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REFLECTIVE REPORT
Based on Gibb's "Reflective Cycle Model"
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1. [bookmark: _Toc101978761]Introduction 

One of the assignments of this module is to write an academic reflective report about four topics learned in class, using a recognised model of reflection. We are expected to show what we understood about the topics and to explain how useful this information has been in our daily lives. According to Korthagen (2001), the act of reflecting on an experience involves trying to structure or restructure that experience in the mind.
I have chosen to use the Gibb’s reflective model to reflect on the following topics: time management, organising study, CV writing and public and giving presentation.

2. [bookmark: _Toc101978762]Gibb’s reflective cycle 

In 1988, the American sociologist and psychologist Graham Gibbs published his Reflective Cycle Model in his book 'Learning by Doing'. Gibbs' reflective cycle encourages people to think systematically about the experiences they had during a specific situation, event or activity.
I decided to follow the Gibb’s reflective model because is easy to understand and to use. Moreover, it allows you to learn over time based on your experiences.
According to Li, Chen, Liu, & Deng, (2020), any situation you feel deserves reflection and/or improvement can be subjected to the Gibbs Reflective Cycle. It consists of six steps and the first is to describe the event factually, exactly as it happened. The second step is perception, what do we think and feel about it. The third step is the evaluation, what was good and bad about this experience. The fourth step is analysis, what sense can you find in this situation. the fifth step is the conclusion, what else could you have done. The last step is action, if this happens again, what will we do. 

3. [bookmark: _Toc101978763]Time-management 

[bookmark: _Toc101978764]3.1 Description

It was the first day of class and one of the modules was about time management and its importance to help us accomplish bigger results in a shorter period of time. We saw a power point presentation, a video and we learned about Pareto principle for time management. Moreover, the lecturer asked us to reflect about how we are managing our time on daily life and if the way we are doing it is helping us achieving our goal. According to Claessens, Eerde, Rutte, & Roe, (2007), time management is a behavior of using time effectively while engaging in certain goal-directed tasks. 

[bookmark: _Toc101978765]3.2 Feelings

I felt a mix of nervousness and excitement at the same time before the class started. I was nervous because English is not my first language, and I thought the lecturer was going to use words I am not used to hearing. On the other hands, I felt excited to learn techniques that will teach me how to manage my time efficiently. 

3.3 [bookmark: _Toc101978766] Evaluation

On the positive side, the class was really easy to keep up and the way it was presented turn it easy to understand and easy to apply the technique in my daily routine. On the negative side, when I was doing the reflection about what I did in the last two days, I realize that managing my time is not one of my strengths because I waste a lot of time and effort on things that are not really important. 

3.4 [bookmark: _Toc101978767] Analysis 

The video about time management showed during the class including the reflection exercises about what we did the last two days, turned easy for me to understand the content. In addition to that, the 80-20 rule of Pareto principle helped me identifying where I was putting most of my time and effort and why I wasn’t having a good result. I should start to divide all my tasks into must do, should do, could do and won’t do list and prioritize my time on things that really matter. 

3.5 [bookmark: _Toc101978768] Conclusion

In conclusion, the module about time management was very interesting to learn and the class in general was really productive. However, I need to reflect more about how I spend my time and where I spend it. Also, I need proper discipline and dedication in order for these tools to work well. 

3.6 [bookmark: _Toc101978769] Personal action plan

Therefore, I started doing a to-do list for hitch week and prioritizing my highest-impact tasks. In the end of hitch day, I do a reflection about what I accomplished on my to-do list, and what I did not accomplished, and why are the reasons for that. In general, I noticed that my productive increased during the week.

4 [bookmark: _Toc101978770]Organising Study

[bookmark: _Toc101978771]4.1 Description

It was the first day of class and the lecture gave an introduction about the module Academic and Employability skills and then taught us about ways to organise our studies. She talked about time management tools and techniques, how to organise space and how to organise resources. We saw a power point presentation, a video about time management, she talked about tools that can help us being more organize and the importance of setting smart goals to help us achieving our objectives.
According to Cottrell, (2019), having a method for working and being well organized makes studying easier and saves you time.

