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Introduction 
Reflective writing is the ability to critically analyse an experience and its impact on oneself. An essential part of reflective writing is the ability to write analytically instead of descriptively. In this assignment I will be reflecting, evaluating, and analysing the experiences and skills gained from the academic and employment skills module. In week three I learnt about reflective writing and reflective frameworks. We were taught three cycles, Gibbs reflective cycle, Kolbs experiential cycle and Driscoll’s model. The cycle that resonated with my type of reflective pattern was Gibbs (1988) reflective cycle. In 1988 Graham Gibbs invented the reflective cycle, from this framework you can learn how to examine or plan things that went well or did not go well. The cycle has six stages: description, feelings, evaluation, analysis, conclusion and action plan. Throughout this assignment, I will be incorporating different stages of the reflective cycle and how this impacted my learning.
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Time Management 
Using Gibbs reflective cycle, I will examine my experiences of learning about time management, I would also analyse why this experience impacted me and attempt to utilise the knowledge gained for future study and training purposes. 
Before starting this course, I have previously studied and worked as a healthcare assistant for many years which require excellent time management to fulfil the needs of the clients. I have always tried to be on time, however, during some situations this would be a struggle for me as I felt this was out of my control. I understood the concept of time management and how this related to myself. In week one we learned about time management, as mentioned above, this was something I was aware of but never considered it a necessary skill until being educated about its impact by my lecturer Tim Hopkins. 
In week three we learned about SWOT analysis, initially I was unable to see the use of this technique applied in real life, through lack of previous knowledge but also lack of understanding. I chose not to speak with the lecturer about this, instead, through personal research using Google I was able to get a better understanding of this. I was able to understand the interchangeability of the technique and how I could use this to improve my time management skills. I was then able to see my time management skill as an opportunity for improvement. Upon reflection, I was able to analyse areas in my personal life which affected my time management skills both positively and negatively. This skill was then transferrable to other areas of my life outside of studying and working. This has allowed me to be on time, if not early to other social events. 


Using the library and gathering information
Learning to use the library and gathering information was a useful topic for me as I plan to undergo future study in healthcare. My lecture Tim Hopkins gave a lecture informing the class how to sign into the library with our university details, then followed this up with some homework on researching a book in the library titled “The Study Skills Handbook [5 edition]”. He requested we find the author, title, and edition of the book which can be done in the library or online. To ensure we had retained this information, Tim followed up with a second homework assignment to find an article online about my specific employment interest/ sector and requested I find key points in the article so I can practice my ability to gather specific and precise information. 
In my free time, I conducted further research about gathering information and was able to use google scholar to find further information about the usefulness of gathering information. Upon using google scholar I found an article by Nadzir (2015) which found that university students preferred the use of the internet when gathering academic information. Base on the Gibbs reflective cycle I am able to conclude that using the library and gathering information online is an essential skill which I will be using throughout my academic career.
In the same lecture, the lecturers presented to the class including me how to research books/journals but also extended an invitation to us to attend the library so we can use the computer to improve our digital skills. We were also taught about plagiarism but more importantly how to avoid plagiarism, I was also completely oblivious about the term “plagiarism”, I was familiar with the concept, but was not aware of the correct term for this. 
Based on Gibbs cycle, if this situation arose again, I would ask further question during lecture to ensure a more in-depth understanding of the teachings, I would also discuss idea’s with my classmates to try to understand a different perspective of what was being taught about using the library and gathering information effectively.


Referencing
Being educated on how to use referencing in the correct way was a good learning experience because all my course work requires referencing, which I was unaware of prior to starting this course. 
When first introduced to references, we were initially being taught about how to access the library and gathering information on Moodle. The following lecture, Tim explained how to find books, e-books, journal and newspaper articles, references and more. Tim also explained the use of Harvard referencing and informed the class of other referencing styles including APA. Tim was not the only lecturer that mentioned referencing, this was also mentioned in my digital skills and research methods lecture. This was when I realised how vital the knowledge of referencing will be to the entire course and it would be best to increase my knowledge on this.
To get a more in-depth understanding of referencing, I read the Harvard referencing handbook, which taught me other things such as in-text-citation and how to write a reference with multiple authors, no author, and or no date. I was also able to understand that different parts of each reference require different font styles such as italics. Understanding what referencing is and how should it be used in each assignment was quite important to learn early on in the course as well as always ensuring to use the right style of referencing (Harvard instead of APA). In-text-citation are also imperative as you must include the citation in the body of the work which usually includes the authors name and year the article was published. This is followed up by a full reference list at the end of the work. 
Citing references in your work will give your work credibility as the reader will also be able to check the reliability and validity of the information provided in your work. According to Dehkordi and Allami (2012) citing sources in your work shows high level of societal legitimacy which is the standard required when studying at undergraduate level and above. 





Presentations 
In week 9, I was expected to give an individual presentation in class. I was very nervous because I had never done a presentation before even during my time at college, so I considered this to be quite nerve-racking. When my time arrived to go in front the class and everyone was staring at me the way I felt extremely nervous, my palms were sweating, and my words sometimes sounded jumbled.  I was trying to keep eyes contact with the class but because of my nervousness I keep looking away. It was very difficult for me because it was my first time doing a presentation. 
During my presentation I spoke about SWOT analysis, my strengths, weaknesses, opportunities, personal development plan, and what skills I needed. I included relevant pictures to support each slide and also a reference to source where I found the information. 
Based on Gibb’s cycle, I was able to evaluate the following, I should have spent more time describing and explaining my written work instead of reading directly from the slides. It also never occurred to me encourage my classmates to ask question at the end of my presentation, I just hurried along to my seat, this was not good presentation practice. 
It was a good experience for me for multiple reasons, 1) this helped me on my journey to the next level in, 2) by doing a presentation, I can get a better understanding and increase my knowledge as to what to do better next time. As this was my first ever presentation, I reflected on the necessity of improving my public speaking abilities which in turn can propel me in my career as well as my education. Research by Alshare and Hindi (2004) found that employers thought that the ability to present shows great communicative skills but also competency to speak in front of a group which is needed for work.
Again, the experience gained from this initial presentation was unmatched. I had to do a presentation in another module and the knowledge gained from this presentation allowed me to do significantly better in the next. I was able to enunciate better, I allowed time for questions at the end and was able to control my nerves and work on eye-contact with my classmates. I also felt more prepared this time which meant less palm sweating and less knots in my stomach. Overall, the theoretical information gathered from the internet and the practical experience of actually presenting for the first time is a skill I will carry forth for a long time.




Conclusion

Overall, this assignment was an important learning experience because it allowed me to put all the modules mentioned above into practice. In order to submit this assignment on time I had to use my time management skills, I was able to put the theoretical knowledge about referencing I learnt in class into practise and also used my ability to summarise and paraphrase. I delved into a deeper understanding of essay structures and was able to utilise the reflective lesson in more detail. The skills written about in this assignment will always be useful to me as I plan on using them to complete this and many other courses throughout my educational career. 
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