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Task 2: Report


Executive Summary

The following report is reflective and thus the Gibbs Model of reflection has been used to those four topics: time management, academic writing, public speaking and giving presentations and online learning experience is to be covered. Along with this, the following skills have been developed outside the classroom. Moreover, the Gibbs Model of reflection will provide me with the importance of developing the skills.
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Introduction

This report will highlight the Gibbs reflective learning method. The method has been introduced in 1988 by Graham Gibbs. The report will also describe all the essential aspects of the Gibbs model which are pretty much vital to conduct this report. Along with this the time management ability, academic writing, public speaking and giving presentations and online learning experience will also showcase here with the help of the reflective model of Graham Gibbs.


Gibbs Cycle 
The Gibbs Cycle is described about the experience of any work. This cycle is based on work experience or current situation of an individual. Moreover, the Gibbs cycle works through the six stages of experience- Description, Evaluation, Analysis, Feelings, Action Plan and Conclusion (Mindtools, 2021)
The Gibbs Cycle will describe here four topics: Time management, Academic writing, Public Speaking and Giving presentations, Online Learning Experience.












 1. Time management
      1.Description
Time management is the ability of using a person’s time productively or effectively for efficient work. The time management is the planning that how a person divides the time among their activities. Effective time management skill is to be able to work faster and harder. Maintaining of time management skills helps a person to solve their work and maintain their routine. Time management skill needs hard work and dedication. Many people do not know the value of time so they can not succeed in their career. If a person does not understand the value of time management, it is very hard to deal with even everyday tasks.
 
 	2. Feelings 
Time management improves the management idea. When I started this module, I believed I had a good time management routine. I was proven to be wrong about that very soon after the start. While I usually manage my time between work, personal life and entertaining successfully, when I started the course, I found myself in a bit of a hard situation. Now, after we discussed effective ways of time management, I am more confident in this skill, and I also improved my daily routine. Through that skill I can complete my work on time and enchase my time management skill further.

	3. Evaluation
The benefits of the time management skill are increasing productivity, professional reputation, reducing the stress in life, opportunities to achieve the future goal easily. If I have an effective time management skill, then I can make better decision. The better decisions will help me to be successful in my life. Maintaining and developing the skill, I can increase my productivity rate of any work, get professional reputation and opportunities to achieve my desired career goal. 

	4.Analysis
Through this topic I learned how the time management works properly. The analysis of time management helps to understand how to do things the right way. At first, when I did not follow proper time management technics, I faced many problems. Then we discussed that topic in class, and I did some additional reading about it and now I believe I improved my working and studying quality, reduced the stress level and I will not miss any deadline. (Homola, 2021)

	5.Conclusion
I increased my productivity of work through following the time management skill. I follow the process in effective way now. The skill also helped me to reduce the stress, improved my level of self-discipline and increased the productivity of work and studying as well. Maintaining and enhancing the time management skill I already get successes not only in my work, but my studies and personal life as well. 

	6.Action plan
In different way, I also use the time management skill to set time of every aspect of my life. So, I can complete my tasks on time and reduce the stress level. It also helps me to find time for another creative work. Moreover, if I follow this regulation, I maintain my level of work, study and I do not miss any task deadline. It will help me to achieve success in future by further improving the skill and maintain the creativity levels. (Fallows, 2021)













2.Academic writing
	1.Description
Academic writing is the clear concept of structured, focused, concise and backup history by evidence. The writing serves as communication tool that increases knowledge about specific subject or field. The characteristic of an academic writing is planning and focusing about the depth of the topic, understanding the structural and logical point of the topic and searching the evidence of knowledge about given area of study. (Overtoom, 2018) 

	2.Feelings
I have had no experience about academic writing skill previously. So, I can learn about academic writing skill to improve knowledge and skills. I can improve my professional and research skill and develop the writing ability. It also helps to develop knowledge in professional life. Along with that, the skill also helps to research about any topic, gather data analysis and information. Moreover, I can develop my communication and collaboration skills. (IsEssay, 2018)

	3.Evaluation
The benefits of academic writing are being knowledgeable and analytical, creativity development, increased level of focus and enhancing the writing power. I can develop my creativity level by improving the academic writing skill. The skill helps me to develop my professional and research knowledge. Along with this, it helps my writing skills and technics. Through the development of the skill, I can achieve my goal, I can also solve some study problems easily. (Robinson, 2019)

	4.Analysis
The academic writing helps me to develop my knowledge, level of writing and power of thinking. I can complete my assignments properly through following the skill. I learn about the skill, and I need to practice more to develop my knowledge. It also helps me to develop my writing ability. (Moore, 2020)

	5.Conclusion
I follow the academic writing skill in effective way to develop my research and professional skills. The skill also helps my creativity level, increasing the power of writing, focus level and thinking process.
 
