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Introduction.

In this report I will briefly be giving a description of Gibb’s Reflective Cycle and the steps included in it. 
 I will write about the experiences I have personally had, while study the course subject and give you a full explanation on how it was reflected in my own life and my new understanding of the topics. 
My first experience is based on Time management, so I will be giving you some examples of when I first was first introduced to the time management and the steps, I took to get a better understanding and knowledge of the subject.  I will share some of the feelings I had and tell you detailed information all about my plans and how I made improvements to my own time management.
 Secondly, I will introduce you into my experiences I have personally come across while using referencing. And how I have found a new way to check credibility of web pages that I used it for my personal selection of reports.  I will explain how I applied the new technique in some detail and from this you will be able to see for yourself and give your own judgement on the successfulness of my new acquired knowledge.
 My third experience will be based on the topic of cover letter writing and I will explain how in this lecture we looked closely into what is the true meaning of a cover letter is and what elements should be included. I learned how to write a basic cover letter and how important it is to describe your work experience in detail.  I learned a great new way on how to describe my previous work experiences.
The final experience I will be giving you is all about critical thinking. I will write about my introduction to the subject and what steps I took in development of my critical thinking skills.   Finalised with an evaluation of the experiences gained and my action plan. 



Gibb’s Reflective Cycle (1988)
                                                                                                  (Rumson, 2018)

Gibb’s Reflective Cycle was published in 1988 by Professor Graham Gibbs in his book “Learning by Doing”. This cycle model helps people learn from the experience they had. So, Gibb’s Reflective Cycle teach us to evaluate and analyse the experience we had, also we learn to make conclusion from the experience and make action plan. 
Gibbs reflective cycle first step is to describe what was the experience. Then what we thought and felt during the experience and of course evaluate it. Then we need to analyse the experience think what sense the exact situation makes. After all we draw a conclusion, think what else could we do. And make an action plan in case the situation will repeat in the future.  (Gibbs, 1988)



[bookmark: _Toc59893592][bookmark: _Toc60782564]Time management. (by Gibb’s reflective cycle)

In class we had lecture about time management, we looked how to use our time more effectively using SMART technique. [bookmark: _Hlk60581792][image: ]



How to prioritise the task, and how much time to allocate for each task. Also, we write a weekly schedule to help us see if we have any wasted time activities.
 At first it seemed very easy for me.  And later, after I did my first weekly schedule, I saw so many gaps that been filled up with time wasting activities. It felt awkward. I never thought that I waste my time that much. 
This experience made me realise that I needed to reorganize and restructure my time management. I needed to have far better control of time this would be done by a complete transformation and reorganization of how my time was used before.
 So, I decided to reorganise my time more effectively. Based on information   suggested by Cottrell (2003) in her article on time management stated that first I needed to capture real time data. As a result, I tried to use a technique called SMART. I also used MFAL task technique to make my weekly calendar more effective. [bookmark: _Hlk60581407]M.F.A.L. is an acronym that stands for:
[image: ]
                                                                        (Verma, 2017) 









After prioritising in level of importance and identifying time for each task. And giving a time slot for brakes required. Also, after managing the problems, focusing on the tasks, avoiding the destructions, and limiting time wasting activities. I was well on my way to achieving complete control of my time management in a more effective way. 
Now I have a lot less destructions and wasted time activities. I do plan my time effectively, and I do my best to keep it this way for the future. 
I try not to admit the same situation again and be in control of time.


