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Introduction

This reflection report will give an overview of my experience and learning across this Academic and Employability Skills module. I will first start off by defining what reflective writing is. I will then introduce Gibbs reflective cycle, as I will be using his cycle of reflection. Gibbs framework consists of six stages, “Description”, “Feelings”, “Evaluation”, “Analysis”, “Conclusion” and “Action plan”. This will be used to help me breakdown my experiences, to learn and plan, from the good and bad, of what went well and what didn’t, and hence. how to improve for next time. This cycle of reflection will be used to write my experiences in partaking in two tasks, a group presentation and task one assignment. Moreover, I will incorporate the feedback from fellow peers into a personal development plan. This will help me learn and overcome the skills to achieve better in future tasks.

Reflective writing 

Reflective writing is writing on an experience in detail by looking at it from a positive and negative angle and then looking at ways to improve (Tanguay et al, 2020:8-9). “Reflection is an exercise in learning from your experiences so that you can do better next time. Reflection doesn’t only have to draw from negative experiences…tough this is the most common type of reflection we might naturally do…positive experiences can also be learned from. (Tanguay et al, 2020:13)”. Thus, reflective writing is drawing up on experiences, both positive and negative and then looking at what can be done better next time. It looks at questions like what, why, how to describe the experience and evaluate it (Tanguay et al, 2020:16-18) To help with reflective writing there are a number of different approaches to that can be taken, such as frameworks, cycles and models (Tanguay et al, 2020:13-14). As a professional it is important to reflect because it can help one to become better, by looking back at the positives and negatives, of what worked and what didn’t work at the time. By storing these reflections, it can help with future practices. Also, one can become more self-aware and confident in that field. By which, the positives can assure that there are areas they are successful in already. The negatives are also good as learning curves and self-improvement for next time and also, to show how one can deal with the negative experience and move on from it (Tanguay et al, 2020:14:15 and Moon, 1999:107). Moreover, it is an important part of career progression, by showing employees “that you can learn from your experiences and build on practice” (Tanguay et al, 2020:15).
Gibbs reflective cycle

To help write my reflective report, I have chosen to use Gibbs reflective cycle. Gibbs reflective cycle was developed in 1988 by Graham Gibbs (University of Edinburgh:2020). He developed it to give a structure to learn from experiences. Gibbs cycle offers a framework that examines experiences, it covers six stages: “Description of the experience”, “Feelings and thoughts about the experience”, “Evaluation of the experience…good or bad”, “Analysis to make sense of the situation”, “Conclusion about what you learned and what you can do differently” and “Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate” (University of Edinburgh:2020). Hence, this cycle will help me breakdown my experiences in order to learn and plan from what went well and what didn’t go too well and also how I can improve for next time.

Group presentation 

One of the tasks we were given in this module, involved partaking in a group presentation in week seven and eight. We were divided into groups of around five. The lecturer had randomly divided us into groups. Additionally, he had emailed us the names of the people in our groups and details of the presentation. The presentation case study and questions were attached in the email. The case study was about time management which had problems for us to identify and find ways of overcoming them. I was feeling quite anxious and excited to find out what the task was about as I was eager to experience something new. This led me to read through the case study and check the names of my group members. My first thoughts were to email my group members immediately so we could introduce ourselves and talk about the presentation. The bad side of this was that Unfortunately, two group members did not get in touch near the end which put us in a difficult situation. Our presentation was incomplete, as we had divided the questions up and relied on other individuals. We had planned to put everything together on the last day, which was not good as we were short on time. However, this thought me to work under pressure and try solving it on the spot. Me and a fellow group member stepped up and said we will continue our presentation by presenting the sections we had worked on. From this I have learnt that I am able to work under pressure and I have learnt not to solely rely on others. If no one gets back you have to step in and do as much as you could possibly can. Also, time management was also an issue, we let time be affected because of the prior situation we were in. I feel we were not organised and did not plan properly. Communication was greatly affected

