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Introduction
Reflection is an important strategy in which you explore and explain the actions, challenging situations and future perspectives. Therefore, this technique involves thoughts,  feelings and rational thinking. One of the major scientists Josiah Willard Gibbs reveals the importance of reflection in the following statement: ‘It is not sufficient to have an experience in order to learn. Without reflecting on this experience it may quickly be forgotten, or its learning potential lost.’ (Gibbs, 1988, p9) 
Also, it plays a significant role in education, business and everyday life by revealing the root of the most hidden problems and unpleasant situations. In this report I will focus by reflecting on my own situation using four topics that have already been covered in our module ’’Academic and Employability Skills’’ and I will evaluate my learning and development in terms of topics: Time Management, Academic Writing, Summarising, Public Speaking and Giving Presentations. 














Reflection by Gibbs Reflective Cycle
Recently, few common Frameworks of reflection have been introduced in this term: Gibb's Reflective Cycle, Kolb's Experiential Cycle and Driscoll's Model. Each of these models requires a different approach to provide new useful angles to reflect. Therefore, to reflect on this report, I will use the “Gibbs Reflective Cycle,” which will help organize and explain my reflection clearly (Brockbank and McGill, 2019). This model consists of six distinctive stages:  
· Description - What happend? Describe and provide details
· Feelings - Honest identify and explain the feelings, reactions and thoughts 
· Evaluation - Withdraw from the picture and make value judgments
· Analysis – Go depth and analyze the situation, ideas and similar experiences
· Conclusion - What factors affected, what you learned and where to improve
· Action Plan - Plan the steps  and resources for future situations
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Time Management
Description: At the beginning of the module, the lecturer has introduced the first topic: Time management. Moreover, this is a technique that will help a person to organize and plan how to allow time to do some activities. (Mindtools,2019) To have this skill you need to learn how to use the proper time without wasting it on unnecessary things.
Feelings: Prior to my term, I was a disorganized person who did not maintain a proper time and was always late for work and study. But after learning this skill, I feel very confident and optimistic. Time management can give you a lot of extra time and this will help you work with prioritization.
Evaluation: After learning time management skills, I still face the dilemma of taking action at the right time. Such as I should read or write or presenting or research data. What work I will do first and what I will do next has been a dilemma to  make a decision. But the Eisenhower Matrix tool helped me to overcome this scenario, and after that, I was able to fully synchronize each work in the appropriate chronology (Bird, 2016). Also, my part-time job gives me the opportunity to put into practice everything that I learnt at university.
Analysis: Under the guidance of our lecturer and my strong desire, I gathered new time management skills. As a result, these skills help me to be a punctual person. This is very important for the intended future career, not only the human resources manager but also, every company needs a person who can manage and organize time efficiently.
Conclusion: I did not know about this technique before and I really needed to make changes to the way I use my time. The diligent learning and use of all the resources offered by the university helped me to master this technique. In addition, I may need to continue my practice so that I do not forget the process of time management skills. 
Action Plan: In order to be more successful, I will use the Pomodoro time management method and the daily list tool. (Entrepreneur Hanbook,2018) This technique will liberate me from frustration and inefficiency hours by changing my way to work been more productively.






Academic Writing
Description: From my academy, I learnt this skill. For any professional workplace, academic writing is very efficient. It increased the formal tone in a writing and help the reader to understand the scenario very easily. At the beginning of the term, I did not even know how to write in formal style. But continuous class and practice from my academy help me to achieve this skill.
Feelings: My academic writing was so poor and as a result, I was not able to write a CV on my own. For me, meaningful aspect was to study about this topic and with proper grooming from my lecturer and the help of others, I become a good academic writer. Also, for my academic writing knowledge, I can now write an email, CV, cover letter, etc.
Evaluation: I clearly understood that why academic writing is important for that reason, I always took help from my teachers and after many days I create my CV and drop for a part-time job. Before I also drop my CV for a part-time official job but no response was found. But interacting and implementing proper academic writing skills, I got a call from that job and still, I am working there.
Analysis: In an organization, an HR manager needs to conduct many writings, like sending emails, declaring any notice, etc. For this type of professional writings, academic writing criteria will help me in my near future response. I learned many structured, evidence, and clear path and way for writing a proper academic scenario, therefore having this skill is also a better consideration for me.
Conclusion: Initially I did not realise the benefit of using academic writing, however, this experience has taught me that it is vital to have this skill and to be able to perform it. Therefore, I will try to use online tools to increase my skill more, so that I may write a professional letter, report, assignment based on the scenario perfectly. This will boost my career development more.
Action Plan: However, I am not yet confident to use academic writing without any mistakes, which why I need to plan my next steps. First, I need to be more confident and use all the knowledge I learned in class, also I need to use online tools to improve my writing and correct myself.






