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[bookmark: _Toc78214484]Introduction
The report aimed to provide students understanding about academic and employability skills and enable them to take responsibility for their own learning. It will discuss topics: time management, public speaking and giving presentations, summarising, and reflection. The report will discuss Gibbs Reflective Model in brief with its stages. With the help of Gibbs reflective model, the report will provide a reflection based on own learning throughout this module. 
[bookmark: _Toc78214485]Gibbs Reflective Cycle
Gibbs Reflective Model was published in 1988 in “Learning by Doing” which was introduced by Professor Graham Gibbs (Adeani, Febriani and Syafryadin, 2020). The reflective model is very useful for individuals learning from their experiences and situations they regularly face whether it is good or not. Gibbs (1988) defines, “It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated and it is generalisations that allow new situations to be tackled effectively”.
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Figure 1: Gibbs Reflective Cycle (Akella et al., 2021)
Gibbs reflective model consists of six stages that assist people to turn their visual experience into a verbal or written mode which can be seen in the above image. This model assists to explore a situation that an individual experienced in their day-to-day life. The six stages of the model are as follows
Description: it must be a brief description of a situation to give context or set the scene (Akella et al., 2021). 
Feelings: it must comprise feelings what an individual felt during and after the situation (Gratton and Gratton, 2020).
Evaluation: it should consist of both negative and positive aspects of the situation.
Analysis: it should describe why the situation was negative or positive (Gratton and Gratton, 2020).
Conclusion: it must comprise what an individual had learned from the situation. It should describe the result of the situation (Gratton and Gratton, 2020).
Action Plan: it must describe what actions would be taken in future if having the same situation (Akella et al., 2021). 
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Time management
Time management can be defined as the strategy of planning out one’s available time and controlling the total time one spend on particular activities to work more effectively (Wilson, Joiner and Abbasi, 2021). Effective time management skills allow students to done more activities in minimum period because they will be more focused on their tasks and will not waste their time on distractions like playing, watching TV, using social media, etc. effective time management list minimise stress, as students will have knowledge about distractions. Time management skills allow students to make the most of their capabilities and enjoy the level of satisfaction of work accomplished on time (Wilson, Joiner and Abbasi, 2021). Students can manage their time by planning ahead; avoid multitasking, blocking out distractions, and creating a balanced life. 
· My group of class friends have given a project where we have to complete the task by tomorrow. We have divided work equally but when I reached home, I saw my grandparents were at home and they want to spend time with me (Liu, Kitto and Shum, 2021).
· I felt happy but as I need to complete my group work part done so I couldn’t go out with my grandparents. I become sad that after a long time my grandparents have come to meet me and I am not spending time with them. However, my grandparents praised me that I am very serious about my studies but I don’t want to let them feel down so I decided to work at night and will join my grandparents in the evening. 
· My grandparents were happy seeing I am joining them but it puts pressure on me simultaneously because after having fun, I will have to complete my school work. 
· I realised that I should use a timer to help me plan better for both fun and study. My grandfather praised me for my efforts which motivated me in staying on my decision. 
· I have learned throughout this situation that nothing can be pre-decided and cannot be changed. It is up to us how we take situations whether in a positive way or negative way. 
· If this situation will occur in future, I will surely complete my study task first and then will enjoy my time freely. 
Paraphrasing 
Paraphrasing stands for expressing ideas or any information from other sources in your own words in the same sum of text as the source text (Lewis et al., 2020). It does not mean replacing original words and put synonyms or rearranging the sentence structure. Paraphrasing is repeating something in own words without interrupting someone’s saying. It increases the impacts of comments on others minds and can translate comments into simple words so that more people can understand them. Paraphrasing is essential for students as it shows that they understand the source effectively to write it in their own words. It provides a strong option to use direct quotes, which must be used infrequently. The use of paraphrasing facilitates essential literacy skills as it develops note-taking habits in students, expands vocabulary, and encourages repeated reading habits in students (Lewis et al., 2020) 
· My teacher has given the whole class a project that must be written in their own words on the self-chosen topic using information from an internet source and I have decided to write on discrimination against women in the workplace.
· I feel excited about learning about discrimination against women in the workplace as I have always heard that women across the globe are continuously facing discrimination at the workplace by men. My teacher praised me for choosing such an interesting topic for the project which increased my morals in completing the module. 
· On the positive side, I have received so many results for my topic on Google search engine which looks so relevant to my project title. On the negative side, there were a lot an old and bulky data available which confused me. I have started reading one article and started paraphrasing it but I could not able to do so as I was not able to understand how to paraphrase with avoiding the risk of plagiarism. The teacher said the work can only be in its own words so there could be no chance for plagiarism as it will reflect in negative marking. 
· I have realised that I should first learn and understand topics and sentences what is written in front of me and then start to paraphrase them because without understanding what is written and what is the meaning of the sentence, I cannot paraphrase. My friend told me that it is the only way to paraphrase with avoiding the risk of plagiarism as he had done projects like this before. I feel motivated that I was on the right path of learning. 
· As a result of this experience I have learned about paraphrasing and realise that without understanding anything, one cannot learn or make conclusions. I have also learned how to take notes. 
· In future, if I will face a similar situation then I will not waste my time making mistakes. I will first learn what I will be reading and understand it properly. I realise that conclusion can only be made when having a proper understanding of the project.
Public speaking and giving presentations
Presenting involves speaking to a particular target, which is given to a specified audience. The main motive of a speech might be to educate, influence, or entertain the listener (Gruber, and Kaplan-Rakowski, 2020). Public speaking assists students in presenting themselves in front of an audience. Presentations could be given in front of teachers or students or in public to spread awareness about something that the student wants. Giving presentations could be an example of presenting something that one had never presented something before in front of an audience. Public speaking assists in increasing self-confidence. public speaking assists in career advancement, boost confidence, improve critical thinking, personal development, improve communication skills, make new social connections, provide personal satisfaction, and expand personal network (Gruber, and Kaplan-Rakowski, 2020). It mainly assists students to develop overall fluency and requires them to concern about how they speak and what they say. 
· Our group of friends had decided to conduct dine one by one and it was my turn to host an evening.
· I felt quite nervous because I had never cooked for so many persons and not even host a couple dine before. I was not confident if I could produce delicious food like my friends. However, the moment when my all friends arrived at my place in the evening, I was very happy and excited as well. I have greeted all of them with flowers and drinks. My friends paid me lots of praise for decorations and way of greeting during the night which had helped me a lot in making myself calm and enjoy the evening as well. However, I did worry about my cooked food taste that it would not be as good as my friends. 
· The evening was very entertaining and guys are roaming all around the house and enjoying every room’s environment. On the negative side, the chicken was still not cooked and all of my friends do like to eat chicken and I had to add more than 40 minutes to cook it properly. We ran out of Beer and iceboxes as well (Pitts, 2021).
· I realised that I must have checked Beer quantity before arriving my friends and should use a timer to help me plan for cooking. On balance though, the food was not the only focus of the evening and my friends were enjoying the gathering. I had made some conversation with the host and their positive feedback helped me realise that my entertaining and friendly personality allowed my friends to enjoy the evening. 
· As a result of the evening, I grew confident and realised that it is ok to make mistakes as it indicates that you are learning. It helped me understanding that public speaking can be effective when you utilize it appropriately (Gruber, and Kaplan-Rakowski, 2020).
· The next time I will host the evening, I would practice cooking before and would seek advice from someone who is more used to host events and is experienced in cooking. This will help me feel better confident and organized in the run-up to the host.
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