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[bookmark: _Toc88851279][bookmark: _Toc89508042]Introduction
The term 'Reflection' is all about critically thinking about past learning or experiences. With the process of reflection, students can evaluate their strengths and weaknesses. Proper evaluation helps the students to make an appropriate action plan for overcoming their weaknesses in their future works. There are already many proven models of reflection present which can guide the learners to enhance their reflective learning process. Thus the following discussion will describe one of these models of reflection, which will contribute to enhancing my reflective learning. Moreover, how I have implemented this model to enhance my reflective learning about academic writing, referencing, online learning, and cover letter writing will also be mentioned here. 



[bookmark: _Toc88850954][bookmark: _Toc88851280][bookmark: _Toc89508043]An overview of Gibbs reflection model
Being reflective is very much essential in order to be self-depend on and to progress in life. Moreover, it helps in self-development and self-presentation. There are many models presented to guide reflection and to be a person reflective. The experiences that he has already gathered. Such as, ‘what has happened?’, ‘what was the experience? This helps to understand the present condition and what they are dealing. The Gibbs model of reflection is being discussed here. 
Gibbs model of reflection was established by Graham Gibbs in the year of 1988. Gibbs developed this model to demonstrate how past experiences of human beings help to gather and to improve the overall knowledge of the person. The reflective model is consisting of six stages. Such as description, feelings, evaluation, analysis, conclusion and finally action plan. 
Description: In this stage, the person describes what happened and how happened. Moreover, this stage is only focused on information and factual data of the incident.
Feelings: In the second stage the emotion or feelings or the realisation of the particular incident is being discussed. Questions that are related to this stage like; what was the feeling after the incident? Moreover, the feelings before the incident, during the incident and also after the incident are discussed here (cumbria, 2020).
Evaluation: In this stage, the overall situation is being critically evaluated. The effects and significance of the incident are being discussed. Apart from that, both the positive and negative aspects of the gained experiences are discussed. 
Analysis: At this stage, the person makes sense of what happened. The exact meaning of the incident is determined here. 
Conclusion: The person comes into the decision and the conclusion is drawn in this sense. The section deals with the leanings outcomes of the experiences or the incidents. The whole learning and experiences are summarised here. 
Action plan: Here, after completing the above-mentioned stages a person comes in this stage. The person analyses the whole incident and then conclude. Then to enhance his performance he makes an action plan. He gained sound knowledge to handle the same situation more effectively for the next time. He makes an action plan to improve his weak points (eln, 2021). 
It can be stated that Gibbs model is very important and useful to explain one's experiences and this model enables one to learn and improve his knowledge from his experiences. 



[bookmark: _Toc88850955][bookmark: _Toc88851281][bookmark: _Toc89508044]Time management skill
Time management skill refers to the capability to use time more effectively and efficiently. Moreover, it can be stated that using time properly is an art. Furthermore, having time is not everything, but one should know how to utilise time. This skill enables one to divide time into parts according to one’s activities (mindtools, 2020). Each student needs to learn this skill. Moreover, this skill helps to achieve success in life and helps to meet all desired goals. It also helps to reduce stress and anxiety (Cemaloğlu and Filiz, 2017). If a student does not have this skill, then he or she will not be able to submit his or her work within the deadline. His work quality will be very poor, and moreover, he will suffer from stress (corporatefinanceinstitute, 2020). 
[bookmark: _Toc88850956][bookmark: _Toc88851282][bookmark: _Toc89508045]A reflection on my time management skill
I have learned the effectiveness of time management skills and learned the tricks by which I have developed this skill to increase my productivity. The thing that I first do, I break my entire schedule into smaller parts. I always tend to finish my work within time. By managing time effectively now, I have more time, and also, I get some time to make fun without hampering my schedule. Depending on importance and urgency, I prioritise the work. That is, I complete the urgent works at first, then I focus on the rest. I know that to complete a task within time, it is very important to take a break between tasks. Moreover, with the help of this skill, I get more opportunities to achieve success. Moreover, I can say that time management skill helps me to achieve my academic goals more quickly. Furthermore, I generally start my work early in order to complete my tasks within the deadline. 