[bookmark: _Toc60782565]Referencing. (by Gibb’s reflective cycle)

Also, at another lecture we learned how to reference the sources we used in the report writing. This is relevant to show the reader that it is not your words and to no one court you in plagiarism. The most interesting and important part of the lecture was how to check if source is satisfactory to requirements. 
Already skilled with knowledge of referencing sources, I found this lecture easy even tho thinking I would not gain anything. There was something new I learned and that is the method of C.R.A.A.P.C.R.A.A.P. is an acronym that stands for:
[bookmark: _Hlk60580838][image: ]
                                                                                               (Stephens, 2016)




This lecture has changed my approach to referencing, changed how I decide on what sources I include in my reports. I strongly believe with this new approach I have a much stronger ability to assist on any future reports or documents that have referencing requirements. With this test method, I have gained an even stronger knowledge and ability on the best way to approach referencing.  
I can safely say that I learned a very useful bit of information that I believe will be a great help in the future of my management career.

[bookmark: _Toc60782566]Cover letter writing. (by Gibb’s reflective cycle)

My next experience was in cover letter writing. We learned that cover letter is a business writing according to your CV, basically it is a linked to your CV. So, if CV includes bullet points then in the cover letter you have chance to tell reader what exactly your experience is. You need to sell yourself, explain why you are the right candidate for the role you apply, what is your transferable skills, what you can input to the company.  (Cheary, 2019) 
Cover letter writing seamed hard to me, I struggle to find the right words and to describe the previous work experience. So, decided to ask a tutor for help. 
And he told me to try to use a S.T.A.R. method to describe work experience.S.T.A.R. is an acronym that stands for: 
[image: ]
                                                                                                                                     (Boogaard, n.d.)


This method helped me to get my head around it. It is a step-by-step instruction that makes easier to describe your work experience. So, I used this method to describe my previous experience in the cover letter. 
And I successfully write my cover letter. Example you will see in Appendix 1. It is a good example that we need to have self believe and find a right approach to get to the destination. In my case write a cover letter. 
From now on I believe that I will be able to wright a cover letter for any role I will choose to apply for.

[bookmark: _Toc60782567]Critical thinking. (by Gibb’s reflective cycle)

The other experience I had and would like to share with you is critical thinking. That was one of the last lectures in the second term when we were introduced to this topic. 
The lecturer gave us exercises to develop our critical thinking. We also where able to pass a test to check our critical thinking skills. And example of that you can see in Appendix 2. After lecture I was looking to the article where the writer was explaining how to develop your critical thinking.
The critical thinking is about questioning if the statement or the situation we saw is correct. So, we need to research the information to be able to analyse. 
The exercises seamed fun for me, I really enjoyed them. This exercises and test helped me to understand what a critical thinking is, and I learned how to develop the critical thinking skills. 
 Critical thinking development is very similar to reflective cycle. You also need to evaluate and analyse your experience to understand what need to be changed and what steps to take if the situation will arise again.  Also, in critical thinking development are skills like research, communication, listening, and problem solving. We always need to listen both parties of the argument to gather the information and to be able to evaluate and analyse the problem and make a fair judgment.
                                                                                                   (David, 2019)
I would like to tell that even if you have good knowledge at critical thinking there is still way to develop the critical thinking skills and make them even better. 
Looking at the test I have passed can tell that my knowledge in critical thinking is successful, but I would like to develop my critical thinking skills. 

[bookmark: _Toc60782568]Conclusion. 

All these experiences were verry helpful. Some helped me to chance my life at home and at work.
For example, cover letter writing experience changed my thoughts how the entire cover letter should look like. I always thought that you need to just write who you are. I never included my work experience description and that was my biggest mistake. However now I have more understanding how to write it correctly and of course I have confidence that I succeed what I want, and I think it is a vital part of all lectures. 
 Also, I can surely say that the time management changed my life. And now I am on the top of the tasks and the time. 
I can tell that a critical thinking helped me to question experiences, make a research and gather information before making any judgments. 
The others been more concentrated on my university works. For example, referencing, now I always check the sources if they are suitable and if they meet the criteria. 
All these experiences changed my life some ways. They all had a positive impact on my life.  





[bookmark: _Toc60782569]Appendix 1.
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[bookmark: _Toc60782570]Appendix 2.
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                                                                                           (TestPartnership, 2020)
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