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[bookmark: _Toc91782881]Introduction
The report will reflect the learnings from the module based on a reflective model. Gibbs reflective model will be used to demonstrate the important topics covered during the module. Reflection demonstrates the past experiences, behaviours, patterns that help in developing or shaping future endeavours. Furthermore, the report will illustrate the step-by-step guidance of the reflective model to depict the understanding of the skills learned from the module. The three topics that the report will focus upon are time management skills, academic writing skills and referencing skills.
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This model was introduced by Graham Gibbs. Further, this model involves the procedure of enhancing the learning ability of an individual based on various situations demonstrating experiences of the individual (Sekarwinahyu et al., 2019).
The illustration of the model is presented below.
Description: This is stage 1, wherein the situation is described in detail. The common discussions that are demonstrated here regarding what happened or the experience from the learnings. At this stage, the description or happening of the situation is stated without drawing any specific conclusions.
Feelings: In this stage, the reactions and the feelings are administered based on the experiences. Here, the individual will discuss their emotional response to the provided situation. Furthermore, considerations regarding what the person felt, reactions of the mind and body and steps are taken that delivered others reactions too.
Evaluation: In this stage, the individual needs to analyse and determine what is good or bad in regards to the situation (nicole-brown, 2021). In these considerations of the experiences administered from the perspectives of other is also determined along with the personal ones. It also helps to understand whether the situation is bad or good. 
Analysis: In this stage, based on the experiences, the sense of the situation is needed to be determined. It is based on analysing what actually is going on and various perspectives on such a similar situation. Moreover, analysing the situation that involves experiences from others and determining theories and concepts in personal reflection.
Conclusions: It is the concluding part of the situation wherein the summarising of the analysis is undertaken. Furthermore, the persona situation is concluded based on the learning experiences administered before. Moreover, general applicability is also considered over the specific situation based on the provided context (Markkanen et al., 2020).
Action plan: This is the final stage wherein the plan of action is implemented to incorporate future development in both a personal and professional manner. The action plan is regarded as the detailed plan that outlines the actions that are required to meet one or more goals for future enhancement. 
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Time management is determined as the ability to utilise productivity along with efficiency. Moreover, using time effectively and prioritizing the tasks as per the needs is very important. Time management is a very important skill at the academic and employability level, and those who are good at it always moves forward in tackling every situation. Time management demonstrates a better understanding of the urgent or important task and segregates the time in such a way that every activity is fulfilled. In addition to that, learning time management skills act as a cornerstone towards the most productive people around the globe. It is an essential skill to enhance personality traits along with productivity level (skillsyouneed, 2021).
Reflection 
Description: While attending the learning sessions of the module, I have learned the significance of time management skills. The core competencies of time management and its importance in the present and future endeavours. I understood that time management is vital to determine the allocation of time required for each of the activities.  
Feelings: After understanding time management, I feel effective management of time will be very beneficial for my future works. Implementing time management, I have developed a good feeling as I can handle my studies along with work in a balanced manner. Further, my stress has also reduced, and performance is also developing with time. 
Evaluation: I have also learned from the classroom session that; effective time management skill has the ability to bring clarity to my vision. However, the time management activities conducted during the sessions did not go quite well as I failed to meet the deadline. My approach did not work well, but I recovered with the help of my peers and understood my shortcomings. 
Analysis: I have learnt a lot regarding time management throughout the classroom activity. Though initially, I did not pay much attention, later on, I acknowledged that time management helps in prioritizing important tasks and also helps in setting a definite goal for the future.
Conclusions: Overall, my experience regarding gathering knowledge about time management was good and effective. The learning has enhanced my planning capability and delegation of the tasks based on their importance. 
Action Plan: I have decided on some plan of action to develop time management skills in my academic career and also in the future workplace. Some of the actions that I have decided are to start the assigned tasks early, set specific limits to cautiously complete the task and learn new patterns to enhance the productivity level.
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Referencing is referred to as a crucial study skill that each student needs to develop their understanding. Furthermore, referencing is a process to encourage and honour the works of other researchers or writers from where the source of information is ascertained. Moreover, referencing is very important while developing the report, conducting assignments, thesis papers and dissertations. In the academic field, things that are required to be referenced are facts, figures, quotations, ideas, theories, along with diagrams that are originally generated from other individuals (kent.ac.uk, 2021). Referencing involves in-text citations within the text and the reference list at the end. The in-text citations are included within the report or essay to acknowledge the source of information and list the sources to determine from where the information has been derived. Furthermore, there are various styles of referencing styles on the basis of professional discipline and academic sources. Some assignments provide the criteria for using a specific reference style. The common reference styles are Harvard, APA, Chicago, IEEE and many others. Moreover, proper referencing helps to avoid plagiarism issues and also showcase that the work is well referenced and extensively researched by the writer based on the topic (Cottrell, 2010).
