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INTRODUCTION:
 
Gibbs Reflective cycle is one of the most famous cyclical models[footnoteRef:1] of reflection which explores six stages of one’s experience: description, feelings, evaluation, analysis, conclusion, and action plane. In this report, I will be using Gibbs’s reflective cycle to discuss my knowledge of time management, organizing the study, cv writing, referencing, and public speaking and presentation, reflect on my understanding of these topics covered in class whilst cross-referencing this with my existing knowledge. I will conclude with how I intend to use the findings and results of this report to aid and support my undergraduate journey.   [1:  (Gibbs' Reflective Cycle, 2022) ] 

 
Time Management:
 
Description 
 
In class, I learned the importance of having time management skills as this is what will enable me to succeed in this course. Time management helps reduce stress as it ensures all tasks are completed in a timely manner, deadlines are met, and I will be able to plan my day better and increase my performance in class. I am currently struggling with this as I currently work full  
 
Feeling 
 
I am currently struggling with time management because I work full time, undertaking full-time studies and I am also a full-time mum. I thought that simply requesting leave from work during the days that I have online classes would be enough to enable me to have time to focus on my studies, but this turned out not to be true. Finding a balance to manage my day-to-day has proven difficult and it causes me a lot of stress having to think about it every day. I am also worried that this will essentially affect my performance during my studies and not allow me to succeed.  
 
Evaluation 
 
Requesting leave from work did indeed give me enough time to focus on my study alone, however, I now appreciate that this is not enough to allow me to meet the upcoming coursework deadline. I now must work late nights to keep up with demands as well as on weekends which does not give me enough time to spend with my kids. 
 
Analysis: 
 
I think the reason why my plan failed is simply requesting leave gave me no structure and therefore it left me with little organization. I thought that requesting days off when I have seminars/lecturers would give me enough time to focus on my study solely and therefore have enough time to complete all the tasks that need completing.  
However, this proved to be completely wrong as my studies have proven to be demanding and require more time alongside time to also deal with last-minute tasks. I believe a well-organized structured and daily plan and setting weekly priorities in order of urgency[footnoteRef:2] will allow me to work more effectively and enable me to also have family time.   [2:  (Gibbs' Reflective Cycle, 2022) ] 

  
Conclusion: 
 
I learned how to plan using SMART goals[footnoteRef:3] (specific, measurable, achievable, realistic, and timely) structure from my online research. This will help me set a realistic plan and help me meet my target on time.   I also learned that it is best to plan my week ahead and prioritize my tasks in order of urgency. Instead of relying on my days off work, I should use all the time I have available during the work to work on my university work, take regular breaks, and remain consistent so I could afford the family time and still have time for myself also.   [3:  (Gibbs' Reflective Cycle, 2022) ] 

 
Action Plan 
 
What I plan on doing differently from now on is to firstly invest in a planner which will help organize and plan my week ahead, this way I can get a realistic with of what needs to be done and by when using SMART goals.  
 
 
Organizing Study 
 
Description  
I learned the importance of organizing studies as this can determine how well I will perform in the course. Things such as place of study, note-taking, organizing material, and networking is extremely important, and it is something that I need to work on. My family going to help me to stay on track with my online education. just to make sure he understands my commitments and time constraints or encouraging my partner to help me with household chores, his help and cooperation can make it easier for me to focus on my coursework. 
 
 Feeling 
 
I am not too confident with organizing studies because it is my first year in university therefore, I am not familiar with how other students organize their studies, what are the correct steps to ensure I am an organized student and what steps I can take to ensure I am always prepared. 
 
Evaluation 
 
In the class i watch videos about organizing study, I have learn how to organize more my time. I also learn I must prioritise my time to be able to study. I must find a quiet place for attending class. I must organize my files, Schule my time, stay organize online, creating an effective workspace for studying, making space comfortable for me to study.
 
Analysis: 
 
I learn that It’s important to break up my study plan and divide it into subjects. Generally, I will have several subjects with each of them having different needs. It is important to plan and correctly identify the time I spent on each section.  
 
