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[bookmark: _Toc58934119]INTRODUCTION
The purpose of this report is to reflect on some academic and employability skills that I have faced in my studies. I analyzed three topics using the Gibbs reflection method, where I was able to describe my point of view to these arguments.  

[bookmark: _Toc58920297][bookmark: _Toc58920580][bookmark: _Toc58934120]DESCRIPTION
As a second assignment task I have been asked to write a reflective report based on my learning in ACE module. During this first period of school, we faced several topics in class regarding certain academic and employability skills that will give us advantages for our future career. In this report I will focus on two skills in particular that I believe to be my weaknesses: TIME MANAGEMENT and PUBLIC SPEEAKING. I have chosen these topics because as I mentioned in my previous task, my goal is to improve my weaknesses and I believe that this work will give me more awareness of the value of these skills. Another topic I want to develop is reflective writing. It is an important aspect, especially for the preparation of this report. 

[bookmark: _Toc58920298][bookmark: _Toc58920581][bookmark: _Toc58934121]FEELINGS
I am very satisfied with the topics discussed in the class because they will be an important asset for our future. 
Initially I was not particularly excited to study these topics, because they are things that I have already dealt with in other classes and I have never found the information received particularly useful.
During the lessons, despite my difficulties in immediately capturing concepts due to my English, I felt like I was really studying something that would be useful to me. Revising lessons again in the following days, I noticed how much study there really is underneath. I probably underestimated them before because I have always dealt with them superficially. 
To date, after completing the module, I am really happy to have learned more about these skills. They stimulate my curiosity a lot, in fact I have already bought the material to deepen my abilities.

[bookmark: _Toc58920299][bookmark: _Toc58920582][bookmark: _Toc58934122]EVALUATION
Studying and deepening these skills is a very important aspect to build our future. Knowing how to show good qualities like these will help us build our reputation among clients and colleagues. No less important is the personal path; these techniques also applied in our lives can really make the difference in terms of quality.
During the lessons we have seen some of the most used tools for time management. I have experimented these techniques, and I have identified the ones that have helped me the most to be productive. I am now able to reduce the loss of time; by grouping all my commitments, I assign each one a specific time and level of importance. I am able to make better and more intelligent use of the time I have available.
Having addressed the public speaking topic encouraged me to inform myself more about it; for example, every day I set aside my time to watch Ted Talks, a program in which different characters expose several themes. It is an excellent training, because by observing public speakers you begin to understand what the elements are in order to be able to capture attention and other small aspects of communication.
Learning to know how to structure a reflective report is a very useful thing because it allows me to improve my method of thinking. It is a way to train our mind to see things from different points of view.
The lessons were really productive and motivating.

[bookmark: _Toc58920300][bookmark: _Toc58920583][bookmark: _Toc58934123]ANALYSIS
 I have always used the time I had available very badly, I did not give the right value to this important resource. I often found myself completing school projects at the last minute, accumulating a lot of stress. I was very often late for appointments because I couldn't manage the commitments during my days. Another big problem was dissatisfaction, I felt I was doing many things, but making very little progress in everything I was doing at the moment.
Speaking more concretely, having started to apply these time management techniques led me to accumulate much less stress. I am trying to organize my time using a daily planner and one that tracks long term goals.
I am creating daily schedules, entering the most important and urgent activities to be done, using the Eisenhower prioritization method that allows me to select activities and identify less and more important ones. I feel much more active and productive now. This is because I see that I am able to accomplish everything I wanted to do, when before I was only completing half of all my programs by the deadline. 

However, what has changed? It has changed that now, I write, prioritize and care more about my responsibilities. Before I was going along with every request that was made to me, I couldn't say no. I am starting to say no more often, as sorry as I am, although I believe that in addition to the positive aspects of setting aside time for my commitments, it will also be a reason why people may respect me in the future. That being said, I don't want my life to be excessively organized and marked by the times. I know people who create far too detailed agendas and are controlled and obsessed with schedules. Having a good organization is undoubtedly an excellent skill with regard to all aspects of our life, especially the work ones, but I see in some people the excessive use of these techniques, them controlled by time instead of seeing people who control time.

