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In this report I will talk about my experience in learning across this Academic and employability skills module and how it has helped me both in my academic and personal life.

The Gibbs reflective cycle developed by Graham Gibbs in 1988 aimed purposely to give structure of learning from experience. This is one of the most famous cyclical models of reflection with six stages exploring and experience: description, feelings, evaluation, analysis, conclusion, and action plan. (Gibbs' reflective cycle 1970).  This is a cycle I would use if I needed to write a reflective piece at university and in my personal life if I want to reflect on anything that has happen in my life.
The first step is description; here I would write down exactly what has happened, here I will not be evaluating, and I won’t go into any details about the reasons of the event, and some questions I would as myself during this step are; what happened, when and where did it happen, why were you there etc.
The second step is feeling; here I would say how the event made me feel, example; did I feel sad, did I feel accomplished, did I feel hurt. Here I can feel multiple feelings for example, the event can make me sad and happy at the same time and some questions I can ask are; what was I feeling during the situation, What I was feeling before and after the situation etc.. in this step I do not validate myself because I only validate my feelings.
The third is evaluation: here I have to be a little more critical, here I have to more specific. Here I’ll have to think about what went wrong and here I have to be very honest with myself because with reflecting the more honest I am, the more I will find the right answers but if I become less honest with myself it makes reflecting pointless. Some questions I can ask myself are; what went well, what was good and bad about the experience, what didn’t go well, etc...
The fourth is the analysis: this is where I try to make sense of the situation and I try to actually understand why and give reasoning as to what happened. Some questions I can ask myself are; why did thing go so well, what sense can I make of this situation, what knowledge can help me understand the situation (Gibbs’ reflective cycle - University of Cumbria)
.
The firth one is conclusion: here l have understood what’s going on and now I want to conclude or it’s the rapping up of everything I’ve done from my reflection and makes me think of what I should do better next time, some questions I can ask myself are; what did I learn from this situation, what skills do I need to handle a similar situation better in the future. And when doing this I need to use the first person to give myself accountability.
The last is the action plan; here I have a step-by-step guide to prevent me from ending up in a similar situation, or to help me handle this situation better in the future or to help me make the situation to happen again. (Gibbs' reflective cycle 1970)
This tool has helped me in my personal and academic life because it gave me knowledge on how I should handle problems.

Another skill I learnt that improved my productivity was Time management. Productivity is using the time that I have wisely, that can be one hour a day, two hours in a week. Its whatever time that I have using that in the most productive way possible. (Time management 2022 Emerald Works Limited). Time management means intelligently your time efficiently, so you use it more efficiently. Most people say they don’t have time, but the reality is that we all have the same twenty-four hours, but we use it differently, the average person spends over two hours on social media every day (Chaffey, 2023). So when we say we don’t have time what we mean is we have time but we spend it on useless things that takes us away from our actual task and help us procrastinate and waste time, so if we should be honest, when we say we don’t have time what we are trying to say is that we don’t care for the things we are supposed to care for, but this module taught me that we can make time by making some changes and these will help us be more productive, examples are: time blocking, diary, timer etc.. (Dye, 2023)

Time blocking gives me an ideal module of how my day will look like, it helps me visualize my day before I even come across that day, so usually I do this the day before or the week before, ideally, I tend not to do it on the same day. This depends on the task I must complete, usually thirty minutes or one hour of my day, and during this period I just relax, whilst I plan for the task ahead. I normally use this when I must complete assignments or when I have a task that require loads of energy. 

Growing up we were told to always write our homework, task, exams and test on our diary this was to help us plan for our task, writing task on diary is really helpful because it helps us remember what we have ahead and by knowing that it helps us prepare, there’s this proverb in Latin that says “verba volant, scripta manent” which means what is written stays but what is heard goes. This too is very helpful when it comes to reminding, but it doesn’t really motivate. So with me I always write my task down on a diary and later use the time blocking skill.

Timers are very easy and very simple to use, I always use this method in my everyday life, when I go to the gym, when I sleep, when I study… for example if I got a task that I know will take me an hour, i set my timer to an hour and concentrate for that hour, I like this method because when in use it makes the task feels a little urgent which makes me use my maximum concentration to complete the task. There are a lot of method to enhance your time management, but these three methods are the ones I use most. I first write the task on a diary, then I time block the task and when doing the task, I use the timer. 
With this method when followed properly, you’re going to stop wasting time and you’re going to yourself an allocated amount of time for a task, and you’re going to realise that in a day you have the time to do the things you want to do.

This module taught me that referencing is a very important part of academic writing, and if not done properly it can cost me marks or worst case it can cause me to resubmit my assignment there are few styles of referencing, this university prefers the Harvard referencing style, Referencing is about showing where I got information from, for example when I use someone else’s idea I need to acknowledge their effort by referencing. That means putting their name in the tick so the reader can see that that information came from someone else, it shows its their intellectual property, it shows who ones the idea (Newcastle University, Referencing 2023)
, not referencing can put me into problems and this is called plagiarism. Plagiarism is using other people ideas in my assignment without referencing them. The module taught me that I must reference in two places, in the writing itself and in the reference list at the end. In the writing I can quote the exact words, or I can write it in my own words, writing in my own words is called paraphrasing. Being new to the system of referencing I found it a little confusing in the beginning but later gradually got used to it. I normally use a website called “citethisforme” for my referencing and I find it helpful.

In conclusion I’d say this module really helped me because it gave me an idea of how academic writing will be in the future and it also taught me referencing and the importance of it in my academic studies, it also helped me with my time management which improved my personal and academic life. I’m still learning from this experience and I hope to enhance it in the following years as I further my education.
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