
[image: ]

Reflective report (Gibbs module)

Maxine Graham.
2133637.
Academic and employability skills.
BMSW4001.











Table of content

Page 2- table of content.
Page 3- introduction.
Page 4- Time management.
Page 5- paraphrasing. 
Page 6- cv writing. 
Page 7- public speaking/ giving presentation.
Page 8- conclusion.
Page 9- references.
Page 10- appendices. 














Introduction.

Starting this module, I wasn’t confident about passing. During each lesson, we focused on each topic thoroughly. This made it a lot easier for me to understand and gave me the confidence I needed to pass. 
Reflection is very important after every lesson, because it reminds you about important information you may have missed. More so, reflecting on your work can give you a better understanding of the topic and help you make any changes you need to your work.
During my studies of academic and employability skills, I learnt so much, also I became positive on completing this and all the other modules. In this report, I will be thoroughly explaining everything I have learnt using Gibbs module.
Gibbs reflective cycle has 6 stages: description, feelings, evaluation, analysis, conclusion and action plan. Breaking it into stages makes is easier for you to reflect on each topic in depth and give you a better understanding on improvements that could be made. Graham Gibbs created Gibbs cycle in 1988 too help give a better understanding on how to reflect on your work. He done this using the 6 stages listed above. Preferably I like using gibs cycle, breaking it down into stages, makes it easier for me to reflect. Also, it gives me a better understanding on where I am going right and wrong. 
[image: A circular diagram showing the 6 stages of Gibbs' Reflective cycle]



Time management.

Time management is highly important in any career. The reason for this is without good time management, it will become extremely hard for you to balance your personal life and work life. There are many ways to become better with managing your time. For example, you can create a timetable or a to-do list with targets to get your tasks completed by a certain time. During our class on time management, we learnt a strategy on how we can prioritise our time efficiently, this was called SMART goals. This stand for specific, measurable, achievable, realistic and time related. The way this strategy works, you make a to do list of what needs too be completed in your home and work life, then you put them into one of these categories, specific being the most important and time related being your least important. 
I use the SMART strategy too help manage my time. Being a mother and attending university, I need to balance my lifestyle well. I dedicate half my week too my university work and the rest of my week I go out with my children or friends. Also, I have a daily timetable in which I categorise my activities too be completed by a certain time. Before this lesson, it was hard for me to complete everything and still make personal time for myself. However, using the knowledge I have gained from this lesson, this is no longer a problem for me.










Paraphrasing.

Paraphrasing is rewriting a person’s idea in your own words; the meaning needs to stay the same but the words and structure changes. When paraphrasing you must use these 3 techniques. Firstly, use synonyms, secondly change the word class and finally change the word order. Although you have re worded another person’s work, you still must acknowledge them by referencing it. 
Before this lesson I knew the meaning of paraphrasing, however I wasn’t familiar with the techniques used whilst paraphrasing another person’s work. Now I can paraphrase and reference someone else works with confidence. 
















CV writing.

A cv (curriculum vitae) is an overview about yourself, given too an employer for them to read. A cv will include your general information (name, number, email and sometimes address), skills, work experience, qualifications, attributes and references (from previous employers). Although a cv requires all this information, it still needs to be less then 2 pages long. Also, it is good to underline, bold or italic key words and information in your cv. This will help important information stand out without having to use colourful fonts or pictures. Furthermore, make sure your cv is structured in a clear way, using headings and making it easier for the employer too directly find information about you. Lastly, it is ideal to create a cv fitted for the job you are applying for, include your skills that are ideal for that job, this will give you a higher chance of being short listed for the job.
During the lesson, I got a thorough understanding of how to create a cv. We were asked to write our personal statement about ourselves and include our skills, knowledge and attributes. Therefore, I was able to start writing my cv with the knowledge I had. 













Public speaking/giving presentation.

Public speaking and giving presentation weren’t something I was confident doing, however during the lesson I learnt the key factors on giving presentations, this made it easier for me. The techniques used whilst public speaking and giving presentations are eye contact and acknowledging the audience, this is a good way to make them feel like you are speaking directly to them. Also, having a clear and loud voice makes it easier for the audience too hear you and catch their attention. Hand movements is important because if you do not move your hands, the audience could feel like they are talking to a robot, rather then a human. Lastly, facial experiences are very important, you have to show the audience that you are happy giving this presentation, having an unapproachable look on your face will make it harder for others to watch you.
After learning these techniques, I thought that I was ready, however after we did a mock presentation, I realised I needed to work on numerous things. I went home and practised in front of my family, also I asked them to write down what I should approve on. After reflecting on their notes, I made improvements and felt confident to give my presentation. 











Conclusion.

Overall, I gained a lot of knowledge and confidence from this module. More so, each of these topics are going to help me in my future studies and home life. Now I have a positive mindset on graduating and receiving the qualifications I need for my future. 
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Appendices.
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