on my personal assessment. The analysis has been reflected in respect to the four components of SWOT. Along with this, the presentations also discuss various tools for better time management. Lastly, the presentation also discusses a brief PDP plan that will help me enhance my weakness into strength.
 

Slide 2: My Personal SWOT


Slide 3: My Personal SWOT (Continued)


I am very dedicated towards my work and strongly value good ethics as well as seriousness towards the workplace. Further, I am a qualified gastronomic person with much experience from my previous job role. Besides, I also have skills on using applications such as word, PowerPoint, Google and excel (Abdel-Basse et al., 2018). However, I will have to give on my time management skills and structuring academic writing as it would open up new and better job opportunities in future. Furthermore, the rise in the competition can be a threat to my better opportunities, due to which it is necessary for me to develop my skills.        
 

Slide 4: Time management tools


There are various tools such as tasks: to list, time-calendar, people-address book and Information-notebook, which will be very helpful for me in resolving my issues with time management. For instance, to-do-list can help me in planning my day-to-day task in a systematic manner. Similarity, calendar can act as a tool for me in remaining my important set dates (Riazi et al., 2020). In addition, an address book and notebook can be very helpful for me in recording important contacts and information.     
 

Slide 5: My Personal Development Plan


Based on my SWOT analysis, it is important to develop my time management skills and academic writing skills. To achieve this, I can maintain a day-to-day plan as well as develop writing habits, as it will help in improving my reactive writing skills.
 

Slide 6: My Personal Development Plan (Continued)


 

Slide 7: Conclusion


Based on the personal analysis, it can be noted that I will have to keep enhancing and developing my skills for maintaining the equilibrium of my performance and productivity. Further, developing my personal skills will help me open up new job opportunities in future.
 

Slide 8: References


Slide 9: Thank You


 

Part 2
Introduction
The following report is the reflections of my knowledge and experiences that I gained during my terms. In addition, the report will briefly discuss four of the topics that I mean through the modules. Each of these topics will be presented in a reflective manner with the help of Gibbs reflective cycles. The topics that will be discussed in these sessions are academic writing, time management, and online learning experience.   
Gibbs reflective models 
For critically reflect on my selected topics, I have used Gibbs reflective model for discussing my experiences based on six stages (Adeani et al., 2020). These six stages are: 


Figure 1: Gibbs reflective model
(Source: Adeani et al., 2020)
· Description: This stage gives a factual description of a specific incident. 
· Feeling: This stage discusses the emotional feeling during the event.  
· Evaluation: This stage objectively evaluates the event (Adeani et al., 2020).  
· Analysis: This stage helps in identifying the things that have hindered or helped the person in a particular situation (Dressler et al., 2018).   
· Conclusion: It discusses the outcomes learned from a specific event.
· Action plan: It deals with plans for future improvement under similar events or situations (Adeani et al., 2020).
Topic-1: Academic Writing
Description
During my term, I was introduced to academic writing, which is a formal style of writing used within the universities and scholarly publications (Hyland and Jiang, 2017). Further, I was also taught through the module that academic writing follows a similar process of writing, which is just like other types of text. However, academic writing has specific conventions in terms of content, structure and style. Besides, I have also learned that academic writing is clear and precise, formal and unbiased, focused and well structured, correct and consistent as well as well-sourced (Huisman et al., 2019). In addition, I have also learned that while formulating an effective academic writing it is necessary for me to use simple but informative sentence structure and language.     
Feeling
The learning experience has been very productive for me, as I have learned many styles of academic writing such as essay, research paper, thesis, research proposal, and literature review. All this has collaboratively helped me develop my writing skills in a more efficient manner. Besides, the learning of this topic during my terms has helped me improve my writings (Huisman et al., 2019). Considering this, I can conclusively say that the topic of Academic Writing has been most fruitful for me in developing my skills. Further, academic writing has also helped me in conveying my information in an impartial way.         
Evaluation 
However, in during these sections I also realised that I faced much difficulty in structuring sentences, due to which I was not able to be applying my learning and knowledge in more effective manner. Besides, I have also realised that having a higher content of words play a significant role in formulating the most attractive and informative information within our academic writing (Huisman et al., 2019). Further, it is also necessary for me to use clear and precise language within my writings to ensure that the readers are able to know what I am actually trying to convey.         
Analysis 
Academic writing can be a very effective skill for me in my future perspective. However, in order to make it more effective it is very necessary for me to make more emphasis on my weakness and try to make them my strength by importing it (Badley, 2019). However, modules based on academic skills have been very helpful for me in improving my writing skills. Considering this, it is necessary for me to formulate effective action plans, which will help me address my areas of weakness. Further, it is also necessary for me to take references of other works that will help me improve the quality of my academic writing.  
Conclusion 
Collectively, this particular topic has been the most productive for me as it has helped me enhance my academic writing. Along with this, there are areas of improvement that need to be addressed by me for better development in future (Badley, 2019). These developments will help me open up new opportunities in the future.  
Action plan  
	Area of improvement 
	Resource 
	Timeline 

	Improve my sentence construction 
	· Take part in various essay writing 
· Schedule writing each day (Badley, 2019)
· Refer to the articles, books, journal for getting more ideas
	5-6 month 