Reflection
Description: I got to know regarding referencing while studying in college while making assignments works. Firstly, I acquired knowledge regarding plagiarism is a huge offence in the academic field. When content or data is researched and paraphrased specifically from others work, but without referring to that author, then it will be counted as plagiarism. Therefore, to avoid committing plagiarism issue, I learned about referencing and its significance in the academic field.  Initially, I was given assignments in various modules to conduct research on a specific topic and maintain the provided guidelines of the assignment. At that time, I got to know about references and its requirement in the course work (Gibbs, 1988).
Feeling: Initially, the feeling was quite bad, as I failed my first assignment as I could not follow the required guidelines for referencing. Basically, I have put in very few in text citations due to which many statements and important points did not have referencing this had resulted in bad marks. However, after consulting my teachers, I got to understand the criteria of referencing and the appropriate referencing style for the work. 
Evaluation: In that situation, I had faced various issues in learning the different styles of referencing. I had also done various mistakes in intext citation as I have faced various issues in learning the different styles and formatting while citing references. However, after learning and recovering from the mistakes now, I can do the referencing properly and effectively.
Analysis: I started comparing my works with my peers to understand the mistakes that are acquired in implementing references. After attaining the class, I have encountered that many of us have committed mistakes in the formatting of the references. Though I was quite confident that my work was good; and I had completed it way before the time as I did not have much experience in writing assignments. However, before reaching the final feedback while generating formative feedback from my teachers, I determined that there are still mistakes happening in references as there are many sentences that do not have proper in-text citations and also the reference list had some formatting errors that I had changed and corrected.
Conclusion: It can be concluded from the above experiences that referencing plays a vital role in academic writing work. Moreover, in college, to attain good grades, it is important to know all the formatting of referencing and do it correctly (Mackevic, 2014).
Action Plan: In order to enhance my referencing skills, I began to read regarding various referencing styles and their requirement, such as the way it is written. Moreover, to gain in-depth knowledge, I will try to learn the specific requirement such as texting journals, website references, books and others. Further, I also want to learn about developing referencing lists in different styles such as MLA, APA, Harvard and others. I also want to generate good grades and focus on making perfect assignments, and for that, I need to avoid committing referencing issues along with plagiarisms.
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A cover letter highlights the personal details of a student, including the information on applied post, qualifications and the reasons for being interested in working in that organisation. It is a message of one page that provides details of the employee and their area of interest (Daluiso-King and Mentor, 2021). A proper cover letter enables a participant to get selected in the competition. A cover letter is important as it helps in distinguishing the following capabilities of a person:
Developing a proper bond with the recruiter is important as it is a focal point of acquiring a role in alignment with the goals of the specified career. There is a strong difference between the cover letter and resume (Yates III, 2017). The resume provides details of the already commenced, whereas a cover letter reveals the personality of a person. It is a true fact that when a person refers to an individual, he might have seen some good qualities in the person (Dear, 2019). Thus, the cover letter explains the bond with the referral and mentions their place of meeting and how the conversation has enhanced one’s interest in the job application.  
Reflection
Description: After the first year of college, I had to look for a job due to financial constraints. I had come across a job advertisement in a company looking for a delivery assistant. The requirement of the company was clear as it needed a proactive individual who could handle the customer requirements and also ensure that the objectives of the company were met. However, while preparing for the application, I had developed my CV along with it a cover letter. This is the first time I was preparing a cover letter along with the CV.
Feelings: Earlier, I only had theoretical knowledge regarding how to write a cover letter; like this, I had drafted the cover letter at my convenience. My application was rejected because of the issues in the cover letter writing. Later on, I got to know that I had missed some of the basic criteria for writing a cover letter.  
Evaluation: Gradually, throughout the module, I have developed my understanding of how to write a cover letter appropriately. My cover letter included some of the effective information such as name, personal information, contact details. However, I fail to put in focus on my experience in sales, leadership quality and other skills. I learned that if I had written the cover letter based on my competencies, then it had been selected by the recruiters. If the cover letter is factual, then the recruiters will select it instantly. 
Analysis: After my learning session, I have gained knowledge regarding writing a good cover letter and focusing more on the skills that will reflect my abilities that will be beneficial for the company. The HR assistant of the company where I had applied for the job role told me some of the basic facts to improve my cover letter writing to get selected and impress the employers. 
Conclusion: While learning about the ways to write the cover letter, I gained more confidence while giving the interview and developed an in-depth knowledge regarding it.
