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Introduction: The purpose of this report is to reflect on what I have learnt in the last two terms. I will try to analyze in depth the use of reflection, communication, time management, referencing, c.v. writing and paraphrasing. I will be using Gibb’s reflective theory. I will be sharing how I was able to apply these facts in my personal life.
Description
Reflection: I have learnt the use of reflection. The practice of reflection has increased my self-awareness. There are many things to learn from the past. By reflecting on the past records helps me to consider the experience without which my learning could be difficult. If I will not think about the way I can do things better or perform better in future, there is no way I can learn from my experience. (Moon,1999)
Communication: I have had the opportunity to understand that for a message to be delivered efficiently there are different communication skills that can be applied, these can be distinguish into verbal and non- verbal. Using a verbal communication consist of giving the receiver an information, either by speaking it or by writing it, when using this type of communication, I make sure to speak clearly or to write with a neat calligraphy when transmitting the information. When communicating in a non-verbal way, I am careful about my body language, tone of voice and even emotions, as they will affect the way the receiver will perceive the message which afterwards will determine  the way they will respond to it. (Fielding,2006)                                                                                                                                                                                             Time Management: Managing time effectively improve career. My ability to use my time productively and efficiently help to achieve key goals. The need to know how to prioritise time is something I gained from the lectures of time management. (Career development ,2020)
Presentation: The study of presentation has help me to know that there is the need to show not more than six lines in one slide, one point at a time and the minimum font for presentation should be twenty-four. The title must have higher font than the subtitle and the font for the body should be smaller than the subtitles. When preparing a presentation, I should avoid using strong words as not everyone will understand them. The use of appropriate wording is essential, check my grammar and make sure good construction of sentences are made. To make my work more formal, clear and accurate it is necessary to avoid abbreviations. A good background makes it easy to read. It is equally good to consider the colours used. 
Referencing: To have the chance to avoid plagiarism and have free accesses to information, the necessity to use referencing cannot be overlooked. I use in-text citation and reference list at any moment of using information that is not originate from me.                                                                                                                                                                                                             
CV writing: My personal information needed by employers to make decision on my chances of getting employments requires writing down my c.v.  
Feelings
[bookmark: _GoBack]Reflection: By using reflection I can think about the ways to bring developments in my personal research and studies. It tells me my past, which makes it possible for me to know where there is the need to improve. I reflected on my previous C.V writing and I felt it was bad.
Communication: Individuals have different ways of communication which can be distinguish into verbal and non-verbal communication, so this knowledge had help me to use different styles to make sure that my messages are delivered as fast and clearly as possible. I adapted my information delivery by using technological devices to make sure my messages were delivered efficiently and clearly.
As I said previously, a relaxed atmosphere helps with communication, so the use of some entertainment may help the messages delivered in a more relaxed way and even though the atmosphere should not be too stressful the use of jokes should not be overdone. 
[bookmark: _Hlk48059311]Time Management: Trying to follow a schedule for a day just to be able to manage my time is hard in everyday situation, there are distractions that come across my path distracting me from my goals. This ruins my schedule, but I must admit that not all these distractions are important and needs my attention. This means I should be able to say no to these distractions
[bookmark: _Hlk48059811]Presentation: I find it educative and interesting whilst taken lectures. I realized my gesture in pulpit was good, but my words were not all that audible because I take no time to speak. For me to have a good presentation I have to have knowledge of the subject to be presented. I have come to know that the structure must be well organized to make it easy for the audience to understand me.  
[bookmark: _Hlk48060060][bookmark: _Hlk48060996]Referencing: Without fear of Plagiarism I think now I have free access to whatever source of information I needed provided I can refer. A research and data collection which takes time to have sample can now be used and reference made to it. 
CV writing: The lesson from the class was more useful to me. It was well explained by the lecturer. It was not difficult to understand since the lecturer was able to explain with visual examples. I felt bad and if I can rewrite my C.V in my workplace I will do.
Evaluation
Reflection: This has brought out my weakness and has review what I did not know I know not. How I handle things in the workplace could have been tackled by using diverse ways. Academic performance could have been better then. It is academically better now. It has help me to understand other people better. (Reflective practice, 2020)                                                    
Communication: The way my lecturer gave me some guidance throughout the process that gave me more assurance and I felt encouraged to make more research on my studies. I have discovered that there are other ways which I consider essential when communicating to my team, my tone of voice and my body language, in fact these things can affect how my message is received by them. My tone of voice could cause misunderstanding or discouragement if not used properly and my body language if not used appropriately will not send the positive message I am aiming for. 