[bookmark: _Toc88850957][bookmark: _Toc88851283][bookmark: _Toc89508046]Academic writing skill
Academic writing refers to present writing in a clear, concise and in structured form. Good academic writing helps to enhance the reader's understanding. By this skill, a student learns to write in a logical order and moreover, his writing becomes meaningful (wordy, 2020). In the case of academic writing, one needs to write in his own words, but he can read one or more than one source to enhance the understanding of the topic. One should present his or her content precisely and meaningfully. All students need to improve their academic writing skills in order to develop critical learning skills, and this skill helps the learner to enhance their communication skills (planningtank, 2019). A good academic skill helps the student to enhance their research skill and adorn the style of learning. 
[bookmark: _Toc88850958][bookmark: _Toc88851284][bookmark: _Toc89508047]A reflection on my academic writing skill
After attending and completing my class, I know the process by which I have developed my writing skill. Now, I can develop an argument in my writing. I present my writing in an organised manner, and for this, my readers can easily understand what I am trying to say. The very important thing to enhance the quality of writing is to use punctuations marks and to avoid grammatical errors. Now, I always follow these rules and remain more careful to avoid these mistakes. Moreover, I use the key points and avoid unnecessary things in my writing. I make my writing concise but to the point and do not miss the essential key points that are very helpful to establish an argument. Apart from that, I always proofread and edit my content after writing. Before this class, I was unable to express my view, and I had poor written communication skills. Now, I have begun to enhance my style of writing. I have increased my research ability, and now, following all rules, I have increased my quality of writing.


[bookmark: _Toc88850959][bookmark: _Toc88851285][bookmark: _Toc89508048]Referencing skill
As a student, it is essential to use references correctly. A student needs to write an essay, report, dissertation and many other things. For this, they need to gather information from various journals, books or from the website.This skill enables the students to mention the names of sources from where they have gathered data and information. It enables the students to reduce the amounts of plagiarism, and the teachers can understand that they understood the subject and use authentic sources of data (libguides, 2020). The students need to mention the websites and also need to provide the names of books and journals which they have used as their sources. There are two parts of references such as in-text and reference list. In the case of in-texting, the student needs to mention the sources immediately after the argument or writing. Whereas in the reference list, the student needs to present all the sources of information that he has given in his academic writing in an organised manner. It can be stated that by giving proper references, a student gives credit and acknowledgement to the original author for their work (skillsyouneed, 2020).
[bookmark: _Toc88850960][bookmark: _Toc88851286][bookmark: _Toc89508049]A reflection of my referencing skill
I have learned all the processes that are required to give the references properly. Now, I do not make any mistake in giving references. I know how to in-text properly. In the case of in-texting, I mention the author name after the point and by using the first bracket and also with the publishing year. When I use more than one source, I mention the two sources by using a semicolon. When there is more than one author working collaboratively for a single project, I mention the names of both with the publishing year. Furthermore, when there are more than two authors, I give the first two names, and then I write et al. ‘Et al’ means ‘and the others’. Apart from that, in my reference list, I mention all the sources in alphabetical order. By improving my referencing skill, I prove that I use only authentic sources of information. 
[bookmark: _Toc89508050]Summarising Skill 
The summarising skills help in understanding the key concepts and facts which is learned. It helps in re-framing the things which is learned in the class. Important things are kept in mind with the help of summarising skill. Brief explanation can be given if the quality of summarising skill is present. Long and lengthy things are not required to remember while presenting a lecture or work. The summarising skills help in gaining productivity and saving the valuable time (susanfitzell, 2020). The mentioned skill is used to remember the key factors at mean time. Summarising helps deducting the irrelevant points and only considering the needed and required things. It helps in making the things up to the mark and required things are taken into consideration. Summarising skills are very significant as it makes the most of the opportunity by presenting the things which is only required.
[bookmark: _Toc89508051]A reflection of my summarising skill
I have gained the quality of summarising skill and only noting the required things. It helps me in remembering the key factors which is taught in the class. It is not possible to remember all the factors, so the summarising the skills help in noting the essential points taught as a lecture. I have developed my summarising skill. I have understood that during summarising the points that I am writing must be concise and compact. Moreover, I need to explain these points in my own words. I become benefited by my enriched summarising skill. Before appearing in exam I just brush up the key points, in this way I have improved my skills. Moreover, during reading an article or text, I use to break the whole article into smaller parts, then summarise the key and important points. It really improves my memorisation capacity. Moreover, my revise also become easier. 