Public speaking was another problem that I have always feared. I believe that anyone who has once in their life has feared of speaking in front of an audience. I have always thought that to speak well in front of an audience you must have a flair for it, but in class and reading various articles and books I am changing my mind: working a lot on strategies and on the control of your body and your voice you can become a good public speaker. 
It's amazing how knowing that you have to speak in front of a bunch of people can alter our physical and mental balance in such an uncontrollable way. Breathing becomes altered, sweating increases, we feel a strange sensation in our stomach, our hands begin to tremble, our voice becomes shaky, in our head there is chaos, thoughts, fear of forgetting words and many other effects that can be more or less accentuated in each person. All this happens uncontrollably; therefore, as we saw in the lesson it is good to know that to become a good public speaker it takes a lot of work and a lot of practice. We must start from these negative sides that arise and work on controlling them. It is not easy, because they are involuntary reactions of our body. 


I have experienced these feelings often in the past, for example when I had to speak only in front of my class group. Another test for me was the presentation of academic and employability skills, which despite being held online via a computer and therefore not having eyes on me, anxiety was felt anyway. I have every intention of improving my speaking, now I have analyzed in detail what to work on and with patience and persistence I will focus on every detail. An example is the voice, the pauses, the intonation that must be put in place in order to convey a clear and engaging message: to do this, I will record my voice, having the opportunity to listen to my speech again at different times and evaluate what to change. I have already created a good PDP to develop this skill.

I have always found reflection fascinating: observing, analysing and then incorporating the idea with your personal thoughts. In the classroom we saw three models of reflective writing: Kolb, Discroll and Gibbs. I find that the most complete of all is the Gibbs method that I am using to compose this report. This model helps us to structure the experience to be described by dividing it into six fundamental steps. Following the steps is necessary to have a final written with a logical and clear sense for readers. Through the steps Gibbs describes the experience, evaluates, expresses emotions, analyses and finally draws conclusions. It is a way that allows us to really analyse a situation, in order to be more aware and be able to see the problem considering as many factors as possible. It is also important in the context of learning: Gibbs (1988) states that it is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten.
I can use this type of guide to analyse any situation, in work contexts, problems and facts that happen to us every day. For example, by writing this report and then putting the Gibbs method into practice I am becoming more aware of what I have learned and how useful it can be in my life. I manage to attribute fuller value to this experience.
 however

[bookmark: _Toc58920301][bookmark: _Toc58920584][bookmark: _Toc58934124]CONCLUSION
I learned that in the working world, whatever job it is, having good time management skills allows you to significantly reduce stress and increase productivity and quality of work. Public speaking is an excellent resource that allows us to build our reputation and makes us more confident. Reflective writing is also another essential skill when we need to evaluate a situation or make a decision and an effective method for consciously reflecting on what happens to us. It is a set of skills that will form our work background and our person. I will continue to read about these aspects through research and keep practicing. 

[bookmark: _Toc58920302][bookmark: _Toc58920585][bookmark: _Toc58934125]ACTION PLAN
I will still use this method of reflective writing. What I will do in the future when I have a important report to write is first of all taking the time to think about the subject and organizing all the ideas on a sheet of paper. Then I will begin by writing of the text following the steps of Gibbs. Given my experience with this report and with other writings in general, I recommend re-reading what has been written for several days, so that our work is not just the result of just one day however giving the possibility to make changes every day in which we can see our work differently.
Even when it comes to learning, I will always do the same thing: after class I will go to seek more information and devote myself to develop skills.

[bookmark: _Toc58920303][bookmark: _Toc58920586][bookmark: _Toc58934126]CONCLUSION 
The Gibbs method helped me to better reflect on what I really understood and learned in these lessons. The structuring of this method is very clear: initially it is necessary to explain the situation in question in which we report what we are actually talking about and what happened. After that, we write how we feel about it, what are the emotions that led us to his particular situation and after the analysis what are the positive and negative aspects given by the experience. Then the most articulated part is the analysis in which we analyse the situation and make sense of the whole script. Finally, we explain how in the future we could do better.
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