[bookmark: _Toc101978772]4.2 Feelings

Before the class started, I was nervous and insecure. Because English is not my first language, I thought I would have a lot of trouble to follow the class and to understand the topics. But this nervousness and insecurity gradually turned into excitement to be able to learn new techniques that will make me more productive and efficient in life.

[bookmark: _Toc101978773]4.3 Evaluation

Students benefit from being organized since it helps them learn to prioritize activities, set and achieve goals and reduce stress. A good sense of organization also makes collaboration easier and can increase productivity and efficiency.

[bookmark: _Toc101978774]4.4 Analysis

I already knew the importance of being organised in life but talking about this in class make me wake up to the urgency to start developing these skills. The example of tools for being more organized, such as to do lists, google calendar and diaries are an easy way to implement in my daily life and helping me become more efficient and productive.

[bookmark: _Toc101978775]4.5 Conclusion

I conclude that although being organize is not something that come naturally for me, I still can develop that skill with a daily dedication. It’s a skill that can be learned and used as a strategy for success in school and elsewhere in life.
[bookmark: _Toc101978776]4.6 Personal action plan

To develop this skill, I started using a calendar app who remember me of my most important tasks on the week and show me what I accomplished in the last week. I also started doing a to-do list for hitch week and prioritizing my highest-impact tasks. I started using a diary who I make important notes to helping remember later.

5 [bookmark: _Toc101978777]CV writing

5.1 [bookmark: _Toc101978778] Description

The topic of CV writing was introduced in the eight weeks of class. CV, which is short for curriculum vitae, is a document used when applying for jobs. It provides a summary of our education, skills, and experience so that prospective employers can see what we are capable of doing (smith, 2021). The lecture showed how to develop and writing a good CV, what information we should include and the right format.

5.2 [bookmark: _Toc101978779] Feelings

The process of writing a CV was always being intimidating for me, because I do not know how to exalt my qualities in order to get the employer's attention. I was not feeling confident enough.

5.3 [bookmark: _Toc101978780] Evaluation

A well-structured resume is a potential tool to grab a recruiter's attention. It is the gateway to interviews and possible jobs and must be well structured to ensure that the target, in this case recruiters, are reached. That is why this class was so important not just for me but for most of my colleagues. We learned that a well-made CV is one that is complete, but at the same time objective. And it should carry attributes according to the available vacancy. For example, if my area of ​​expertise is communication, the document must contain information that shows that I understand the sector, but we need to be careful to not pass a image of a arrogant person. 

5.4 [bookmark: _Toc101978781] Analysis

The exercises and examples showed at class, helped me realize that there is no perfect formula for writing a CV, because each person is unique, as each resume will be. The curriculum should be a reflection of who we are and our interests. But there are strategies to improve and make the CV more appealing and captivating. Like for example, adapting the curriculum to the company that I am applying for, creating a profile on LinkedIn, being objective and getting straight to the point and avoid spelling mistakes.

5.5 [bookmark: _Toc101978782] Conclusion

In conclusion, the curriculum remains, without any doubt, our greatest ally or our greatest enemy when presenting ourselves to a company. If it is well written, with an excellent graphic image and if it is succinct and objective, we will be able to make a good impression. If, on the other hand, our CV looks dated, if it is too long, if it includes a poor quality or outdated, then it is guaranteed that, no matter how professional we are, you will not be called for an interview.

5.6 [bookmark: _Toc101978783] Personal action plan

I will try to apply all the tips I learn in that class to update my curriculum vitae. I will make it shorter, and objective and I will try to highlight my skills, knowledge and value proposition. I will also create a LinkedIn profile more appealing to help make a good impression to recruiters. 

6 [bookmark: _Toc101978784]Public Speaking 

6.1 [bookmark: _Toc101978785] Description

In week nine all students were supposed to deliver a presentation of 5 to 10 minutes about the employability abilities that we need for our dream job. My main topic was Employability Skills for human resource management and through a PowerPoint presentation, I explained what human resource management was, the most important skills required to work in that field, and I showed my strengths and weakness.
 According to Nikitina, 2011, public speaking is a process, an act and an art of giving a speech in front of a crowd.


