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Task 2
[bookmark: _Toc110705151]Introduction 
This report will discuss 4 different topics that are Time management academic writing organising studies and public speaking and giving presentations. Gibbs model of reflection will be followed in discussing the report
[image: ]
Figure 1: Gibbs reflective style
Source: (Mindtools, 2022)
[bookmark: _Toc110705152]Time management 
Description
Time management is the process that helps in the process of dividing different times into different activities. The impact of time management provided me with the way that I can manage my time most effectively. It can create many possible opportunities in the future in achieving career goal (Tawanwongsri and Phenwan, 2019). Maintaining proper time management makes me able to fulfil my specified tasks in the given time. Time management tools have also been designed to overcome many challenges and difficulties (Cutri et al., 2021). It has given me the idea and understanding so that I have become able to understand how to use my time more efficiently.
Feelings
I feel that time management can provide simultaneous benefits for the growth and progress of my career. The time management process has also given me an understanding of the importance of time. It is also observed by the time management process that I can maintain my time accurately and perfectly. I have also enabled the idea regarding avoidance of time-consuming distractions at the time of completion of work. Due to the help of the time management process, I can get equal benefits both as a learner and also as a worker in future. Since the value of time is equally important for all people.
Evaluation
After evaluation, I can say that the time management tools and techniques have provided me with the opportunity to use my time more smartly and efficiently. I have also ascertained that the timely completion of work has also reduced the level of stress in human beings and it has the potential to improve career opportunities. Management of time will create more opportunities for the future and can be a turning factor in academic and professional growth (Ahmad Uzir et al., 2020). Also by using the time management plan properly I am capable of completing my assignment and academic tasks.
Conclusion
I have learned from the time management study about the need and importance of time in terms of academic and professional work. The time management techniques have also guided me in fulfilling my tasks in relatively less time. Much knowledge regarding different time management tools and processes has also been provided that told me about the value of time. It is due to the help of a time management plan I have been able to focus on a specific task in a single time. Due to this time has been saved which may lead to multitasking and can decrease productivity.
Action
I have rectified my mistakes and needed to make a suitable time management plan. In this case, suitable advice can be taken from my seniors regarding my tasks and activities. I also needed to overcome challenging situations and needed to use my time more efficiently. A planning tool can also be used to improve my time and in completing my specified academic tasks, It will also be required that in future I must be able to schedule the tasks in a more appropriate manner
[bookmark: _Toc110705153]Academic writing
Description
Academic writing is formal structured and focused more on writing that is backed up by sufficient evidence the main motive of academic writing is to describe some ideas and thinking that may help the readers with more appropriate theory and explanation (Adeani, Febriani and Syafryadin, 2020). I have got the idea regarding the various features involved in the study of academic writing. Accuracy, responsibility and formality are the key factors in academic writing. It is due to the help of academic writing that I have become able to use my vocabulary more accurately.
Feelings
Academic writing has taught me about creativity and the process of communicating ideas. It has also given me a basic understanding of discovering the power and impact of writing. Academic writing has enabled me with the basic ideas and understanding and improved my level of focus on completing my specified tasks. I have also succeeded in submitting my specific task and activities with proper content and in maintaining academic integrity. Academic writing has also helped me use more analytical and conceptual skills at the time of writing.
Evaluation
After evaluation, it can be said that academic writing can create seamless career opportunities. It is equally needed by both the learners and professors. The improved academic writing can develop the level of focus and improve the level of concentration (Cutri et al., 2021). I have learned lots of skills and tricks that are needed to be applied at the time of academic writing and also followed. In this process, I have also gathered knowledge regarding the rules of academic principles and avoiding plagiarism in the submission of work.
Conclusion
It can be concluded after analysing the principles of academic writing that it is very crucial in the academic field (Adeani, Febriani and Syafryadin, 2020). It also provided information about the process of using the imagination. At the time of submitting the academic work. It is also observed that the successful observation of the academic rules and maintaining integrity will help the learner in scoring good academic marks. This is needed to maintain academic integrity in academic writing to secure good marks and the breach of integrity can provide strict punishment also. I have followed all the academic rules in completing my academic work and gathered plenty of knowledge from it.
Action
I needed to follow some basic tasks and obligations during the completion of my academic work as following the guideline of the supervisors. It is also needed to engage more time in the studies and practices regularly (Tawanwongsri and Phenwan, 2019). Apart from that I also needed to follow a specified time limit during the submission of my work. I needed to check whether I have followed all specified guidelines and instructions properly and if anything goes wrong I have to change it.