[bookmark: _Toc88850963][bookmark: _Toc88851289][bookmark: _Toc89508052]Conclusion
The process of reflection enhances the critical thinking skills of individuals. Moreover, with the process of reflection, individuals can be able to identify their weaknesses and make proper plans to work on them. The above discussion has provided the overview of Gibb's model of reflection, which I have implemented to enhance my learning. Apart from that, the above study has described many others skills that I have learned through my learning journey such as time management skill, referencing skill, summarising skill and others. The ways through which this reflection model has helped me to enhance my academic learning on the topics like referencing, online learning and cover letter writing has also been documented here. Moreover, the process through which I can implement my self-reflection to enhance my future career has been mentioned here above.
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Introduction
The assignment will explain academic and employability skills that describe time management skills, academic writing skills, referencing skills. In addition to that, the importance of those skills will also be mentioned here. Along with that, what I want to become that will also be mentioned here. Moreover, the skill required for that will also be incorporated here. The assignment will also demonstrate a SWOT analysis and a PDP.
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Academic and employability skills
Time management skills
Time management is an essential skill in terms of academics and employability. In addition to that, appropriate management of time helps to complete any kind of assignment or any kind of work within the given time frame. It also helps in planning to divide time for several activities in an organized way (Pettit, 2020).
Academic writing skill
Academic writing skill demonstrates the process of formal writing that has been used in many universities and publications (Teoli, 2019). Along with that, this contains a description along with provided information for which it becomes very easy to explain that to the readers.
Referencing skill
Referencing skill is one of the foremost skills that define the justification of the authenticity of any particular piece of writing. In addition to that, this helps the readers to understand that the specific writing is conducted from various authentic sources (harappa, 2020).
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Importance of these skills 
Importance of time management skills
I. Time management enhances efficiency.
ii. It also enhances the ability to make decisions through self-discipline.
Importance of academic writing skills
i. Academic writing is important as it helps in language development.
ii. Moreover, it also enhances the vocabulary along with reduces grammatical error (GURL, 2017).
Importance of referencing skill
i. proper referencing helps in avoiding plagiarism.
ii. It is also important to understand the authenticity of any individual writing.
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My intended career plans
I want to become a business manager as the role includes some duties and responsibilities I prefer most. One of those is hiring new staff, organizing group meetings, setting business plans along with budgets and strategies. Moreover, the role of business manager also includes supervising and leading a company along with controlling and setting goals.
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Skill required
Effective communication
To become a business manager, effective communication is very much needed. In addition to that, this skill helps in open communication with the employees and motivates them towards the job role. Along with that, this skill is also helpful in keeping any point in front of any individual.
Time management
Time management is also a foremost skill that is highly required for a business manager. It helps to be punctual in any kind of work. Moreover, this skill also helps in completing any kind of work within the given timeframe.
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SWOT analysis
Strength
One of my strengths is my decision-making skills. I can solve a problem and can make the decision about any problem in a hurry.
Weakness 
One of my weaknesses is my presentation skills. In terms of presenting any kind of work, I get confused and also get nervous because of my lack of confidence. 
Opportunity One of my opportunities is to become the manager of the company I’m currently working at. But in order for me to do that I need to gain the full set of skills plus my confidence to a higher level.
Threats
One of my threats is intense competition in the field of professional career. However, I have to try to mitigate my threat with the help of my strength and opportunity (Vlados, 2019).
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Conclusion
The assignment has demonstrated academic and employability skills. In addition to that, time management skills, academic writing skills, and referencing skills have also been explained. Moreover, the assignment has also included what I want to become, and the skill required for that. Along with that, SWOT analysis and a PDP have also been incorporated here.
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INTRODUCTION

• THE ASSIGNMENT WILL EXPLAIN ACADEMIC AND

EMPLOYABILITY SKILLS THAT DESCRIBE TIME

MANAGEMENT SKILLS, ACADEMIC WRITING SKILLS,

REFERENCING SKILLS.