	6.Action plan
In different way, I also use the academic writing skill to solve different kind of problems. I complete my work on time and in a creative way. Following the process, I maintain my productivity at work. It helps me to achieve success in future because following the skill I develop my working experience. (Anderson, 2020)


















3.Online learning Experience:
	1.Description
The online learning experience is the process of learning, through which I can effectively enhance my skill sets. Along with this, social platforms like LinkedIn and Indeed are the best platforms where I can easily gather suitable knowledge on any specific matter. Due to the access flexibility, I can effectively learn various things at any time and place. 

	2.Action plan
The online learning is an essential part of the learning process. While accessing the online platforms for effective learning, I have noticed that appropriate research is very much needed. For that reason, for future I will conduct more critical and justified research on the topic to enhance my online learning abilities.

	3.Feelings 
Online learning experience helps in better time management and self-motivation. Till now I never had to use online learning, so I had no idea of how things happen this way. Now, I can learn about the course, so I easily manage my time in better way and learn new skills. Along with this, the online learning experience helps me develop communication and collaboration skills. 

	4.Evaluation
Online learning experience helps me to develop the communication, collaboration and thinking skills. It helps in communication whit others to be easier and not dependable on time or place. Same with the collaboration skill, as I can work in team with people that I never actually meet in real life. It also helps developing new technical and writing skills. (Adams, 2019)

	5.Analysis
I can improve my communication, collaboration and thinking ability through online learning. I never had an experience in this matter before, so in the beginning I failed to achieve my learning goals. I developed my confidence, communication and technological skills. Moreover, this helped me in a better time management. I also achieve my goals through this process, the skill also connected me with different cultures through mail and social platforms.
 
	6.Conclusion
I can develop my communication, collaboration and time management skill through the online learning experience. It motivates me in my study and learning experience. I can fail to develop my professional and research skills if I do not follow the process correctly. (Kinsey, 2018)




















4.Public Speaking and giving presentations
	1.Description
The common way of interaction within an educational institution is public speaking. Students can give presentations through public speaking. Therefore, it is essential for us to have public speaking skill, so a proper presentation can be given. (Parvis, 2021) Furthermore, the students are able to express and share their personal views on the specific topic. The level of confidence is also increased. 

	2.Feelings 
I have lack public speaking experience and thus I was not able to give presentations in front of the class. I am also afraid to speak in front of public as I have lack of confidence. (Pribyl,2021). So, I feel I must develop my public speaking skill, so that I can speak and give my presentations in front of public confidently. Along with this I must take steps to overcome my anxieties. 

	3.Evaluation
The public speaking skill will give me certain benefits for my personal and professional development. Furthermore, I would be able to improve my career and boost my confidence level. My communication skill will be also improved while developing the public speaking skill. My research skill will also be improved, as for me to give presentation on a certain topic, I will need to do the appropriate research. It will also help me with the writing skill, as to be able to give presentation I must write in proper way.

	4.Analysis
It is very important for me to develop my public speaking skill, so that I can easily give presentations in front of my classmates and teachers. If I do not develop those skills, I would not be able to get the benefits from the skill, on top of that, I will not be able to increase my confidence. Also, I will not improve my research skills, hence I will not be able to gain the knowledge for the topic I am presenting. 

	5.Conclusion
Through the Gibbs Model of reflection on public speaking and giving presentations, I was able to know the importance of public speaking skill and how it is helping me to give presentations if front of my class. I also realised that this skill must be developed, so that I can get the external benefits from it.

	6.Action plan
I will work to overcoming my anxiety. Along with this I must analyse the audience and my goals. I must also practice speaking confidently and prepare my speaking notes correctly. (Ivanova, 2020)


















Conclusion
The academic report has been based on the effective understanding of reflective learning model. In order to provide suitable support to the report, the Gibbs model has been implemented in this report. The report has effectively showcased various components such as, time management ability, academic writing skill, public speaking and giving presentations skill and online learning experience with the help of Gibbs reflective learning model. I believe I learned a lot from this course, and I developed some skills I never had or used before, I do look forward to using my new skills in both my personal and professional life. As well as I will improve further my studying methods.
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