To conclude, I believe I could have improved the group presentation by standing up and taking the team leader position. Even if no one got back I could have answered the questions, and put the presentation together myself, rather than relying on others. If I had another presentation, I would certainly not be waiting around on others because it wastes allot of time and causes demotivation. In addition, I would make a start on the presentation myself. I would put myself up as the team leader and do what I can. This would involve time in planning, researching, and putting the presentation together, well in time before the deadline day. Thus, my leadership skills would need to be developed to achieve this. Leadership skills involve taking authority in the situation and stepping up by taking lead (Adair, 2013:15-17). The functions of group leadership involves “planning”, “briefing” and “controlling” (Adair, 2013:18). In addition, I would need to develop my organisational skills. “Organisational skills are some of the most important proficiencies…Being organised allows you to meet deadlines, minimise stress and carry out your duties more efficiently” (Indeed Editorial Team, 2021).

Task one assignment 

The first task given in this module was an assignment, due on the 11th April 2022. The title to this assignment was “what is the most effective way to motivate staff”. We had a word count of 2000 which we had to keep within. I looked at what motivates staff in the workplace specifically and outlined eight different ways. Overall, I concluded that they all play a part and there is no one effective way. The good thing about this experience was that I got to experience writing my first assignment and submitting it on time. Also, whilst doing the assignment I was learning interesting things about what motivates and demotivates staff in the workplace, which can help me in the future. Also, I had taken good notes from the class and done good amount of research into the topic which helped me write my assignment with confidence. However, the bad experience of this was that I left this assignment too late, having two deadlines on the same day was not easy, time was an essence. What I made sense of this situation was that time is certainly important and planning early is crucial. Although, I managed to hand it in early, I was under pressure to complete task one early, so I can start task two on time, as both had the same due date. 

To conclude, I believe that starting early would have made things allot easier, by which a final draft could have been checked and feedback could have been given in time. Therefore, time and planning was important here. If I had to do another presentation, I would certainly plan and manage my time well in advance. I would also, make sure I produce a final draft so I have feedback and am able to improve my assignment further before having to submit it. The skills I would need to develop here are time management. I would most definitely put a big essence on time management by starting allot earlier and planning properly by allocating times on working on the essay. Time management is “Being able to manage your time effectively can help you improve your productivity. Excellent time-management skills assist you to plan your daily workload and prepare for meetings. These skills also allow you to complete your deliverables on time” (Indeed Editorial Team, 2021). Another skill would be professionalism. “Professionalism skills are competencies and learned behaviours that help you perform your job to the best of your ability. Professionalism may refer to how you conduct yourself in the workplace, your communication style, your integrity, your work ethic or how you handle conflict. Professionalism most often includes soft skills, like leadership or situational awareness, but hard or technical skills could also contribute to your level of professionalism” (Indeed Editorial Team, 2021). Thus, this skill is important to develop for work ethics and handling close deadlines and planning in advance. 

Conclusion

In conclusion, to write this reflective report I used Gibbs reflective cycle. I used this cycle to help me breakdown my experiences, so I can learn and plan from what went well and what didn’t go too well and also how I can improve for next time. To do this I used Gibbs framework which consists of six stages, “Description”, “Feelings”, “Evaluation”, “Analysis”, “Conclusion” and “Action plan”. I used two experiences, my group presentation and my task one assignment, to reflect back on so I can learn and develop my skills further.  Although, I had completed the tasks, and had applied my skills and knowledge, there were many hurdles along the way. As part of the “action plan”, organisational skills, leadership skills, time management and professionalism skills all required improvement on so that better experiences would be obtained in the future. A personal development plan was also created to help me learn and overcome these skills, in order to achieve my goals.

 Appendix 1. Personal Development Plan
	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Organisational skills
	planning early and keeping notes organised. Make to do lists
	Less stress and I will be more productive
	By the next essay or presentation
	By next task

	2. Time management 
	I will create a daily schedule when assignments are due, allocating time towards assignments and university work
	Helps meet targets and goals. Helps complete tasks
	By next university task
	By next task

	3. Professionalism
	Be productive and maintain effective work habits
	Helps achieve good communication and complete the task well in advance by using good initiative 
	By next university tast
	By next task
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