• THE IMPORTANCE OF THOSE SKILLS WILL ALSO BE

MENTIONED HERE.

(Pettit, 2020).


Microsoft_PowerPoint_Slide2.sldx
Introduction


The assignment will explain academic and employability skills that describe time management skills, academic writing skills, referencing skills. 

the importance of those skills will also be mentioned here.



(Pettit, 2020).





Introduction

The assignment will explain academic and employability skills that describe time management skills, academic writing skills, referencing skills. In addition to that, the importance of those skills will also be mentioned here. Along with that, what I want to become that will also be mentioned here. Moreover, the skill required for that will also be incorporated here. The assignment will also demonstrate a SWOT analysis and a PDP.
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ACADEMIC AND EMPLOYABILITY SKILLS

Time management skills

• Time management is

an essential skill in

terms of academics

and employability.

Academic writing skill

• Academic writing skill demonstrates the process of

formal writing that has been used in many

universities and publications (Teoli, 2019).

Referencing skill

•

Referencing skill is one

of the foremost skills

that define the

justification of the

authenticity of any

particular piece of

writing.

(Pettit, 2020).
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Academic and employability skills


Time management skills



Time management is an essential skill in terms of academics and employability. 

Academic writing skill



Academic writing skill demonstrates the process of formal writing that has been used in many universities and publications (Teoli, 2019). 

Referencing skill



Referencing skill is one of the foremost skills that define the justification of the authenticity of any particular piece of writing. 



(Pettit, 2020).





Academic and employability skills

Time management skills

Time management is an essential skill in terms of academics and employability. In addition to that, appropriate management of time helps to complete any kind of assignment or any kind of work within the given time frame. It also helps in planning to divide time for several activities in an organized way (Pettit, 2020).

Academic writing skill

Academic writing skill demonstrates the process of formal writing that has been used in many universities and publications (Teoli, 2019). Along with that, this contains a description along with provided information for which it becomes very easy to explain that to the readers.

Referencing skill

Referencing skill is one of the foremost skills that define the justification of the authenticity of any particular piece of writing. In addition to that, this helps the readers to understand that the specific writing is conducted from various authentic sources (harappa, 2020).
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ACADEMIC AND EMPLOYABILITY SKILLS

Importance of these skills

Importance of time 

management skills

•

Time management

enhances

efficiency.

•

It also enhances the

ability to make

decisions through

self-discipline.

Importance of academic writing skills

•

Academic writing is important as it helps in language

development.

•

Moreover, it also enhances the vocabulary along with

reduces grammatical error (GURL, 2017).

Importance of referencing

skill

• proper referencing

helps in avoiding

plagiarism.

• It is also important to

understand the

authenticity of any

individual writing.

(harappa, 2020).
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Importance of these skills 



Importance of time management skills

Time management enhances efficiency.

It also enhances the ability to make decisions through self-discipline.

Importance of academic writing skills



Academic writing is important as it helps in language development.

Moreover, it also enhances the vocabulary along with reduces grammatical error (GURL, 2017).

Importance of referencing skill



proper referencing helps in avoiding plagiarism.

It is also important to understand the authenticity of any individual writing.



(harappa, 2020).





Importance of these skills 

Importance of time management skills

I. Time management enhances efficiency.

ii. It also enhances the ability to make decisions through self-discipline.

Importance of academic writing skills

i. Academic writing is important as it helps in language development.

ii. Moreover, it also enhances the vocabulary along with reduces grammatical error (GURL, 2017).

Importance of referencing skill

i. proper referencing helps in avoiding plagiarism.

ii. It is also important to understand the authenticity of any individual writing.
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MY INTENDED CAREER PLAN

• I want to become a business manager as the role includes some

duties and responsibilities, I prefer most.

• One of those is hiring new staff, organizing group meetings, setting

business plans along with budgets and strategies.

(Pettit, 2020).
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My intended career plan


I want to become a business manager as the role includes some duties and responsibilities, I prefer most.

