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[bookmark: _Toc89448861]Introduction
Blended Learning helps to gain high achievement scores of the students who pursue traditional education (Bruggeman et al. 2021). Both academic and employability skills are important for the students to gain success in future. Based on the gathered feedback in the previous assignment a reflective analysis will be carried out. Blended learning and classroom learning by the students help them initially to stay motivated and to gain competencies. 
	          Personal Development Plan refers to an effective tool that can be helped by the students to set different actions that can be used to identify individual goals, set metrics and also determine the goals that they want to achieve. By using different tools and Gibbs Reflective Model the individual strengths and weaknesses can be critically examined and different strategic interventions to gain success in future will be discussed. 
[bookmark: _Toc89448862]Application of a reflective model
From the given list of skills, the chosen are Time Management Skills, Written Communication Skills, Note Taking, Team Working Skills along with Planning and Organisation. Gibbs Model is recognised as one of the important reflective cycles that comprise six stages that help in exploring experience based on learning. The major steps involved in Gibbs Model are Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan. 
Description
The chosen skills by me are Time Management skills, Written Communication skills, Team Working Skills, planning and organisation along with note-taking. I have obtained feedback from my tutor based on my previous task. I have experienced certain shortcomings in my presentation of the previous task. I came to know that the introduction section was too short to optimise different information altogether. To start upon this it was important to talk about the topic beforehand but I did miss it. Less context and lack of conclusion have created fewer values in the assignment. I have also found issues in facing the audience that was also highlighted in the gathered feedback. To build strong interaction it was needed to build a strong interaction with the audience that was lacking from my previous task. Moreover, I have experienced lack of teamwork and lack of technical inputs while covering the task. Based on these experiences I have become able to know key discrepancies present in my assessment. Based on this identification I would be able to take the necessary steps to mitigate it. 
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Figure 1: Gibbs Reflective Model
(Source: Adeani et al. 2020)
Feelings
After knowing this feedback I became upset and disappointed as well. In my course of Blended Learning and Reflective Review, I must have enough knowledge in written communication, note-taking and time management. As a responsible student, I must have scheduled my activities and learning assessments based on the required time. However, due to improper time management, I have failed to develop my team in an effective manner. I felt embarrassed after knowing that I have no capabilities involved in the task to interact with the audience and the presentation was clumsy. I believe lack of written communication skills and a lack of planning has created such concerns. Similarly, I have come to know this due to a lack of note-taking. I have faced issues in including technical terms, introduction and conclusion. Lack of teamwork has been caused due to in capabilities in combining a strong team (Mohammed, 2020). 
Evaluation
After completing the activities, analysis and based on the gathered feedback I have come to know that there is a firm necessity of improving my skills in different aspects. According to Maulyda et al. (2020), written communication skills help to interact with the audience in a non-verbal way. Use of academic writing skills, notations, quotes, proper explanation and use of technical terms can help me to gain both academic and employment success. Moreover, Stoverink et al. (2020) have opined that teamwork helps to achieve a shared goal in an effective way. I have gotten this feedback from my tutor that I had a lack of teamwork to complete the task. Based on this, I have come to the understanding that to enhance individual skills and team building skills these are important to have enough communication with the team. I was lacking in note -taking skills. My tutor has pointed out this shortcoming that both Introduction and Conclusion are missing from the task. It has been caused due to a lack of concentration and lack of capabilities in capturing notes from him. Therefore, I felt the urge to improve my note taking skills as well. I had no planning as well therefore I have forgotten to talk about the topic. I realised that after knowing these shortcomings I would be able to take effective strategies that could help me to get over these. 
Analysis
After examining the above feedback, I understood that I must improve my listening skills based on which I will be able to take notes on different areas. Moreover, after practising both academic and employability skills I will be able to improve my academic integrity as well by which written communication skills can be improved. Team working skills can be achieved by having proper training and development programs (Labrague et al. 2021). After having verbal communication the team members could be able to collaborate. To improve time management, I must maintain a proper timeline where different activities could be scheduled. To improve my planning and organising skills I must assess my weakness and work over them. 
Conclusion
It can be concluded that after knowing these aspects I should determine different practical activities to eliminate such shortcomings. 
Action plan
I will develop a timeline; will take part in a specific training and development program along with learning proper communication skills. 
In this respect, different examples can be given. For instance, by having effective communication I could be well accustomed to the individualism of different team members. It might help me to gain their support and collaboration both to improve my skills. Similarly, to improve note-taking I can improve my listening skills. By keeping concentration and with the help of effective listening skills I would be able to easily catch what my tutor is instructing me. 	Additionally, through training, I will be able to know what written communication skills are important to deliver a more engaging piece of work. By maintaining the timeline I will be able to keep eye on my different activities and their completion time. Thus by implementing different activities the previously identified skills can be achieved. 
[bookmark: _Toc89448863]Explain how one could develop the chosen skills
To develop the above-identified skills different activities can be taken into account by me. To enhance my Time Management Skills I must prepare a proper time frame, starting a task early, giving breaks, prioritising tasks, scheduling the tasks and deadlines and using technology for keeping accountability will be important in this concern. Similarly, certain factors must be kept in mind while improving note-taking skills such as deciding the importance of the lecture and different key terms involved, use of abbreviation and different symbols, being consistent, improving handwriting, using colours and also being an active listener (Joyce and Boyle, 2020). 	By keeping these factors in mind I will be able to capture notes in the class easily during the lecture. I must not write down each and every word but the important ones. 
Different initiatives must be taken into account to bolster written communication skills. I must practice writing daily. Moreover, by asking for help from friends, reading books on grammar, going through journals, and taking criticism constructively, I would be able to learn academic skills for developing engaging pieces of writing. I should set suitable goals to improve team-building skills. By clarifying individual roles, developing a positive mind-set, exercising together, managing time efficiently and also establishing team rules and individual purpose the team building skills can be improved in future (Larsson and Larsson, 2020). To enhance organisation and planning skills different assigned tasks should be arranged in a logical order. 	However, I must establish the priorities systematically, differentiate between different urgent and less important activities and by managing deadlines this particular skill can be improved. 
Use of tools that have been 
Different tools can be elaborated on here. For time management 4Ds are important. 4Ds are Do, Delegate, Defer and Delete (Abdoli et al. 2021). In the case of Do, different actions should be taken to complete tasks that take less time. Defer dictates temporary pause to a task that must not be handled in a current aspect. Delegate refers to the reassignment of the tasks to someone else. Delete refers to removing unnecessary tasks from the schedule. Moreover, to improve my note-taking skills I have used Google Keep and Standard Notes. By these tools, I have been able to keep the key terms in mind and can be used in my assessment. I have used slack to improve my written communication skills as this tool is being designed for improving daily discussions and conversations in the classroom more effectively. To improve teamwork I have used video conferencing for having strong communication with my team members. I have used the nTask tool for enhancing planning and organisation. It helps to combine different projects, tasks and different class activities altogether. 
[bookmark: _Toc89448864]Personal Development Plan (PDP) 
Personal Development Plan supports different areas that need to be developed and illustrate different activities that can be taken based on a specific timeline (Körkkö et al. 2020). 	The personal development plan helps to strengthen different activities and also the capacity of the learners to improve their learning. 
	Areas of Development 
	Necessary Actions 
	Objective 
	Happening Now
	Measuring Success
	Time will be taken

