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A Reflection Report

 Introduction

Employability skills are essential skills that employer’s value most and they help one to accomplish tasks more effectively. Academic skills, on the other hand, are important tools that are utilized by students to complete course related tasks, and they can be used during and after college. The objective of this report is to reflect on the following topics covered in the module: time management, paraphrasing, and CV writing. The Gibb's Reflective Cycle is used to guide my reflection on my experience in putting the mentioned topics in practice.

The Gibbs' Reflective Cycle
Gibbs' Reflective Cycle, developed by Graham Gibbs in 1988, aims to provide structure to learning from experiences. The model covers six stages namely, description which explains what happened, Feelings the person got during the experience and how they affected the outcome, Evaluation of what worked and what did not work during the experience, Analysis where the person explain why things went well or didn't go well, Conclusion that summarizes the outcome and states what changes to the person's actions could improve the outcome in the future (deBraga, Sonne de Torrens, and Evans-Tokaryk, 2019). The diagram below represents the Gibbs' Reflection Model
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Fig 1. Gibbs' Reflection Model
Time management

Time management entails organizing and planning for the available time in order to deliver quality work. Time management skills enable an individual to complete the given tasks within the right time. By utilizing these skills one can plan when and at what time a certain task must be done. If the task schedule is realistic, all the tasks or assignments will be completed within the allocated time (William, n.d). It allows one to concentrate and work comfortably, and this can reciprocate to delivering high quality work. As a student, for instance, it is easy to become anxious when there are a lot of tasks which need to be accomplished; time management, therefore, helps in planning how and when a certain task has been completed thus lowering the level of anxiety.
Application of the Gibbs' Model of reflection

Description: At the University, my lecturer assigned me to write a report on the activities I was involved in during my placement. I was given at most two weeks to combine everything, and at the same time attend lectures and do other assignments in other modules.
Feelings: I was really thinking whether I could manage meeting the deadlines. This made me feel overwhelmed and a bit stressed up because the work seemed to be too much. Despite the tight schedule I had, I was happy because I completed most of the assignments within the required time.

Evaluation: The positive aspect of the experience was that the report was submitted on time, attended all the lectures, and most of assignments in different modules were also completed. my ability to prioritize my work, basing on urgency helped me to feel relaxed, doing the assignments under little pressure. On the negative side, my lecturers noted some grammatical errors in the report and essays and I lost some marks for the errors. I could not meet the deadline for only one assignment and I was deducted marks for that.

Analysis: Upon reflecting on my experience, I noted that I prioritized my work using the Eisenhower Matrix. I understood what needed to be done and prioritized the most important tasks. The report was categorized as urgent because it needed much attention. Attending lectures was both important and urgent as it one of the course requirements. The assignments were important but not urgent. With such planning, most of the time I spent on doing the report, and I believe that was a great decision. Distractions like being visited by friends in my room and browsing the internet were probably the main reason why I could not proofread my work properly and complete on assignment on time.

Conclusion: I have learned that the Eisenhower Matrix is very important tool when planning and for prioritising tasks that need to be accomplished within a limited time (Clear, 2019). I also realized that  avoiding both internal and external distractors which may include noise from people around, phone calls and texts, and browsing on internet have a negative impact on one's ability to manage time. 
Action plan: In future when I have tasks to accomplish, I would have to create a list of everything that I do and divide them as urgent, important, and nice-to-do. I would also make sure that my immediate environment is conducive to concentration. I would avoid spending a lot of time and energy on unnecessary activities and shift my attention to what is important.

Paraphrasing
Paraphrasing refers to a writing activity in which the writer uses his or her own words to convey an opinion, fact, idea, or research data that is presented in a certain source, with an in-text citation indicating where the reader can locate the source (Driscoll and Brizee, 2012). Paraphrasing is a useful tool employed when writing pieces of journalism, essays, and research papers. When paraphrasing, the writer is not supposed to change the meaning of the original text. For students to paraphrase success, they need to use complex linguistic and cognitive skills. In the first step, they are required to comprehend the meaning text to be rewritten, which activates their ability to also read effectively. The step that follows involves identifying most important points of the original text so that they can transform and integrate the points into their writing accurately and meaningfully (Hans, 2017). 

The Importance of Paraphrasing

To paraphrase correctly helps the writer to avoid being accused of plagiarism, which is a serious academic offense. It allows the writer to evaluate the meaning of words or information written by others; as a result, he or she can correctly and effectively integrate the information into his or her own piece of writing (Neville, 2010). Hans (2017) reiterates that when utilize the paraphrasing approach, they boost their ability to clarify the important meanings of a text they read. As a result, they find it easy to internalize what is being read, and consequently they can increase their writing and reading comprehension achievement.
 Applying the Gibb's Model of reflection

Description: At the University, writing plays a key role since most of the course assignments are completed in form of written reports and essays. Since I joined college, I have completed many essays and reports in various modules, and all the assignments required paraphrasing when using another person's information.