Time management: Having learnt how to prioritize my priorities and to select which priority needs to be done first, I have come to realize that I should be able to differentiate what needs to be a priority and what I want to make a priority
Presentation: There were some challenges on digital skills on my side, so I had misunderstanding of some digital terminologies like fonts and bullet points were all new words. How to make presentation has brought a great development.
Referencing: I have been coping from books and many information sources with no idea that it is unlawful. It is even against the rule to take personal information used without giving reference to it. Students giving credit to their lectures by referring to them should not be ashamed 
CV writing: What I thought was necessary for instance my address was entirely not needed. The pattern was completely different from what I taught it should be.
Analysis
Reflection: This has help me to explore theories and to apply them to my experience in a more organized way. It encourages me to explore my own beliefs and assumptions and to find solutions to problems. By following these guidelines, I can write to meet the number words expected from me. I can also organize my assignment in a well structure way.  (Moon,1999),
Communication: It is easier for me to communicate my feelings and passions to my team through open meetings. This gives them the opportunity not just to listen to me but even to see and feel what I am doing. This method remains the best tactics to communicate with my team. In fact, I have realised that most people understand better when you take them aside and talk to them on a one on one basis. Another thing that proved itself effective with my team, is trying to create a receptive atmosphere by keeping out any unproductive argument. Another way to keep my team effective is by displaying a feeling of confidence and seriousness when handing out valuable information, this reduces the chances of them treating the information given to them with contempt or disregard. 
Time management: Throughout my studies, I have learned how to manage my time in a competent and productive way. I have learned how to prioritise my work and differentiate between an urgent and an important task. It has help me to execute task without stress. 
Presentation: Now I know that the use of simple words is the best for my audience. When preparing slides for presentations I should avoid writing too much information. The font and the background should both be appealing and clearly visible to the public. I should rather choose bullet points, well organized structure and the sentences must be concise. I have come to acknowledge the importance of speaking with confidence, having a presentable posture, choosing the appropriate tone of voice, checking my facial expressions, my eye contact and gestures. The first impression the audience will have about me will affect the way they will value my presentation. I must dress appropriately to gain respect and interest from listeners.
Referencing: I did not know much about referencing from the beginning until the use of Harvard referencing style was introduced in the university. 
I was quite depressed in the early stage as contributions from my colleagues then, proof that I knew nothing. As lectures on referencing was introduced some of the students even realised that what they considered as enough facts from the beginning were seen otherwise. 
The lecturer developed a great interest from our contributions. For instance, when we oppose the fact of making references to self without which is plagiarism. I was taught how to refer from books as well as referencing from websites. There were several class exercises on different techniques which made referencing easy and well understood for us. 
CV writing: Employers want to know who I am and what I can do, and I did not know much about how to write CV. Until recently from the lectures I came to know that I do not even have to include my address. There is no need to write ‘Email ‘before my email address or telephone before my number.
Conclusion:
Reflection: This is for improving my learning as a student and in relation to my work and life skill. I know it will take time to implement the technique of reflective training, it will in the end save my time and energy.
Communication: Whenever I speak to my team I always encourage them to give me feedback so that I can analyse how effectively my message was delivered and to ensure that, I usually make sure to speak loud, whilst taking my time to ensure that what I said has been heard and understood clearly. Finally, every time I finish any kind of presentation or communication sessions, I always thank my listeners for their time as a way of courtesy.
Time management: I have learned to know that managing my time can impact my life positively as it gives me the opportunity to complete my tasks without gaining much stress.
Presentation: The programme has revealed truth and have added value to my work. What I see people doing, which was not simple for me, is no more an issue.  
Referencing: The study of referencing has paved a way to avoid plagiarism. Facts can be navigated to be use at ease but must be referred to the source without which have a great negative effect on my academic performance. (Wong,2011)                   
CV writing: The guidelines to write an accepted C.V is well spelled. The process is well known better now than before.
Action: Though I have not been charged for plagiarism but now that I know about the consequence for failure to refer even to myself, I will no long copy anything without given reference to the right source.
I will not keep my way of writing C.V and communication style as they were. The studies had given me an academic way which will I stick to that.
A combination of time management and presentation will be taken seriously as it will give me the chance to give a good presentation without exceeding the time given me. In all aspect I will keep reflecting as a key to develop every field in learning.
[bookmark: _Hlk48059031]Conclusion: By using Gibb’s reflective cycle 1988 in this report I have reflected in depth the use of reflection, communication, time management, referencing, c.v. writing and paraphrasing. It has brought a good understanding in my studies.
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