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INTRODUCTION

This report will take you to understand what is a Gibb’s ‘Reflective Cycle’ (1988) and how it’s used it to analyze the topic covered on this module which are “what is a personal development plan”, “Time managing / Organize your study”, What is and how to use “Harvard Referencing style”, “Academic writing” and what is a “Cover Letter”

Gibbs’ Refecletive Cycle

Gibbs’ Reflective Cycle was developed by Graham Gibbs in 1988 it is about encouraging people to think systematically about their experiences during a specific event, activity or situation. He developed a circle model called Gibbs’ Reflective cycle’, which is built in phases. Gibbs says that by reflecting on your own experience, it allow you to improve your performance, “Learn by Doing”. This model is a good way to work out the experience. It can be either a stand-alone experience or a situation you go through often, such as meeting a team you have to work with. Gibbs originally advocated its use in repeated situations, but the phases and principles apply equally well to individual experiences. If implemented with independent experience, the action plan can become more general and look at how you can apply your conclusions in the future.
For each of the phases of the model, a number of useful questions are given below. You don’t have to answer them all, but they can guide you on what things make sense to include in this phase. You may have other challenges that work better for you.


Gibbs, G. (1988) Learning by Doing: A guide to teaching and learning methods. Further Education Unit, Oxford Brookes University, Oxford.
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These are the phases 

1. Description

Describe the learning process in detail as it’s really important to ask questions like:

What happened?
When and where did it happen?
Who was present?
What did you do?
What was the outcome of the situation?
Why where you there?
What did you want to happen?

2. Feelings:

Reflect on what you thought and felt during the process and then ask yourself:

How did you fell before the process?
What did you feel while it was taking place?
How were you feeling afterwards?
How do you think the other people felt?
How was your view of the process changed?

3. Evaluation 

Evaluate the experience, was it successful? If not why? Its important to be objective in the evaluation process.
Then answer to yourself

What was successful during the event?
What did these certain elements go well?
What didn’t go well?
What did you contribute?
How did others contribute?



4. Analysis 

Here you have a chance to evaluate what worked and what didn’t work in the situation, this allow you to be successful in the future experience. It’s also important to analyse what you failed in and learn from it so you won’t make the same mistake again.

5. Conclusion

In this section, you can draw conclusions about what happened. This is where you summarize your learning and highlight changes in your actions that could improve the outcome in the future. This should be a natural response to the previous sections.

6. Action Plan

It can also be extremely helpful to think about how you will help yourself to act differently such that you don’t only plan what you will do differently, but also how you will make sure it happens. Sometimes just the realisation is enough, but other times reminders might be helpful.






Personal Development Plan

Student Profile Personal Development Plan is a practical tool that helps you reflect on your academic progress, performance and achievement. When you graduate from university, you will have a clear understanding of your subject.
Going to college gives you the opportunity to mingle with people, learn and develop skills, engage in new activities, manage responsible positions and broaden your horizons of life. Many of these are outside the curriculum. The PDP portfolio encourages you to take a broad-based approach to the college experience and use your time and opportunities in positive and imaginative ways.
The PDP process should enable you to: Clarify your personal career goals. Understand more fully what and how you are learning, what your strengths and weakness are and how to get better results. Take responsibility for your own development by setting yourself personal and academic targets and evaluating progress towards these. Improve your employability. Start the process of continuing professional development in your chosen career area.

The personal development planning process typically includes the following:

· THINK: where you are now, where your interests live, what your strengths an weaknesses are, and what improvements you would like to achieve.
· PLANNING: where you want to go, what skills and knowledge you need to get there, and how you might acquire them.
· ACTION: Set specific goals and targets for yourself and track your progress towards them.
· REFLECTION: Review your academic achievements and decide on other areas for personal, academic and career development.


Time managing / Organising study

It’s easy to imagine that outside of scheduled classes, the rest of your time of the week is free. However, you are expected to study at your own pace and to complete your homework on time.
How you choose to prioritize will depend on what and when. Some things will be more important than others and some may be less important but more urgent. The prioritization can be for different time periods: an academic year, a semester or a week and usually changes over time.
A good place to start is to get an overview of deadlines for weeks or an entire period. You may need to set mini-deadlines for yourself because a series of assignments may have to be submitted at the same time.
Are you using your time efficiently?

