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[bookmark: _Toc59144580]Introduction
The purpose of this report using Gibbs model reflecting on the Skills that, I have learnt in Academic and Employability skills Module. 
[bookmark: _Toc59144581]Description
As a student at the University of Wales Saint Trinity David, I have been asked to produce a report reflecting on three to four skills from my experience in ACE module for term one assignment. My class is conducted four hours a week under my lecturer Anita Nan and my class have nearly twenty students under my lecturer supervision. 
I have never done a report using Gibbs’ model before, I have asked as much question to my lecturer so, I could structure my report correctly. Therefore, I am writing about my experience on Academic Writing, Time Management, Creating power point presentation and Analytical and Critical Thinking skills.
[bookmark: _Toc59144582]Academic Writing
Academic writing is an academic English language use to do research and put together in Writing. There are different ways academic writing, the ones which I will write below is comprehensible writing, which means there are logical ways to combine sentences which relates back to the original sentence, in another word, is a paragraph idea into academic writing is to answer the research question. 
[bookmark: _Toc59144583]Time Management
Time Management have taught me on how to manage my time more effectively, whether allocating my time for studies or balancing my time requirements in variety of parts of my life. Below I have wrote certain priorities methods that I have use practically at work, but also recently have learnt in class.  
[bookmark: _Toc59144584]Analytical and Critical Thinking
Analytical and Critical Thinking skills have really taught me how analytical thinking is the first step to solve a complex problem and how critical thinking breaks down the information for me to make correct decision after analysing, assessing and questioning for solution to the problem. 
[bookmark: _Toc59144585]Power point presentation
Power point presentation was my first assignment to do in ACE module and to present it, I was taught public speaking skill in class on how to conduct a presentation in front of audience. My lecturer Anita have also shown to the class some videos on how leaders and celebrities have given various style of public speaking. 
[bookmark: _Toc59144586]Feelings
This is the first year of my studies after fourteen years, I was feeling very nervous in the beginning but after joining the class knowing my lecturer and my classmates, I felt normal again. During the class seventy percent of the skills I was taught, I felt I was repeating myself because I knew most of the skills already, as I have practically use most of skills in my previous roles before.
I also, felt very rushed during my power point presentation, I believe due to lack of time and online technical issues the whole class had to be rushed. But then I felt more satisfied and confidence in myself, then I started contributing and sharing my knowledge to the class, I am now very motivated and looking forward to use the skills in my future role. 
[bookmark: _Toc59144587]Evaluation
During the class the positive things that have occurred me was I could ask as many questions to my lecturer also I could contribute my knowledge in class. I also would say that the skills and knowledge was given to me was very helpful as it has start making me change few ways of doing things in life.
However, I also wanted to say that there have been so many distractions that me and the whole class have faced, where a lot of time were wasted. For example, taking attendance, clash of opinions or having technical issues that students were facing. 
All the students in class wanted to be in various roles in future and not all the skills that was taught was relevant to me or my classmates. 
[bookmark: _Toc59144588]Analysis
After completed ten weeks of studies in Academic and Employability skills I have gain more knowledge on how to use academic writing, how to prioritise in Time management and how analytical and critical thinks will help me in my career. Below I wrote about the skills that I have improve and how I will use in situation.
[bookmark: _Toc59144589]Paraphrase
(Macleode, 2020) A group of sentences makes a paragraph about a topic and paraphrasing is to rewrite the entire idea from the source by using the same structure of the words. I have also I learnt copy and paste from the source can fail me in my academic writing so paraphrasing is the way forward. 
P – Put the text in my own words
A – Avoid copy and paste
R – Rearrange similar text
A – Ask my myself if I have included all main points

[bookmark: _Toc59144590]Summarise
(Macleode, 2020) Summarising is a day-to-day tool that everybody uses, such as If I’m telling someone about my holiday, or the experience I had visiting a place or about a movie. Recently I have also learnt how to write a summary in academic writing, which I believe will me in future. Below are some points I have learned;

A summary needs to be clear to someone haven’t read the original document.
To be brief by not including any dates or figures unless it’s absolutely necessary.
Not too wordy but concise and to ensure for reader to understand.  

After completing ten weeks in this course, I am now understanding why is important to summarize and also how important to ensure I write the author, speaker or the title where I have taken the information from.
[bookmark: _Toc59144591]Eisenhower Method
(Spica, 2020) Through my research I have learnt that the Eisenhower Method was created in the US for arranging task in 4 ways, which will help manage time more efficiently at work, school or day to day life. In fact, I have practically used this method a lot of time, but I now can say I fully understand this method in time management. Below I have listed the four quadrants of the Eisenhower method;
Urgent + Important (Do first)
Not Urgent + Important (Schedule)
Urgent + Not Important (Delegate)
Not Important + Not Urgent (Eliminate)
After fully understand this Method, I can say the Urgent task, I must react to such emails, phone calls or even a danger that’s require an action etc. However, the urgent task can be the ones with strict deadlines.
On the other hand, the Important task are the ones I will either re-schedule or delegate or whether asking a friend to help you other to complete the task. Because Important task are the ones that can be done in long term as its part of work or life vision.
After using this method, I really got my time management under control, however I have also learnt that there are so many non-urgent and non-important task in life that are only distraction which needed elimination. This method has change me, made me realise that many things I like doing in life are just wasting my time that I have eliminate permanently.
[bookmark: _Toc59144592]SMART Rule
(Spica, 2020) S.M.A.R.T method is mostly use to set out life of career goal and also can be used to delegate task. Throughout my research I found out that statistically only 10% people around the world write down their goals in life. However, a goal can be relevant today but irrelevant tomorrow, but to achieve your goal successfully the SMART method is the best way because it helps me create my action plan better in time management. Below I I have explain how SMART have help me;
Specific – Clearly Define my goal in detail
Measurable – do I have the equipment, knowledge or tool to measure my progress
Achievable – can I meet my goal with the available resources
Relevant – are all my resources relevant to what I want to achieve
Time-bound – a clear date and time of my deadline 
I have tried to use this SMART method before for losing weight before attending an event and I have learnt by writing down my goals have given me a proper direction to my goal and also, I felt motivated every time I reflect to written goal.
[bookmark: _Toc59144593]Pareto 80:20 Rule 
(Vilfredo, 2012 – 2014) To manage time more effectively, most people uses the pareto rule 80:20 to eliminate task more in pro-active manner. The 80;20 means if Identify and resolve 20% of the causes eventually 80% of task will be completed. Below is a graph measure how the 80:20 rule really works.
[bookmark: _Toc59144594]Public speaking
(Splane, 2006) This skill has given me the confidence not just to create a power point presentation but also on how to present it. And I have analysed that everyone has a style of presenting their speech. After seeing different speeches, I understood and I can confidently say a person emotion plays a bigger part, which gives me the right body language and tone voice and the words that is appropriate to use.
[bookmark: _Toc59144595]Conclusion
The skills I have leant throughout this module, have given me the confidence to put this report together and also motivated me to learn more skills. I’m also eager to demonstrate the skills practically. 
[bookmark: _Toc59144596]Action Plan
In the profession I work in, I require the skills to be a decision maker, Problem solver and a good leader. As an action plan all the skills, I have learnt have help me to better not just as a worker also to be a better person in life.
My action plan is to continue exploring and implementing the skills practically for continuous development in my career. Also, to help me to keep up to date with my skills is not always what I will learn, but also to share my ideas or learning, which will teach me various experience.

[bookmark: _Toc59144597]Conclusion
Using the Gibbs model for the first time this report has made me write reflecting on my experience in this module have really challenge me on where I should focus on. 
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