	Enhance my vocabulary 
	· Download apps that will help me learn new words each day 
· Learning five new words each day
· Apply the words in my writings  (Badly, 2019)
	8-9 months 


Table 1: Action plan  
Topic-2: Time management
Description 
The second topic, which I was introduced to during the terms, was Time management and to my consideration, this particular topic has been the most effective learning experience for me. Through this module, I have learned that effective time management is the effective use of my time that will allow me to plan my days in such a manner (Kurtz et al., 2017). This effective time management will help me in meeting the deadlines of my set targets and goals. In addition, I was also taught time management is one of the most vital roles that will be taken in by employers while reuniting new teams with a workplace.  
Feeling 
Considering the current fast moving world, it is very necessary for me to develop effective time management, as it would help me meet my set targets and goals. Further, proper time management skills within a person will help her manage their take in a more constructive manner (Kurtz et al., 2017). I have found this topic the most valuable one for me because it has taught me the importance of time and has taught me as how essential it is for me to meet the deadlines of my set targets. Besides, I have also realised that proper time management will enhance my overall productivity in life.      
Evaluation 
Learning the different aspects of time management through modules, I have realised that without the proper time management it is not possible for me to meet my goals. Considering this, I will have to develop time management skills with me as I often struggle in meeting my set deadline. In addition, I have also realised that effectively managing the time will be very helpful for me in accelerating my goals for more productive outcomes (Aeon and Aguinis, 2017). Besides, it will also be helpful for me in meeting the dealings in a corporate field that will eventually increase my gross productivity. 
Analysis
During this learning process, I was also able to learn various aspects of time management, which is very effective in both personal and professional lives. Considering this, it is very necessary for me to develop better time management skills for improving the quality performance for my future opportunities (Aeon and Aguinis, 2017). To achieve this, it is necessary for me to set a deadline to my activities. Setting deadlines for each of my activities will help me in fishing my set targets, because of which I will be able to plan up new goals for my enhancement and development.    
Conclusion 
This particular module has taught me the importance of time management in achieving set goals in set times. Along with this, I have also realised that time management skills are also very necessary in case of various job prospects in future (Jiang et al., 2017). This is because proper time manager skills will help me in meeting my targets that will eventually enhance my productivity.     
Action plan 
	Area of improvement 
	Resource 
	Timeline 

	Set up deadlines for each of my task 
	· Maintain diaries 
· Formulate a worksheet 
· Set up goals 
	6-7 month 

	Develop time management skills 
	· Take part in different self-development plans (Kurtz et al., 2017)
	8-9 months 


Table 2: Action plan     
Topic-3: Online Learning Experience
Description
The advancement in technology has brought a revolution in the learning and teaching methods. Like in case of emergencies such as Covid-19 where online learning has served a huge role in maintaining the continuity of the learning process. Further, I have also learned that online learning will be the new normal in the coming years. In addition, online learning is more convenient over the traditional system of learning, as it is much faster and an effective system for teach (Rapanta et al., 2020). Besides, I also learned through this topic that online learning is a better and effective way for connecting the students from worldwide who desire to diversify their knowledge in various fields.    
Feeling 
I feel that online learning is a better and effective way of spreading education to every section of society. Further, online learning has made it possible for the foreigners students to broaden their knowledge in their desired fields, which is not variable within their home country (Dhawan, 2020). In the same way, online learning has also been helpful in attaining various online courses, which was a much faster and informative learning experience for me. Based on my personal experience of online learning, I can say that it will be a very advantageous tool in near future for transforming the phase of the education system.   
Evaluation 
However, along with much process there are some limitations to online learning. These limitations are availability of the internet system, costing, and accessibility to the technology. Considering this, I feel that there is a need for some strategic planning for the proper implementation of various online learning systems (Rapanta et al., 2020). Besides, I have also learned that online learning is fully dependent on the internet, due to which any disruption in the internet connection can hamper the entire learning process.   
Analysis
Through these modules, I have learned how important online leading is in this modern society where most of the population are dependent fully on the internet system. Further, I have also realised that it is necessary for various educational institutes to collaborate with one another and accordingly formulate ways for a productive implementation of online learning platforms for the students (Dhawan, 2020). Further, in situations such as Covid-19 online learning programs will be an effective way for the students in engaging them through various academic works.   
Conclusion
Collectively, through this learning experience I have realised that online learning is very crucial for coping up with the learning process in this modern society. This is because people nowadays are more dependent on various online platforms for diversifying their knowledge. For instance, the process of online learning has been helpful for me in maintaining continuity studies during the sever situations such as Covid-19 (Unger and Meiran, 2020).    
Action plan  
	Area of improvement 
	Resource 
	Timeline 

	Learn  various online courses 
	· Set up the list of courses that I will learn 
· Learn up for various online options 
	6-7 months

	Make more intensive research  
	· Develop my knowledge on various aspects of online learning process (Rapanta et al., 2020)
· Refer through various articles and journals (Rapanta et al., 2020) 
	9-10 months 


Table 3: Action plan  
Conclusion
The sections in the above sections have presented a brief reflection on the knowledge and experience that I gather in during the term. For instance, academic learning is very effective in developing a person’s academic writing skills. Similarity, time management is another major skill that is required for systematically performing the task or activities. Further, online learning is another major factor that has been transforming the traditional learning process. 
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