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Throughout my life, I have been told that some skills are essential to have in order to excel in life. These life skills are the group of abilities, competencies, and skills that enable people to make informed decisions to solve problems, have great interpersonal communication, have healthy relationships, and be able to deal with the challenges of life effectively (World Health Organization, 1999). As someone who has always been interested in personal development and self-grooming, it made me extremely happy to take this course which involved modules that were directed towards making students equipped with those skills that will help them not only in the work environment but also in all other aspects of their lives.  
The three topics that I have chosen to write my reflection paper on are time management, reflection, and public speaking. The reason why I have chosen these three topics is that I believe the learnings from the classroom combined with my previous knowledge helped me immensely in improving my life and impacted me the most.
[bookmark: _Toc82267111][bookmark: _Toc82291292][bookmark: _Toc82361831]Gibbs Model of Reflection
The reflection model that I will be using for this report will be the Gibbs model of reflection. This framework was developed in 1988 by Graham Gibbs to structure the process of self-reflecting on one’s action to facilitate continuous learning (Gribbs, 1988). I have chosen this particular reflection model because it is not only easy to understand and apply but also has a cyclic nature which makes it easier to analyse all everyday life experiences (Howatson-Jones, 2016).
The Gibbs model of reflection consists of six stages that are the description of the situation/experience, feelings during the situation, evaluation of the situation, analysis of situation/experience, learning from the experience (conclusion), and action plan for the future (Gribbs, 1988).  
The first stage of this model is to just describe the situation and stating the facts. It is the answer to the question ‘what happened?’ The second stage of Gibbs model of reflection is explaining how the user felt during the time of the experience. It explains the emotions one was feeling before, during, and after the experience to get a better idea of any emotional factor that may have affected or influenced the experience. The third stage is the evaluation stage in which the main focus is to determine and evaluate the positive and negative outcomes from the situation. The fourth step which is analysis of the situation is where the user starts the main self-reflection.  The main purpose of this stage is to make sense and find meaningful insights from the situation or experience (Howatson-Jones, 2016). In this stage, the user also tries to link theoretical frameworks and academic theory with the practical situation and extract meaning through it. Step five of the Gibbs model of reflection is summarising your learnings from the whole experience. The last and final stage of this reflection model is coming up with an action plan to tackle a similar or same situation in the future in a better way. The primary focus in this stage will be to identify what you would have done differently (Bulman & Schutz, 2013).
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Time management is the process of planning and making a conscious effort to make effective use of time in order to improve performance efficiency and productivity as well as reduce unnecessary stress and tension (Claessens, et al., 2004). It is very evident how effective time management can bring ease to our day-to-day life. While taking the class on time management and studying about the different ways and tools a person can manage their time, I realized how the absence of using many of these tools was making me lose so much time every day and was becoming an obstacle in my path of success. Even though I am a person who is deeply concerned about self-development, I realized I wasn’t doing much about this particular aspect of my life. Thus, I started evaluating and a particular incident finally helped me implement the necessary changes that we learnt about in the class as well.
It all happened when I was assigned a project for one of my courses. That project’s deadline was two weeks away which would have given me ample time to research, write and come up with quality work. During the same two weeks, I had to attend four very important functions which I couldn’t possibly miss. Despite knowing all of this beforehand, I still left the whole assignment till the last two days and went through a lot of stress to submit a quality assignment in time. I had to miss other commitments during those last two days and fully indulged myself in work just to get the assignment submitted. This whole experience left me feeling frustrated and exhausted as despite committing to myself that I will start working on a project from day one, I still left it towards the end. When evaluating the whole situation, I realized that once an assignment is assigned I have this false sense of satisfaction that I have enough time to work on it until there isn’t enough left. However, the good thing is that I realize that it is a continuous mistake I make and am finally serious to work on it. After deeply analysing the situation, I realized my only problem was procrastination. Procrastination is when a person is aware that a task has to be performed yet delays it since the person is unable to intentionally find the motivation to do it (Ackerman & Gross, 2005). The most common reasons for procrastination are being overwhelmed by the task difficulty, finding the task too boring, or not knowing from where to start (Bailey, 2017).  By following the first few steps of the Gibbs model of reflection, I was able to understand my procrastination problem. This was mainly due to me not knowing where exactly to start the new task and getting overwhelmed by the length of it. A better approach to overcome this problem, as also discussed in class, is to make weekly to-do lists. These lists not only help in prioritizing all your tasks but also help in decluttering your mind with the burden of all the tasks. These lists help in overcoming the initial hesitancy of starting a new project by listing breaking down big tasks into smaller assignments for each day (Bailey, 2017). Thus, after this incident, I learnt that in order to overcome my procrastination problem I needed to implement some of the time management tools. I made a decision then that I will make weekly to-do lists every Sunday in which I break down the bigger tasks and will set myself SMART goals (specific, measurable, achievable, realistic, and time-bound).  Ever since this incident, I have been following my action plan and I can already see noticeable results. Not only have my stress levels decreased, but I have noticed that I mostly remain on top of things and procrastinate very little.