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Description
Organising is a key motive to boost the productivity of an employee to match with the personalised skills applied in an organisation. This includes going and leaving the office at a scheduled time along with achieving goals and fulfilling the job criteria as well (Aguilar-Gaxiola et al., 2022). I would also like to work hard as well to finish work within the deadline to get organised. This will make me stay more conscious regarding my job responsibilities so that I can reduce the number of mistakes in my performances. Keeping myself organised will also make the entire team I am working with start organising themselves so the accuracy of the entire organisation gets sharpened. Avoiding expensive mistakes is the prime lookout for me to make a suitable outcome of the effort and efficiency I try to incorporate into the organisation.
Feelings
The feeling of staying organised in an organisation is a strong power booster which keeps me motivated all the time (Fam, Neuhauser and Gibbs, 2018). This will make me feel powerful in explaining the reason for my operation. I will know where things are and the time of their requirements. If during complex hours or burdened with work still, I will feel confident as I will be able to think straight. I will also be stress-free as I will be well aware of my responsibilities too.
Evaluation 
The evaluation of organised study makes the path very clear and transparent so that I can direct myself in a crystal clear way. I will also be able to set SMART goals so that the process can be followed very easily and examine the skills individually. The crucial and complex work can also be attempted to make required changes (Adeoti, Shamsudin and Mohammad, 2020). I will also be able to determine the changes cordially to justify the outcomes received to compare and contrast with the unfavourable changes as well.
Conclusion 
It is concluded that I have to improve my employability skills by analysing the Gibbs model. Organising skills is the key successor of the working organisation or business platforms. So I feel that organising study through the Gibbs model analysing is beneficial for all including me. The organising study will help to identify several mistakes including the business organisation (Alharahsheh and Pius, 2021). It will also help to grow self-confidence and ability in the workplace. The organising study helps to evaluate the skills of the employee and I also benefited from the organising study. If an employee stays organised in the workplace in the organisation then the business will get the success.
Action 
It will give me all concern to recover my weak points or sides in the business organisation or the workplace. I will follow or learn several activities from the organisational study. A personal development strategy will help to build the character as a better employee in the business organisation. The employees also should build character by developing several skills like communication, computer skills, leadership skills, planning, organising and many more things (Di Gregorio et al., 2019). I will take all the actions which will be suitable for developing my character as an employee in the working organisation. The organisational study will help me include all the employees to make a better one.
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Description
Public speaking encourages individuals to improve their communication and interpersonal skills. In giving the presentations, public speaking plays an important role to amplify the task and share their individuality accordingly. Public speaking helps to fly away the fear and anxieties of the students and provide presentations before a small audience and encourage them to build their self-assessment and confidence likewise (LeFebvre, LeFebvre and Allen, 2018). Public speaking involves the students and individuals in building confidence and making them passionate about their work. Thus, public speaking and giving presentations before the audience makes an individual more innovative and productive in forms.
Feelings
While doing the presentation, I gained much experience in public speaking and developed my interpersonal skills as well. It has made me more motivated and engaged in my work. Initially, I felt nervous while presenting the task, later I came to improve myself and be confident enough to project. The public speaking awareness has made me learn numerous practices, like how to keep myself positioned before presenting and how my attitude should be. This was the most practical and persuasive work I have learned while presenting. The goals and objectives of the presentation are enhanced and acknowledged.
Evaluation
The experience in the evaluation of the presentation amplifies and accomplishes the work. The reflective sense of understanding and expectations gets to be met in the evaluation of the works. The learning objectives and outcomes meet productivity in evaluating the projects and presentations. Public speaking and giving presentations analyses the overall motives and ethics of the work (Lindner et al., 2021). The evaluation stage reflects the learning experiences while experimenting with the works. The future improvements and emergence of the works are enhanced in evaluating the presentation. Personal development and skills and reflected in SMART objectives and goals.
Conclusion 
Learning about public speaking and giving presentations not only help me with my anxiety about public speaking but also benefits the other forms of various anxieties too. It helps to develop self-efficacy with observed and direct experiences and social persuasion. It is an open step which can change someone’s mindset by challenging the process of negative thoughts (Herbein et al., 2018). Keep talking, and make stable eye contact with others while giving presentations to improve communication and innovative skills and knowledge (Herbein et al., 2018). Presentation skills and public speaking are so important because it allows everyone to influence decisions, and motivate changes from all connections.
Action
First of all, I have to understand all the expectations or aims and carefully learn all the details about my chosen subject. It is almost very important to understand the audience in front of whom I want to give my presentation. A pre-planned and transparent structure of any speech affects a lot at the time of giving a presentation (LeFebvre, LeFebvre. and Allen, 2018). A student or employee should not overload its slides to accompany its presentation because sometimes, it can be annoying for others (LeFebvre, LeFebvre. and Allen, 2018). Practice makes anything better and more significant and getting feedback from others after the presentation is also an effective way of this action plan.
Conclusion 
This task concludes in sharing the reflective models of the skills and presenting them variably. This task shares multiple models and objectives of the criteria.
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