One of those is hiring new staff, organizing group meetings, setting business plans along with budgets and strategies.



(Pettit, 2020).





My intended career plan

I want to become a business manager as the role includes some duties and responsibilities I prefer most. One of those is hiring new staff, organizing group meetings, setting business plans along with budgets and strategies. Moreover, the role of business manager also includes supervising and leading a company along with controlling and setting goals.
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SKILL REQUIRED

Effective communication

• To become a

business manager,

effective

communication is

very much needed.

Time management

• Time management is

also a foremost skill that

is highly required for a

business manager.

(Vlados, 2019).
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Skill required


Effective communication



To become a business manager, effective communication is very much needed. 

Time management



Time management is also a foremost skill that is highly required for a business manager. 



(Vlados, 2019).





Skill required

Effective communication

To become a business manager, effective communication is very much needed. In addition to that, this skill helps in open communication with the employees and motivates them towards the job role. Along with that, this skill is also helpful in keeping any point in front of any individual.

Time management

Time management is also a foremost skill that is highly required for a business manager. It helps to be punctual in any kind of work. Moreover, this skill also helps in completing any kind of work within the given timeframe.
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SWOT ANALYSIS

Strength

• One of my

strengths is

my decision-

making skills

Weakness

• One of my

weaknesses is

my presentation

skills.

Opportunity

• One of my opportunities

is to become the

manager of the company

that I’m currently

working at.

Threats

•

One ofmy threats is intense competition

in the field ofprofessional career.

(Vlados, 2019).
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SWOT analysis


Strength



One of my strengths is my decision-making skills

Weakness 

One of my weaknesses is my presentation skills.

Opportunity



One of my opportunities is to become the manager of the company that I’m currently working at.

Threats

One of my threats is intense competition in the field of professional career. 



(Vlados, 2019).





SWOT analysis

Strength

One of my strengths is my decision-making skills. I can solve a problem and can make the decision about any problem in a hurry.

Weakness 

One of my weaknesses is my presentation skills. In terms of presenting any kind of work, I get confused and also get nervous because of my lack of confidence. 

Opportunity One of my opportunities is to become the manager of the company I’m currently working at. But in order for me to do that I need to gain the full set of skills plus my confidence to a higher level.

Threats

One of my threats is intense competition in the field of professional career. However, I have to try to mitigate my threat with the help of my strength and opportunity (Vlados, 2019).
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PDP

What are my big 

goals

Which goals need 

to happen first

When do I want to 

achieve this

What obstacles 

might get in my 

way

How can I improve 

my chances of 

meeting my goal

Where can I go for 

support

Review: How am I 

doing

To become the 

Manager of the 

company I’m 

currently working.

I  want to improve 

my presentation 

skills. Also, along 

with that my 

communication 

skills.

I want to achieve 

my goal by the end 

of the academic 

year.

My lock of 

confidence and 

confusion. 

I can improve my 

chances by 

practicing all over 

again until I’m 

confident enough to 

take the next step. 

I can always rely on 

the lecturer and 

academic support.

I’m on my way to 

building my 

confidence.  
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		What are my big goals		Which goals need to happen first		When do I want to achieve this		What obstacles might get in my way		How can I improve my chances of meeting my goal		Where can I go for support		Review: How am I doing

		To become the Manager of the company I’m currently working.		I  want to improve my presentation skills. Also, along with that my communication skills.		I want to achieve my goal by the end of the academic year.		My lock of confidence and confusion. 		I can improve my chances by practicing all over again until I’m confident enough to take the next step. 		I can always rely on the lecturer and academic support.		I’m on my way to building my confidence.  
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CONCLUSION

• The assignment has demonstrated academic and employability skills. In addition to

that, time management skills, academic writing skills, and referencing skills have also

been explained.

• Along with that, SWOT analysis and a PDP have also been incorporated here.
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Along with that, SWOT analysis and a PDP have also been incorporated here.







Conclusion

The assignment has demonstrated academic and employability skills. In addition to that, time management skills, academic writing skills, and referencing skills have also been explained. Moreover, the assignment has also included what I want to become, and the skill required for that. Along with that, SWOT analysis and a PDP have also been incorporated here.
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