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Introduction 
Over the course of this module, we have covered a variety of interesting topics. These academic and employability skills are applicable to both professional and personal lives, allowing for a wide range of subject matters to consider which I have carefully chosen. The following talking points will include time management (and organising study), reflection, summarising and a reflective take on my presentation. In this report, I will reflect on the aforementioned. 



Gibb’s ‘Reflective Cycle’ (1988)


For this report, I will be utilising Gibb’s reflective cycle (1988). In this method, Gibbs uses a simple eight step process condensed into six main stages. These stages are as follows; description, feelings, evaluation, analysis, conclusion (general and specific), and personal action plan. The first stage of the cycle provides an overview of the initial experience as well as an explanation and insight into the topic. The second stage delves into our personal thoughts and opinions on the subject. Then, in the third and fourth, we weigh the pros and cons of the previously mentioned examples in the description; and finally, we conclude and develop our own personal action plan. 








Time management 

Description
My first topic of discussion will be time management as I believe it to be the most useful and interesting of the semester. In this class, we learnt about the importance of prioritising different tasks in addition to various techniques; one such example is the Eisenhower method (also known as the Eisenhower Matrix). The Eisenhower method claims that tasks can be divided into four boxes by order of urgency and importance which then intersect to form this diagram below. 
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This method has since been popularised in the book ‘7 Habits of Highly Effective People’ (Covey, 1989). 

Alternatively, Pareto’s law offers us a sobering look into missed opportunities often as a result of procrastination. His theory states that 80% of consequences can be attributed to a 20% rate of input. On the other hand, this means that even dedicating just 20% of time towards our own goals and ambitions can yield a high success rate; allowing us to effectively manage our schedules. In an article for entrepreneur (Rampton, 2019), Rampton suggests that we make a log of interruptions to find our most frequent distractions in order to pinpoint and minimise disruption in our allotted time. However, one disadvantage of this principle is that it lends to the misinterpretation that we can achieve a high level of results with only minimal effort as stated in another article for asana (Laoyan, 2021). In this article, she explains that “The goal is not to the minimise the amount of effort, but to focus your effort on a specific portion of work to create a bigger impact.” 
Feelings 
Upon completion of this class, I subsequently reflected on my own productivity levels which allowed for an introspective look into how I manage my personal time and how I could apply these methods in future. I therefore chose this topic as it was the most relevant to me personally. 
Evaluation and Analysis
As previously stated, Pareto’s law has an equal advantage and disadvantage to its principle. For this reason, I find Eisenhower’s method or matrix to be much more beneficial. Another technique I found useful was SMART, an acronym which assesses goals in order of specific, measurable, attainable, relevant and time-based. Each of these characteristics align to form a strategy in attaining a specific goal, whether they be professional or personal. In an article for verywellmind (Stibich, 2020), they state that “Defining each of the five characteristics can help to define a pathway to reaching the goal.” This method breaks down larger goals into smaller and more attainable ones within a realistic time frame, in order to lay a foundation. 	Comment by Sarina Bright (2133584): You can provide the definition of SMART goals and add a reference. 
Conclusion 
In conclusion, this subject has many methods to suit everyone; whether that be linear vs diagram notetaking (another divisive technique which I found interesting) or the SMART method, there are numerous ways to take example from as well as an abundance of methods tailored to every individual. 
Personal Action Plan
As I reflected on this topic, I thought of how I could implement these techniques in my own life. I will therefore be applying these methods to effectively manage and schedule different areas of my life to produce the most successful results. For example, using the Eisenhower method to balance my free time and study time by order of urgency and/or importance. In short, I found this topic to be the most beneficial as I could not only use it to improve efficiency of my time but also allow me to turn my personal goals into real, tangible, and attainable ones. For instance, I will use these techniques in order to set aside time to better improve my writing skills and develop my budding career as a writer.	Comment by Sarina Bright (2133584): What else are you going to do in the future to improve your skills.