6.2 [bookmark: _Toc101978786] Feelings

Preparing the PowerPoint presentation was not a problem for me, on the contrary, it was a very simple and fun process because I already had some experience with PowerPoint. On the other hand, present to my colleagues and my teacher make me feel really nervous and anxious. Public speaking is one of my weaknesses since I was younger, and I still did not develop that skill. In addition to that, the fact that I was the first to present did not make me feel confident.

6.3 [bookmark: _Toc101978787] Evaluation

On the positive side, the presentation was dynamic and objective. Moreover, I managed to make my presentation within the agreed time. On the negative side, after watching my colleague’s presentation, I felt that my presentation lacked more information about what I will do to develop my weakness. 

6.4 [bookmark: _Toc101978788] Analysis

In general, I think I did a good presentation. I tried to avoid the most common mistakes that I learned in class about a good public speaking. I was very concise and did not use much text. Also, I tried to not read too much from slides, and I believe I managed to get the message across clearly and managed to answer all the questions from the audience. However, my nervousness made me forget to mention some information, such as the actions I will take to help me develop the skills that I do not have for this job.

6.5 [bookmark: _Toc101978789] Conclusion

Public speaking is the best way to develop communication and leadership skills, as well as helping to develop self-esteem and persuasiveness. And one of the most important skills for becoming a human resource management is a good communication. Moreover, analysing my strength and weakness I concluded that I need to work hard to improve my skills communication. The process of present and speak to all my colleagues was the first step to help me improve that skill. Although it was a somewhat stressful experience for me, it was also very productive and helpful.

6.6 [bookmark: _Toc101978790] Personal action plan

To become a better public speaker, my plan is to improve my communication skill with English classes. In addition to that, I am going to start practicing active listening and I plan to start training my non-verbal communication. 

7 [bookmark: _Toc101978791]Conclusion

The process of reflecting on these four topics was challenging but, at the same time, productive for me. It was difficult to remember and describe how I felt during the classes because it was so long ago. But at the end of every reflective process, I felt a personal development. I had a better understanding of my emotions, strengths, weaknesses and motivating factors. In conclusion, it was a good experience, and I will try to implement it on my professional life to gain a better understanding of how to improve my method and actions.






















References

Claessens, B. J., Eerde, W. V., Rutte, C. G., & Roe, R. A. (2007, February). A review of the time management literature. Personnel Review, 36(2), 255-272.
Cottrell, S. (2019). The study skills handbook. New York : PALGRAVE MACMILLAN.
Korthagen, F. A. (2001). Linking Practice and Theory, The Pedagogy of Realistic Teacher Education. Mahwah, New Jersey : Lawrence erlbaum associates, publishers.
Li, Y., Chen, W., Liu, C., & Deng, M. (2020). Nurses’ Psychological Feelings About the Application of Gibbs Reflective Cycle of Adverse Events. American Journal Of Nursing Science, 74-78.
Nikitina, A. (2011). Successful Public Speaking. 1º ed. London: Bookboon.
smith, j. (April de 2021). https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/how-to-write-a-cv.



















8 [bookmark: _Toc101978793]Appendix

Powerpoint Presentation: Employability Skills in Human Resources Management 
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Figure 1. Slide 1: Cover page
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Figure 2. Slide 2: Overview
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Figure 3. Slide 3: Definition of Human Resource Management 
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Figure 4. Slide 4: Skills required 
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Figure 5. Slide 5: Skills required 
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Figure 5. Slide 5: SWOT Analyses
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Figure 6. Slide 6: Strengths
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Figure 7. Slide 7: Weaknesses
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Figure 8. Slide 8: Conclusion 
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Figure 9. Slide 9: References
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WHAT IS HUMAN RESOURCE MANAGEMENT?
Human resource management (HRM) is a
practice that is concerned with all aspects
of employability of individuals in
organizations. focused on the development
and well-being of people who work there
and using human resource strategies to

help achieving the goals of the company.
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CONCLUSION
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