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[bookmark: _heading=h.gjdgxs]Task 2 - Report 
[bookmark: _heading=h.30j0zll]Introduction 
The purpose of this report is to reflect on the topics such as academic writing, paraphrasing, reflective writing, and public speaking time management. These are the topic that I have learned in this module and has helped me a lot. It was especially time management that helped me to manage both my personal as well as professional life. Since I am a mother of two children, therefore, it becomes very essential to manage my time so that I can handle all my tasks in a good manner. In this report, I am going to explain how this module helped me in learning the above-mentioned skills.

[bookmark: _heading=h.1fob9te]Overview of the reflection model 
The reflection model that I am going to use in order to complete this reflection is Gibbs' Reflective Cycle.  Graham Gibbs in the year 1988, developed the model of Gibbs' Reflective Cycle (Ed.ac.uk, 2020). This framework primarily states that individuals learn from their past experiences. It is cyclic in nature and lends itself, especially to repeated experiences, permitting a person to learn as well as make a plan from all the things that did not go well previously. This model possesses 6 phases - description, feelings, evaluation, analysis, conclusion, and action plan. 
[image: ]
Figure - 1
Source - Ed.ac.uk, 2020.

[bookmark: _heading=h.3znysh7]Gibbs Model - academic writing
Description
Writing skill is considered to be the most essential and significant skill (Rao,  2019). Several times I have seen that I was not able to score good marks in spite of the fact that I use to study and learn the subject prior to my exam. Then I realized that I did not have any fault in learning, but the fault was in my writing. Due to poor academic writing skills, I was not able to score good grades thus, leading to bad results overall.

Feelings 
Every time I used to think that I was not capable of getting good grades and this made me lose my self-confidence at times. I have even tried hard to convince myself that might be my preparation was not up to the mark. But every time getting a low score report was making me more and more depressed.

Evaluation 
When I used to see that my other friends and classmates has scored good results, I used to feel bad. But from the time I get to know that it was due to my poor academic writing skill, my grades were not rising, then I realized that my writing needs to be improved so that the next time I do not get such poor results.

Analysis
In this module, I learned the correct and proper style of academic writing. The ways to construct proper sentences, use the vocabulary, and include good words to enhance the writing as well as being very concise and only writing what is required or what the answer needs to be as per the question asked - not exaggerated. These are the things that I was not able to do correctly and due to this reason, I failed to get good marks.

Conclusion
From the poor grades, I have learned that improving my academic writing skill is very important. I should have identified the mistake earlier so that I could have started working on it long back and scored good marks. But now I have decided to enhance this skill and so I have made an action plan that I would be following regularly. 

Action plan

	Skills need to be developed or improved
	Strategies to improve
	Time period

	academic writing skill
	· I must structure out the sentences in a proper manner.
· I must avoid choppiness and repetition.
· I must be concise.
· I must expand my vocabulary so that I can use good words while writing.
	Around 3 months



[bookmark: _heading=h.2et92p0]Gibbs Model -  paraphrasing 
Description
While I used to study it was very difficult for me to remember the entire chapter that I learned. It was because I was not able to paraphrase the concepts that I used to learn. Therefore this took a lot of time as I have to mug up the entire thing without any proper analysis and understanding. At times I even had real difficulty in making notes as I  did not possess the skill of paraphrasing.

Feelings 
Remembering an entire chapter as it is was too difficult for me because since I am a mother of 2 children I do not get time to study each and every day and that too food longer hours. So, here the skill of paraphrasing would be of prime significance for me. But, lacking in this skill, I face a lot of challenging times. I was not able to memorize the entire chapter.

Evaluation 
Since I had to memorize the entire chapter, something I did forget many things. It has even happened during the examination that I was unable to remember several words or sometimes even sentences. This led me to leave out those lines and write the next. But that flow or continuation was not there in my answer. So, due to this, my maks was poor.

Analysis
This continued for a longer period of time, and I had to face a lot of hard times. In this module, I came to know of the skill of paraphrasing. This skill is of immense help to me. I felt that I am having less burden and while studying also, I was able to learn more. Paraphrasing the chapter or sometimes any paragraphs, helped me to read only those notes during revision and it saved a lot of time. Apart from this, it also helped me to remember the concepts clearly.

Conclusion
Therefore, I have made an action plan to improve this paraphrasing skill, which I will be practicing regularly so that I do not face any difficulties later when I would be studying for my exam. 