Have you ever felt like the whole day has passed and you’ve achieved a fraction of what you wanted? Maybe you tend to procrastinate by postponing your job and doing other tasks instead. Being distracted is very common.
Check how you are actually using your time by recording what you are actually doing for a few days on a weekly planner or using the worksheet on our document. It takes honesty.
Once you have identified what is interfering with your effectiveness, you can think about how to eliminate or minimize the causes. The Library offers a variety of self-help options and support services that can help you find ways to start dealing with any issues.

Chlebikova, D., Misankova, M. and Kramarova, K., 2015. Planning of Personal Development and Succession. Procedia Economics and Finance, 26, pp.249-253.






Academic Writing


The academic works are clear, concise, focused, clearly structured and supported by evidence. Its purpose is to help readers understand. It has a formal intonation and style, but it is not complicated and does not require the use of long sentences and complicated vocabulary. Each subject will have certain writing habits, vocabulary and speech types, which you will be familiar with in the degree program. However, academic writing has some general characteristics that are relevant to all disciplines.

The concept of academic writing is:

· Planned and focused: responds to the question and demonstrates knowledge of the subject.
· Structured: is well-organized, follows a logical flow, and brings together similar ideas and information.
· Evidenced: shows subject-matter expertise, backs up opinions and claims with fact, and is properly cited. Using appropriate vocabulary and has a formal sound and style.

The initial step to writing academically is to plainly characterize the motivation behind the composition and the crowd. 

Most proper academic writing at college is set by, and composed for, a scholarly coach or assessor, and there ought to be clear standards against which they will mark your work.


The University of Sydeny. 2021. Academic Writing. [online] Available at: <https://www.sydney.edu.au/students/writing/types-of-academic-writing.html> [Accessed 26 April 2021].




Cover letter writing

What is a cover letter?

A cover letter is a report you send with your CV (customarily as the title page). 
Notwithstanding, it varies from a CV in that as opposed to being a composed outline of your abilities and experience, it's particularly composed in light of the work you're applying for permitting you to feature certain zones you think would make you ideal for the job. 

What should a cover letter incorporate? 

Despite the fact that introductory letters are much less inflexible than CVs, there are still a few things you ought to consistently mean to incorporate. 
Here a couple of fundamental things you should plan to cover in your introductory letter: 
· Your own subtleties (for example name, address, telephone number) 
· The recruiting chief's name (on the off chance that you have it) 
· Where you discovered the opportunity 
· Why you're reasonable for the work 
· How you can help the organization 
· Shutting proclamations (counting saying thanks to the enrolment specialist for their time) 
For what reason is an introductory letter significant? 
To lay it out plainly, your introductory letter is the simplest and best approach to stand apart from the group. 
It carries a bonus to the table when you go after a position – the business will study you, your character, what you really need from the work and gain knowledge with regards to why you're applying. 
Furthermore, as your CV should be straightforward, your introductory letter is the ideal method to expound on your accomplishments.

Borchardt JK. Writing a Winning Cover Letter. Science Careers 2014. Available from:http://www.sciencemag.org/careers/2014/08/writing-winning-cover-letter.


Referencing


A citation is information with square brackets or footnotes in the written text, which means that you are using other people’s ideas. 
Correct citation is an essential skill. When writing assignments, you should cite the work of others in a recognized and consistent format to recognize their work.
There are several reference systems, such as Harvard or author-date systems, footnotes or endnotes
 On this course we have used Harvard Referencing style, To be made up of:

· Author or organisation.
· Year of publication (in round brackets).
· Title of report (in italics).
· Place of publication: publisher.

Example: James,O. (2006) Academic Writing Report, Oxford, University Press.

If accessed on the internet, add:

· Available at: URL.
· (Accessed: date).

Example: Robins, J. (2008) ‘Positive effects of globalisation’. (online)  http://www.port.ac.uk/eco/global [Accessed 12 January 2009]

Conclusion


As addressed in my analysis of recent research, the advantages of using a Personal Development plan, it helps you think about how you will help yourself to act differently, where you want to go, what skills and knowledge you need to get and how to acquire them, set specific goals and targets for yourself. 
From this examination, it has been shown that do indeed Time managing it’s important as I’ve learnt to set deadlines, what to prioritize and what to eliminate or minimize the causes. I’ve also learnt how to write a structured academic report concise, focused, clearly and supported by evidence. Also learnt what is a cover letter and what to include, to feature certain zones you think would make you ideal for the job. In conclusion by doing this everyone learns how to improve themselves learning and taking greater
consideration of the learning processes involved.
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