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In my opinion, the art of effective communication is an essential skill that every human in this world must be equipped with. From an early stage, I have paid importance to this skill and actively worked towards improving my communications skills. Before giving any official presentation at my school or presentation for any other purpose, I always used to prepare my content beforehand. I used to rehearse a few times to make sure I am fluent in my delivery and would not need any handouts for help. However, there were times when I was not able to get full marks in the presentation. While taking this class, I finally understood all the presentation areas in which I was lacking. 
There was once during my school times when I had to give an important presentation. It was a graded presentation for which I had worked hard on the content. I had done ample research for it and made sure everything was cited and authentic. I delivered a great presentation in my opinion. However, received a 70% grade on that. I was extremely sad and disappointed after the result. After evaluating my performance and getting feedback from the instructor, it came to my notice that even though the content of the presentation was my strong point but how I delivered was not. The secret to giving a good presentation and public speaking can be divided into two factors – the content and how it is being delivered (Bryant, 2021). After taking this module’s class, I have realized the error was in the way of my delivery. I didn’t deliver the presentation correctly since I didn’t use the non-verbal cues properly. Non-verbal cues such as moving on the stage, standing straight but not rigidly, maintaining good eye contact, good facial expressions, and giving meaningful hand gestures are critical to a great speech since these non-verbal cues are responsible for 55% of the communication (Bryant, 2021). Ever since this realization, I have made a promise to myself to pay equal attention to both my content and the delivery of the presentation. Now before every presentation I give, I record myself to know beforehand my weak points and to work on them accordingly so I give a perfect presentation.
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The main reason why I have chosen reflection as my third topic is due to this report in which I am also using a well-known reflection technique.  The different reflection techniques discussed in class have helped me become more self-aware. Self-awareness is understanding not only who we are in terms of our strengths, weaknesses, triggers points, personality, motivations, and preferences but also how our actions affect others (Jastzabski, 2020). Before taking this class, I used to seldom practice self-reflection exercises. Now, after this class, I am not only aware of the different reflection tools but I regularly practice them as well. 
Apart from the examples discussed earlier in this report on how I have practiced reflection. I have started writing a daily journal. This was a result of several incidents. I once got into a heated argument with a friend on a certain topic. Both of us were adamant about our views and the consequences of that argument led to several days of not talking with each other. While initially I felt anger and hurt later I realized that it was due to both of us not understanding our emotions properly. We didn’t have a proper way of channelling it and thus were taking it out on each other. This is when I realized after deep analysis, frequent reflection is required in order to keep improving. After this incident, I came up with the action plan to have a daily journal in which I write about all my experiences in a day and then reflect on them using the different models studied in this course. Even writing this report was done with the learnings from the course and I feel that my self-awareness and reflective skills have improved greatly. 
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To conclude, after taking these modules I have not only collected the necessary skills to excel in my work and academic life but also skills that will help me flourish in my day-to-day life. As discussed in the report above, performing reflection activities and methods helps to not only develop new skills and habits but also helps in measuring their effectiveness as well. Through these reflection activities using the Gibbs model of reflection, I was not only able to identify my lack of managing time effectively but was also able to improve my time managing skills through different gathering knowledge about different techniques and tools. Similarly, reflecting on how I gave my presentation and the course material being taught helped me improve my public speaking greatly. Thus, these exercises have improved me and my personality. 
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