	Written communication skills
	I must practice different academic writing activities along with shoulder examine different journals and third writing style
	To deliver more interactive and attractive and informative writing for the audience  
	Based on the gathered feedback, there is less informative approach for the audience 
	I will measure it based on the tutor's feedback and by gaining good marks 
	3Months

	Time management skills
	An effective timeline will be developed by scheduling my assigned tasks, I will start my activities early and breaks will be taken after completing half of the activities 
	To complete my assessments on time and to deliver the tasks with all its fulfilment of requirements 
	I have missed different areas that should be covered due to less time in hand 
	I will measure my success after completing tasks on time with utmost efficiency
	3 months

	Note-taking skills
	I have to improve my listening skills and concentration level
	To easily capture the vital understanding of the lecture that will be delivered in class,
To keep notes of necessary points that should be included
	I have missed to include Introduction and Conclusion as I forgot to keep notes of these important points that should be included
	By gaining good marks I can measure success
	2 months

	Teamwork skills
	I will have strong communication and motivational strategies to keep collaboration 
	To maintain team coordination 
	Lack of team work is hampering the quality of the tasks 
	My delivering the tasks with quality, success can be measured
	3 months

	Planning and Organising
	I must distribute the activities based on priorities  
	To stay planned and organised 
	Lack of planning results into lack of topic elaboration and absence of technical inputs 
	By completing the tasks effectively success rate can be measured 
	3 months



Table 1: Personal Development plan 
(Source: Self-created)
[bookmark: _Toc89448865]Conclusion 
It can be concluded that to improve different employability skills critically examining of past experiences was important. With the help of Gibbs different feedbacks have been examined. 	I have identified different ways and tools that can be taken into account to improve such identified skills. Moreover, the PDP plan has been developed on the basis of above identified skills and necessary actions that should be taken. 	Comment by Oksana Bosneac: 
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