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1. Introduction – model of reflection
Reflective writing demonstrates reflective thinking and allows to learn more in depth by looking at previous experiences and learn from them.1 
There are different models of reflection.2 One example is the Gibbs reflective cycle, which was invented in 1998. This model involves six stages that help analyse an experience. Each stage consist to answer to questions. The first stage is the description (what happened?), followed by the feelings (what are you thinking and feeling?), after which there is the evaluation (what was good and what was bad the experience?). The fourth stage is the analysis (what else can you make of the situation?), followed by the conclusion (what else could you have done?) and lastly there is the action plan (if it rose again what would you do?).2 
In this report I will be discussing about my learning on four topics: time management, organising study, CV writing and public speaking and giving presentations. For this report I will use the Gibbs reflective cycle.

Time management
Time management is an essential skill, which is needed for everybody, and it is necessary in every carreer. For example, the time management for student involves allocating specific times to study, in class and at home, to work, to be with the family, to sleep, to eat, to travel, to relax and to other activities. If a person does not allocate his/her time for daily activities, it will be very difficult to complete any task or work. Mistiming can cause an unbalance of many aspects of our daily lives. Therefore, it is important to use time effectively. 
Time management was an important factor to help me grow in position in workplace. For years I prioritised my work and managed my time around it. I initially started as kitchen helper, and slowly I got promoted to assistant chef, sous chef and finally head chef. Growing in position made me very happy, because as result of my hard work and effort I was able to achieve this goal. Becoming a head chef was a big stepping stone in my carrier, but it also brought a lot responsibilities, such as managing the entire kitchen, including the rota of my staff, ordering the stock and taking care of an excellent customer service. However, this promotion resulted in more benefits than difficulties. I was able to learn many important skills, which are helping to further grow in position and providing me a lot of opportunities. However, I believe that in some periods I have not dedicated my time appropriately to my work, which caused some problems in organising the kitchen and the staff. I believe that if I direct my effort appropriately, I can achieve my goals more quickly. 
I have learned a lot about time management even at the university. Starting to study after many years affected my time management, because other than my studies I have to manage my work and my family. One day I was supposed to go to work to cover the morning shift and then come to the lectures. My workplace was very busy on that day and I did not realise that it was almost time for my lecture. When I realised of the time, I become very nervous and worried. I could not leave my workplace but I also did not want to miss the lecture. Because of this situation I was late for my lecture and I was not able to deliver good customer service. However, this experience helped to understand to better manage my time. I realised that I have to allocate realistic times for important activities, such as my job and my study. After this experience I started doing a daily planner, which has allocated times for the most important activities or events of my day, and I also avoided going to work on days I have lectures.
Time wasting is a big issue with which I still have to deal. One of the causes of wasting time is poor management planning.3 
In fact, I used to use my free time to do not necessary things, and I realised that by doing so I am missing the opportunity to achieve certain set goals. For example, I stopped doing any exercise and realised that I could have used my free time doing that. Having a diary or a to-do list is very helpful for scheduling and organised time and things to do.3 
This idea was also more motivated after I learned about the Pareto Principle of Time management, according which 80% of all our problems are caused by 20% of all causes. This made realise that if I find the 20% of causes of my problems I can overcome these problems completely.4 This can be done by identified repeated patterns in my activities, where I am either not using by full potential to complete them or I was just wasting my time by found these activities. 
I now have a to-do list which I try to follow, and it helped to organise my free time to do many activities which I was too lazy to do. My to-do list is filled accordingly to the importance of each activity some activities are optional or not required to be done daily. By doing so I can do many things in a day, in order of necessity and importance. 

Organising study
In addition to time management, organising study is also a very important skill that I have learned at university. Indeed, these two skills are very connected to each other. Planning, organising and adhering to the plan are fundamental to successfully managing time. 
However, it is not always possible to adhere to the plan, because inconveniences or unplanned events can happen, and we have to adjust to these changes.3   
Initially, when I started going to classes, it was difficult to manage my work and the rota of my staff around my studies. There was a time I by mistake put myself to cover a shift while I was supposed to be at uni. This mistake caused a lot of confusion between me and my staff and caused me to be late for my lecture. I was feeling very stressed and nervous. Even though this experience caused me problems, it helped me to organise my time better around my study. 
At first it was also difficult for me to organise my studies daily and adhering to it, because of having a gap of 7 years from study. I initially used to assign tasks last minute, which cause a lot of pressure and anxiety because I underestimated the time required to complete these tasks or assessments. These experiences at start of university were very helpful to understand my speed to do some tasks, such as academic writing, paraphrasing and using the library and gathering information. At start it was a bit frustrating to not be able to complete tasks that I thought are easy and quick, but then I realised that I have my organise my study according to my speed of learning. I decided to do a do-list specifically for my studies and I allocated different tasks at different days and setting times for each task. I planning to continue doing so and start to reduce the allocated times and assign multiple task in a day. In fact, time management skills and organisational skills  will help to improve and be productive.3 

CV writing 
CV writing is a very important skill that helps to create the first image of an individual in front of an employer. It is the initial step in the recruitment process and helps the employer understand whether you have the qualifications and experience for the job.5 
When writing a CV is always struggled to write an impressive and concise and impactful personal statement. In fact, the personal statement has been always considered the most difficult component of a CV to write.5 
When I initially started looking for jobs, I did not know that I had to insert a personal statement section in my CV. I was invited to an interview and they ask to briefly talk about my personal statement. I became very nervous, and I started repeating what was written in my CV, such as my qualification and work experiences. Eventually I did not get the job, which made very sad and disappointed. That experience helped understand the value of writing a good CV and having an impactful personal statement. I realised that I had to complete my CV and asked my then Italian-subject teacher to help me. In addition, the learning and in-class exercises in this course helped understand better what and how to write it. 
This course also helped understand the importance to include any hobbies and interests in my CV, which I used to avoid because I considered them irrelevant. Talking about my hobbies and interests gives me an opportunity to talk about any other skills I have other than work and study.

Public speaking and giving presentations 
Public speaking is a skill in which not everybody is good, it needs a lot of preparation, practice and confidence. There are different factors involved in public speaking and giving presentations, such as pre-talk preparation, opening, body language, and many other factors which I learned during this module. Even though I have previously done presentations or normal speech, I never considered to many factors in such detail. 
After years of not going to school, when I had to give an individual presentation, I was very nervous and anxious. However, my nervousness decreased after seeing my classmates present. Although I have prepared a speech and adhered to all the guidelines, I was unsure how to talk, behave and I was scared to forget my speech. 	
At the start of my presentation, because of my nervousness, I was stuttering and blocking in between words. These caused to become more nervous, but I continued with my presentation and eventually I started talking at a natural pace of speed and feeling more confident. Once I was confident, my body language also became more natural, and I was able to have eye-contact with the audience. 
However, I think that I could have done better in my presentation. I was having difficulties in wording my phrases, I continuously getting confused with my speech and some improvised parts. This experience made me feel nervous and frustrated with myself, because I knew that I could do better because I practised a lot. Because of my difficulty in expressing myself, I finished my presentation much earlier than the expected time. This experience motivated me to improve myself, practice more and talk more in public to overcome these problems.
Conclusion
In conclusion, this course helped me to learn many new skills but also to integrate skills that I already have with new ones. They helped not only with ny studies but also at a professional and personal levels. 
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