Reflection 

Description 
My second chosen topic is reflection where we learnt about its significance in our personal and professional lives. By using this method, we can analyse areas for development. We can also consider multiple perspectives, allowing for further insight into our own understanding. There are many ways to reflect or examine our experiences; for example, the Kolb learning styles theorise that every individual has a different process of reflection. In this class, we found there were several methods such as Kolb’s ‘Experiential Learning Cycle’ (1984), Driscoll’s Model, and the Gibb’s ‘Reflective Cycle’ (1988), which I have used in this report. 
Feelings 
I personally enjoyed this class as it allowed me to examine my own thought process and how I can utilise its potential for my own understanding of experiences. Besides the Gibb’s cycle, I also found Kolb’s to be particularly useful as it also followed a straightforward process. I ultimately found this class to be enlightening as it gave me insight into how I could slash the time I spent procrastinating and manage my time in a more effective and productive manner.
Evaluation and Analysis
On the one hand, we have the Gibb’s ‘Reflective cycle’ which is useful as it follows a simple step by step cycle of reflection. As stated in an article for marketing (Bhasin, 2021) this model “is a self-reflection and management tool that help people to think clearly and systematically about the different experiences they have gone through during specific activity or similar situation and draw conclusions,” thereby giving reign to us to sort out our thoughts and feelings in a clear, logical manner. In the Kolb’s ‘Experiential Cycle’, we also use the method of a cycle which is divided into fourth parts for further examination. These stages are; concrete experience, reflective observation, abstract conceptualisation, and active experimentation. While more conveniently ordered, the Gibb’s cycle breaks this down into easier steps. Ultimately, these models all follow a similar principle although ordered differently. As summarised in Kolb’s method, we have experience, reflection, conclusion and experimentation. 
Conclusion 
In conclusion, we all use some method or variant when we reflect on our experiences whether we are aware of the fact or not, however, using these methods can yield maximum results in our reflection and development. Another facet of this is that applying the reflective theory can be adapted to fit any profession. Moreover, in a ‘skillsyouneed’ article, the post explains that reflective practice has many benefits such as the encouragement of active engagement in work processes and the development of creative thinking skills, in addition to an increase in self-awareness, a key component of emotional intelligence. 
Personal Action Plan
In future, I will use these techniques to aid in my studies and intended career to better disentangle my thoughts on experiences in order to efficiently improve my own ideas and skillset. As previously stated in my conclusion, this practice allows one to develop their creativity skills which will be particularly useful to me as I apply it to my own endeavours in the literary field. 


Summarisation 

Description 
In this class, we learnt when and how to use summarising. We also learnt to identify the most important pieces of information which will be needed in future reports. Unlike paraphrasing, this technique is considerably shorter, however, they both require a reference to its source. Summarising is needed to be able to evaluate and analyse information in a way that weighs the main points, therefore, making it easier for the reader to digest the text. Some examples of our class activities include summarising pieces of text and referring to its original source. 	Comment by Sarina Bright (2133584): Mention some activities we did in class. 
Feelings 
Personally, I felt this was a useful tool that I could use in my future studies and assignments. Although initially unsure, I found this topic was much easier than referencing per se. After completing the in-class activities, I felt much more at ease with this topic as I could reflect on work’s main ideas and produce my own notes on the subject. Therefore, I found this lesson to be very practical as it was applicable in more ways than one for example, when writing reports or essays.
Evaluation and Analysis
As stated in an EAP Foundation post, summarising follows a series of steps; these are outlined as skimming, highlighting, note-taking, writing, and checking. It is also important to have certain formulaic phrases such as reminder phrases in order to reminder the reader you are summarising another text. By using this tool of summarisation, we can better understand the most important ideas of a text.
Conclusion 
To conclude, summarising is a very important skill to have in academia as we can use it to digest large chunks of information and is a useful tool when used appropriately. This technique ensures that we reiterate the main ideas in our own words. 
Personal Action Plan
For my future reports and assignments, I will be implementing this technique in order to highlight the main points or ideas of a text. I will also use summarising to better comprehend pieces of information, for example, when reading articles. 






Presentation

Description 
In week 9, I delivered a presentation on my intended career as a published author. In this assignment, we had to present the skills required for our career as well as a SWOT analysis (Strengths, Weaknesses, Opportunities, and Threats) along with various references. Previously, we covered different techniques for public speaking, including how to address our audience when introducing our chosen subject in order to prepare for the assignment. 
Feelings 
I felt this assignment was the most relevant to me as I could create an action plan for my own career. I could also analyse the skills required for my goal. As this was my first presentation, I learnt to develop my confidence in speaking and presenting in front of an audience. In hindsight, I found this assignment was not nearly as daunting as it first seemed. 
Evaluation and Analysis
In this presentation, we were able to analyse the steps needed in order to achieve our goal. We were also able to identify our strongest and target our weakest points. For my power-point, I researched the skills required for my chosen career and included references. I also provided a definition and explanation in my introduction before I then created my own personal SWOT analysis. By analysing our opportunities and threats, we could create an action plan for our goals. Moreover, we found there were several techniques we could use in order to improve our presentations such as eye contact and body language. At the end of this presentation, we then took questions from the audience. 
Conclusion 
To conclude, this assignment proved to be the most productive as we could pinpoint the skills needed for our chosen career and create an action plan for our future. Furthermore, we could develop confidence in our public speaking skills. 
Personal Action Plan 
This presentation was useful to me not only because I was able to analyse the necessary steps for my goal but also because I could develop my presenting skills which I will use in future assignments. In addition to this, I will be using the SWOT analysis to strengthen my existing skills and opportunities as well as target my weak areas, for example; further researching on specific subjects and ensuring that I complete my qualifications. I will also be aware of possible threats as well as any upcoming opportunities.
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