Action plan

	Skills need to be developed or improved
	Strategies to improve
	Time period

	Paraphrasing skills
	· After reading any text or paragraph, I must make sure that I understand that.
· Then I must write the major ideas from the paragraph without seeing the passage.
· I should be using synonyms to make sure that worlds are changed.
· Finally check whether the original text is matching or not.
	Around 2 to 3 months



[bookmark: _heading=h.tyjcwt]Gibbs Model -  reflective writing
Description
When reflective assignments or projects are given, I always used to feel very tense as I lacked the knowledge and skills to write in a reflective manner. Due to this, several times, my grades were lower. Initially, reflective writing was boring for me and therefore, I did not pay any attention to it. 

Feelings 
In such kind of writing, I was unable to express myself to a greater extent as my nature is very introverted. Also, I hardly like to express myself nor possess the potential to do so. Therefore, I always used to think that how am I going to approach the project and complete it. So, therefore, I used to write only what I was capable of and this did not meet the requirement of the assignment. Though I used to feel sad about it, as I have seen others who were also some sort of introverted person, still they could easily express themselves in this sort of writing.
 
Evaluation 
My experience in this field was too bad, until and unless I get aware of the importance of this skill of reflective writing. Day by day while I was knowing more about this concept, I started to get interested. Though initially, I was having difficulties understanding it, but as the module progressed, I started to gain a lot of insight which helped me to clearly recognize this concept.

Analysis
This skill will not only help me in increasing my grades but also will enable me to gain more insight and knowledge about myself as well as I could easily develop the skill of analyzing it. This skill will even enable me to  communicate all my thoughts, ideas, and opinions to others in a good way. I will also be achieving clarity as well as a better understanding of what I am learning.

Conclusion
Thus, after identifying the significance and usefulness of reflective writing skills, now I have made up my mind to acquire and develop the skill to its fullest so that even I could easily write up any topic of reflection without any hesitation. Therefore, the action plan will be acting as a guide for me - following which I will be able to master the skill.

Action plan

	Skills that need to be developed or improved
	Strategies to improve
	Time period

	Reflective writing skills

	· I must be aware of myself.
· I must develop a perspective of reasoning.
· I must know to think from a deeper level and analyze it.
	Around 3 months



[bookmark: _heading=h.3dy6vkm]Gibbs Model - public speaking and giving presentation  
Description
The individual presentation that I delivered on week 9 was not that great but at least I was happy that I could manage to deliver it in time. There were some mistakes that I made such as I was too fast while delivering my speech and sometimes my voice being too low and the people who were sitting far were hardly able to hear me.

Feelings 
Prior to the presentation, I was feeling that I would not be able to present it in the best way. So, I was very much confused as well as I was having immense tension as to what is going to happen. But when my turn came and I approached, I was feeling that I would not be able to do it. My preparation was also not that good as I did not get enough time to handle both my children and this presentation. 

Evaluation 
Though I delivered the presentation as per my capabilities, still there were some good and bad experiences. The positive thing was that I was able to deliver the entire presentation without forgetting what I had to say. But there were other issues - my fear was constantly letting my confidence break down, and I was not able to deliver my speech properly. 

Analysis
After giving the presentation, I realized that I must try to overcome my flaws. Initially, I must improve my self-confidence and time management skill. Since I also had to take care of my small children and work, therefore, I failed to manage time properly, and hence, my preparation was not good.

Conclusion
In order to perform much better the next time, I have made an action plan that will be helping to develop and improve my skills to a greater extent. After learning all these skills in an efficient manner, I will be able to give my best performance.

Action plan

	Skills need to be developed or improved
	Strategies to improve
	Time period

	Presentation skills
	· I must speak only that information that is relevant and useful.
· I must practice public speaking.
· I must be maintaining  body language and eye contact with my audience. 
	Around 2 months 

	Communication skills
	· I must be concise while speaking.
· I must maintain my body language.
· I must be clear while delivering my speech.
	Around 2 to 3 months

	Self-confidence 
	· I must be thinking positively at all times.
· I must believe in myself.
· I must be gathering courage.
	Around 2 months

	Time management skills
	· I must plan and make a proper schedule.
· I must Prioritize tasks wisely.  
	Around 3 months



[bookmark: _heading=h.1t3h5sf]Conclusion 
To conclude the report, I would say that skills play a very important and significant part in each and every individual’s life. It is through this module, I learned that there is a lot of importance of these skills - especially, the skill of time management and academic writing has helped me immensely. Earlier I was not able to write in a proper manner, hence my grades were not that good. Time management skills have helped me to manage time effectively. I could easily handle my children as I am a mother and even, my work as well as my studies. All these are possible because of such skill.
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