Feelings: At the beginning, paraphrasing was a daunting task and I was having challenges in submitting quality work as I had not mastered the paraphrasing skills. Not getting good grades because of the inability to paraphrase properly could make feel frustrated, especially when given tasks. After learning how to paraphrase, I find paraphrasing to be a simple activity, I feel confident, and motivated when reading written sources like books, journals, and websites.

Evaluation:  On the positive side, being taught the paraphrasing skills could make me relax as a I knew that the learning experience could enable me to submit quality and well written assignments. After learning this skill, I can now paraphrase and cite the sources of information using necessary paraphrasing formats. On the negative side, my assignments were not properly written, as could easily be accused of plagiarism, which is a serious academic offence. 

Analysis: On reflection, I realized that while in high school, for instance, I learned that if I write certain information in my own words, then I did not have to cite the source. That was wrong. This omission cost me significantly as course instructors could deduct me marks for plagiarism. The topic on paraphrasing that I have learned has continued to change my learning experience significantly.  As continued to learn, I understood that the moment I put another person's work in my own words, or whenever I paraphrase any source material, I am supposed to cite it. Speaking to my lecturers after I have done an assignment, their positive feedback helps me realize how learning this skill was important.
Conclusion: Currently, I have acknowledged that paraphrasing is a key cognitive skill in academic writing that demands the writer to demonstrate higher order thinking and be proficient in both writing and reading. This skill is of great benefit to me as it will enable me to completed my final year thesis. Paraphrasing is very important! Similarly, at work, I may need to research on market trends in my industry and write reports; this skill is helpful.
Action plan: For me to continue mastering this skill, I need to continue practicing by reading various information and paraphrasing it. It is also important that I seek advice from my lecturers and discuss with my fellow students on the same topic.
CV writing
CV writing is a very useful skill that one needs one applying for a job. Defines a CV as a document used when applying for jobs. It allows you to summaries your education, skills and experience enabling you to successfully sell your abilities to potential employers (Smith, 2019). I have learned that when I am writing my CV, I would need to include the following information:

Contact details - In this section I required to include my full name, home address, mobile number, and email address.

Profile - A CV profile is a brief statement that highlights key attributes and helps the applicant stand out from the rest. When writing my profile, I need to place it at the beginning of the CV, I it will address my career objectives and mention a few achievements relevant to the job I would be applying for. It is worth noting out that a profile should be precise, about 100 words long.

Regarding Education, I am supposed to list and date all my current and previous education and professional qualifications. I may include specific modules I have learned and which most relevant to the job. Work experience is another important element I need to include in my CV. I would list my work experience from the most recent, but maintaining relevance.

On skills and achievements, I would now mention the skills I possess including IT packages and languages, making sure that I show how I have demonstrated the stated skills. Honesty is very crucial as my potential employer may not please with exaggerated abilities. Other important components of a good CV include interests and references. Generally, this CV should be kept concise and should not have grammar and spelling errors and written in the right fonts.
Applying the Gibb's Reflective Cycle

Description: I applied for a part job as a hotel attendant in one of the five-star hotels. One of the requirements was to submit my CV so that hotel's human resources manager could go through it before having an interview with me.
Feelings: I felt a bit nervous as I had not written any CV or applied for any job before and I was not confident I could produce a CV that could attract the attention of the employer like other job seekers with experience. However, when I was invited for the job interview, I was excited and felt more positive that the CV I had written had an impact. 

Evaluation: On the plus side, On the day of the interview, I was given lots of compliments regarding my people skills, this further helped me relax, and at the end I was happy to be given the job. On the negative side, my CV was not well written as there several format mistakes and typos, however, I was able to clearly respond to various issues raised by the interviewers.

Analysis: During that time, I had not gained sufficient knowledge on how a perfect CV looks like. The CV, though it helped me get the job, it was not perfect. I left out the profile section, and wrote "My Curriculum Vitae" at the top. I also mentioned my skills without illustrating how I applied the skills in different scenarios in life. Upon learning the topic, CV writing, I have the most critical components that should be included in the CV, including how to properly summarize my education, skills, and experiences. I am now confident that I can utilize the skills I have gained to successfully sell my abilities to the employers. Since I am planning to run my own hotel, I would be able to create jobs for many people, thus knowing how a good CV looks like would enable me to screen and hire the best employees.  
Conclusion: Even though it was challenging, this experience developed confidence in me and realised that making mistakes, especially when doing something for the first time, is just OK. What is important is to learn from the experience and become better. 

Action plan: The next time I consider applying for a job, I could utilize the CV writing skills I have learned at the University. This will enable me to market my skills and abilities to the potential employer. I could also seek advice from someone who understands how to write a CV more than me. This will also assist me to feel better organized and full of confidence when looking for a job in the future. Furthermore, having a better understanding of CV writing will enable me to guide other people looking for jobs. 
Conclusion

Time management, paraphrasing, and CV writing are essential tools to learn. They help one to succeed in academics and they prepare students for the job market. The Gibb's Reflective Cycle us a perfect model of reflection that can guide a person to reflect on different kinds of experiences. The model has six stages to reflect effectively. They include description, feelings, evaluation, analysis, discussion, and action plan.  
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