Action Plan: In future, in my cover letter, I will emphasise more on following the structure of cover letter writing. Furthermore, I will also concentrate more on factual elements and presentation of my skills that will be effective for the company. 
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Reflection is a crucial procedure that supports an individual to think regarding past experiences and develop future developments. In the above report, I have discussed the effectiveness of the Gibbs reflective model in the life of a student. Further, self-reflection based on time management skills, referencing skills, and cover letter writing skills have also been demonstrated in the report.  
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Different skills and capabilities are needed for different jobs. Because of the difference in the tasks of different jobs, diversified skills are needed by the employees. A person can prepare for the future job properly if the person identifies the job that suits the skills of the person (Grit et al., 2019). Also, it will be easier for increasing employability skills and prepare for the future.
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The head chef in the restaurant is the person who controls the food preparation process for the restaurants. The head chef direct other junior chefs in the restaurant to prepare different foods for the customers. From selecting the ingredients to preparing and checking the taste of the foods, the head chef manages all the activities in the restaurant (jobs.ie, 2021). The head chef also analyses the current demand of the customers and trends that affect the restaurant business. Creating new dishes is another role of the head chef in the restaurant. Raising the food’s profit for the employer is the role of the head chef in the restaurants. In many restaurants, the head chef act as a human resource manager to recruit new staff for the restaurant (bluearrow.co.uk, 2021). Also, the preparation of budget and cost management is maintained by the head chef in many restaurants.
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Cooking Skills: To be a chef, a person should develop cooking skills. These are the main skills that a person should develop for becoming a head chef (Pang et al., 2019). Not only the cooking skills but also presentation skills, ingredient understanding capabilities are also needed to become a head chef. 
Time Management: Without time management skills, a person won’t be able to do well in any job. For this reason, development of the time management skills is necessary to serve the food in time to satisfy the customers (thebalancecareers.com, 2021). 
Pressure Management: A head chef in the restaurant works under heavy pressure. In the peak time in the restaurants, all the chefs work very quickly without hampering the quality of the foods (jobs.ie, 2021). For this reason, the head chef should be able to manage the pressure.
Creativity: Creativity is very much needed by the head chef in the restaurant to develop different new dishes that will attract the targeted customers (Bintani, 2020). Also, the creativity skills will help the head chef to present the foods in a unique style.
People Management: The head chef controls a group of chefs in the restaurant for making dishes. Also, in many restaurants, the head chef recruits the staff for the restaurant (bluearrow.co.uk, 2021). As a result, the head chef should have the skills of managing the people in the restaurant properly. 
Trend Understanding: The head chef should understand the trends in the customers and changes in the demand. As the demand and trend in the hospitality industry changes rapidly, the head chef should be able to understand the services the customers according to the trends (Oakley et al., 2017).
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Personal SWOT analysis can help to present the current level of the skills and capabilities to compare with the intended job (Sharma and Sharma, 2019). Then, a person can focus on developing the skills that will be needed to increase employability to do well in the future career. 
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To compare the current skills and the required skills to get the head chef job in the future, a list of the strengths is presented below:
Strengths: I have been working on developing culinary skills for a long time. Every day, I try to learn the preparation of different dishes. As a result, I have developed a great understanding of the skills to be a good chef in the future. In the academic period, time management skill is very vital for the students. For this reason, I have developed the ability to complete the works within a limited time. Therefore, I can work as a future chef by completing the works in time. I can work under pressure also. I developed this skill in my academic career while completing different tasks. I have also presentation skills related to culinary skills. I can present the dishes in an attractive way that attracts the people.  
Weaknesses: In terms of the weaknesses, I don’t have enough understanding of people management as well as trend understanding capabilities which are very important for the head chef in the restaurants. For this reason, skill weaknesses will be developed according to the plan. 
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Opportunities: I have a huge time to overcome the weaknesses and develop the skills more. I can work on culinary skills and can develop the ability to understand trends. Also, I can develop an understanding of human management in the restaurant to increase employability and competitiveness for the future. 
Threats: Trends in the restaurant industry change rapidly because of the changes in the customer’s demand. This can impose threats because if I don’t develop the capabilities of understanding trends, I won’t be able to get the job of head chef.
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A personal development plan is presented below to show the plan to overcome the weaknesses. 
	Focus Area
	Current Level
	Intended Level
	Activity
	Measurement
	Time

	People Management Skills
	Low
	High 
	Learning about the culture and human resource skills 
	Ability to manage the people and assess the culture of the people
	Six months

	Trend Analysis Capabilities 
	Low
	High
	Critical thinking and monitoring of the trends
	Ability to identify and understand the trends in the culinary sector. 
	Four months
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With the help of different tools, a person can identify the current skills and capabilities and compare them with the required skills to increase employability. 
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