Summarising
Description: This is a great skill related to academic writing. Summarising helps me to understand how to make short noticeable info from very large data. In a business organization, there is no time for the higher authority to look upon the entire work, they just see the summarised data. 
Feelings: Initially I did not understand much about this skill and I felt lost in all the information and lesson. It was too complicated for me to summarise all the important information, because it was already all data significant. This is perhaps due to my distrust and fear of learning something new. 
Evaluation: Before learning this topic, I could write and summarise someone's words without adding references. Also, I did not know that if I would summarize information from the text, I would analyze and evaluate the most important data which will help me in the future writing.
Analysis: For creating context and minimizing the timing response, every organization needs a brief of any work. For example, the HR manager told the employees to use the new types of machinery instead of using the old ones for increasing productivity. But many employees were unable to use that. Therefore, creating a written document in a precise and briefly way will help everyone before using the new machines. Having this skill, I can double my chances of being a successful manager. 
Conclusion: As per the process of academic writing, I will also take help from the online medium to increase my skill. It will help me to create a stronghold for my future intended career. Also, I will try on my own to use the paraphrasing system to increase the summarising process more.
Action Plan: I am trying to engage with the business leaders and managers from different organizations through social media to understand their views and points on the summarizing criteria. Also, I am collecting data and information for summarising the big data in a very short time. It will help me to be updated all the time if this type of scenario rises again.






Public speaking and giving presentation
Description: Looking back, I was an introverted person who does not like to speak in front of several people. According to Doyle, the presentation skill are the attributes which will help a presenter to design and deliver a public speech (Doyle,2020). With other words, it is the ability to act in the well prepered scenario.
Feelings: This topic was the most challenging for me, it is easier to write something on a piece of paper than to speak in front of people or online. All the way from the preparation of the Power Point presentation and the delivery itself gave me a lot of emotions, I was not sure if I was well prepared and if I could do it.
Evaluation: After going through the employability skills properly, I understand that public speaking needs to be evaluated with emotional intelligence. It will help to create a taking breeze with other parties in the presentation, and I will also get a lot of responses from my end. As per the planning, it was seen that using emotional intelligence and having the support of the other students, my teacher praises me for the presentation.
Analysis: Every organization needs to be represented before others. HR and the culture team always took this task and make a real presentation for increasing the reputation of the organization (Winograd, 2016). If I become an HR manager, then I also need to escalate this part by myself. As I have the experience of public speaking in a positive way and have the intellectual ability to understand actual pinpoint, therefore it will help me to present the data properly among the public. So, my chosen task of mine has a great impact on the organizational process.
Conclusion: Having Public Speaking and presentation knowledge and skill will differ me from others. I will try to use this skill in every corner of the working environment. By attending a careers program, youth festival, job festival, I may also learn this skill practically from some very reputed ones which will help me to increase my ability more for the future (Bradbury, 2017).
Action Plan: This experience has highlighted that I need to develop my skills by attending seminars and public speaking programs. I also need to practice every day in order to improve the art of public speaking and pre-planning what to say.







Conclusion
At first, I did not realize the benefit of using the Gibbs Reflective Cycle method, however, this experience taught me that is a very useful technique that helps me better understand my experience and develop my critical thinking skills. Moreover, reflective practice helps me to develop my self-awareness, to learn from mistakes and to be more creative. Therefore, going through all these steps of writing a report helped me to put into practice everything I learned in this module. 
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