 
Conclusion  
 
In class, I have learned about the usage of binders, and I need to do this to separate all my notes and keep them in one place. This will help ensure that I can access all of my notes when I am revising. I need to be far more proactive in terms of obtaining more information and tips on how to organise my studies.  
 
 Action Plan 
 
The next step for me is to find a study zone area in my house to stay away from distractions and allow myself to study. I also need to network with other students and learn which methods they use to organize their studies and implement this to organize my own. I need to buy binders, and notepads for different modules and ensure to keep my notes all in one place. I finally need to also buy a calendar and plan the days I will need to dedicate on doing revisions and preparations for my lessons.  
	
CV writing  
 
Description 
 
In this lesson I learn how to write a professional cv I have learned to create a cv you need to sell self for example creating your personal Brand. by putting your knowledge, Attributes, Skills, and other things.   
 
 Feeling 
 
I never wrote a CV by myself I remember the first time I done a cv at the time I went to my space. [ My Space] was a place for young people those who are looking for a job they use to help with CV’s or searching for jobs. And the second time I done my CV my sister done it for me.  
 
Evaluation 
 
I am going to continue watching videos and learning online how make my to cv better. and I’m going to continue writing cv. I done two CVS’s so far but there wasn’t perfect. 
 
Analysis  
 
I how to make my cv better in the future I learn a lot about CV that I didn’t know before. I learn that when you are writing a cv you need to write to empress. When the person who going to look at your cv to continue reading it. 
 
Conclusion  
 
I learn how to do a professional CV and what should go into your cv and what shouldn’t go into your cv. I learn that I don’t need to put my home address in my cv. I only need to put my postcode. 
 
Action Plan 
 
 My plan now will be to put my practise in order I’m going to write a new CV by myself. I am going to put everything I have learn about in order. And also, I’m going to continue watching videos about how to write a better cv. 
 
 
Public Speaking and Presentation: 
 
Description 
  
In this public speaking class wanted to learn how to “be more confident” and how to be able to “speak comfortably in front of people”. But what I learn is that there is no single trick that instantly boosts confidence. Instead, it’s a combination of the preparation you put into a speech and the knowledge of what constitutes effective communication that will put your fears in the back seat. After my class presentation I been watching a lot of videos about presentation, I am preparing myself for next time. And not just a presentation in the class but yes for life. I been feeling much confident to have conversation with anyone.  
 
Feeling 
 
I remember week before presentation I was so nervous because of my presentation, I didn’t know what to do, or how to start my presentation. I done few presentations with my husband at home but its wasn’t enough I was still nervous. I had to book one or one meeting with my teacher. after my meeting I was feeling much better to do my presentation.  
 
Evaluation 
 
My evaluation is to work on my articulation, my speaking clarity. I can do this in two different ways. Speak slowly, which will give listeners more time to hear each word. 
And also, next time I have to be more confident when i’m doing presentation. And while am delivering this sentence. Avoiding slurring or blurring my words by using my lips and tongue to articulate the consonants clearly. Demonstrate this style in a slightly exaggerated manner while delivering this sentence, slurring the words "slurring and blurring" with unmoving lips, and then very clearly articulating the rest of the sentence. 
 
 
Analysis  
 
My analysis for my next presentation will be facial Expression, pronunciation, smiling, organization, voice volume and moving. I know these more but this one I wrote in here there the ones I need to improve for my next presentation. First time I was so nervous I didn’t know what I was doing. I am going to list below what I didn’t done in my first presentation. The presentation was online I was nervous, I keep imagining if it was face to face, I am sure I wasn’t going to use none of my list below because I was so nervous.  
 
· Make eye contact 
· Know your audience 
· Stand up straight 
· Get the words off your PowerPoint slides 
· Show up with some energy 

Conclusion  
 
I still have so much to learn about public speaking and presentation. But since my last presentation I been felling much confident in speaking with different people. 
 
Action Plan 
 
My plan from now is to speak with different people not just in small group but yes bigger group and with people I don’t know. Since my last presentation I was terrified. Since my last presentation i left this shy person on the side. At my work place I been speaking with all my colleges. There was a lot of my colleges that I never spoke with. Now when I arrive, I start talking to everyone I found. Some of them find it strange because I never spoke with them before.  
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