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1.  Introduction


Reflecting on my learning during the first term of studies I discovered a lot of the new interesting thinks and tools which will help me developed professional skills to substantially improve my life.
 Reflection it’s like a mirror make discover yourself, contemplated on your old action see your mistake and improve in the future.  Reflection judgment will help in critical situation to take the right decision you need to have for problem solving because it is skill that will improve your odds of success. 
There are different reflective models:
Gibb’s, Kolb’s, Driscoll’s, Dewey’s, Mann, Johns and more other.
Kolb’s (1984) developed a cycle of experimental learning which involve four stages. ’’Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38).
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Gibb’s (1988) reflective cycle consists of reflection and action following an experience, build on Kolb’s(1984) cycle suggesting a more detailed process for exploring and analysing the situation.
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2.  Gibb’s reflective Cycle

For my study I choose to focus on Gibb’s reflective Cycle, model use for deeper reflection exploring and analysing the situation. 
’’Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or didn’t go well’’.
Gibb’s model it’s divided in six stages:
Description-- what, when and where happen.

Feelings-- what were you feeling during and                                 after.

Evaluation-- what was good and bad on the experience.

Analysis—is a deeper understatement of the facts.

Conclusion—the skills you have learned by the end.

Action plan—is a plane where the use of skills is implemented in a similar occasion in the future. 


3.  Time Management

Time management is the skill you need to have to confront the difficult situation of having a crowded schedule by consuming less time, working harder and smarter. 
Description:
  
During the study this term our teacher present as, the time management and time management tools very important for organizing better the time and improve your work. Tools like to-do list, Swot analysis, Matrix priority action, Eisenhower principle, Pareto principle.

Feelings:

I was impressed to discover how strong and how much these tools can help improve my life and everyone how study about them.    
Evaluation:
We try to interact with teacher every time she asks as questions discovering more about this subject taken part at the activities to understand better the subject.
Analysis:
The knowledge of this tools gives a better understanding how to focus and develop smart goals.

Conclusion:
This lesson was verry important for me because I have a problem organising my time and a lot resting to do in the last minutes. Learning how to improv in the future, work more effective, have less stress and prioritising the important things to do first.

Action plan:
The benefits of time management are that its challenge’s you to improve how you are organizing the schedule by making you understand on the time you have at your disposal and let’s focus on the most efficient way.

      
    4. Reflection  
Reflection is a process which involve feelings, making you contemplate on your errors and successes discovering how to improve in the future.
Description:
In the third week we had a class explaining reflection learning about different cycle of reflection: Gibb’s reflective cycle (1988), Kolb’s experimental learning cycle (1984), Driscoll’s model (1994,200).
 Eva and Regehr (2005) argued that the focus of reflective practice on self-assessment to identify desirable outcomes and goals is fundamentally flawed.
Feelings:
The lesson about reflection was interesting making me reflect on my weaknesses at the same time seeing the importance of the reflection.   
Evaluation:
Use of reflection will give me different perspective to identify new goals in the future.

Analysis:
 I discovered being a bit critical with yourself it’s not wrong it will help discover your strength and weaknesses which is the first step to be more confident and have the power to grow in the future.
Conclusion:
Identifying skills and knowledge I must improve, make me more confident give the possibility to by secure in decision I must do in the future.
Action plan:
In the future I will be more exigent with myself, reflecting in the past put in practice the new knowledge I apprehend trying to evolve for the better future. 
                                                          
    5.Summarising 
’’ Summarising means explaining an idea in a shortened form, in your own words, using most of the information from the original source without changing the meaning of the original’’
Description:
’’There is an art to good summarising. Keep in mind that your purpose is to use the source material by tying the ideas in the summary to the general point you are making.’’ 
Talking about a subject and making the reader understand that subject in a short idea it is a mean of summarizing.
Feelings: 
Summarising we learn from early age on the school feeling like I know all about that on the second part of this term but surprising doing activitys in the class I discovered new steps for a good summary, how important is to stay focus on the text, use the references when you summaries for you assessments is really important and new skills to improves.
Evolution:
Participating in class activity with the other students even if my answers were not good enough, they will help me to understand the skills I need to improve for write a good summary on my assesments.   
Analysis:
The key of summarising is a combinate writing and reading skills whichever give you the possibility to subtracts the main idea fom the text.
Conclusion:
I learn from that a good knowledge of reading, writing make you understand important ideas of the text and being focust on your work will be helpfull to complet assessments in the future. 
“Summarising is the best way to show your voice and convince the reader you understand what you are talking about.’’

 Action plan:
In the future I will try to focus more on my work, comprehend it and do research, practice on exercises to improve summarising skills.

6.  Presentation

Presentation it is a form of communication in the front of persons giving a speech by single person or a group on vary events.
Description:
For week ten on the first term we have to complete the first assessement doing a power point presentation about our dream job. I was happy from the moment our lecturer told us what the subject of presentation was, everything sound easy but doing it in front of the all class knowing your colleges and all the research is complicated work.    
Feelings:
I feel happy and exciting giving my first presentation and stresfull in the same time. The day before the presentation I had problems trying to upload  my work on moodle make me stress because was possible to not give the speech if not was upload on moodle the night before the presentation day. 
I was feeling extrimly anxciuos to start the presentation I worked hard to produse. My emotions was high while starting it and I froze like a statue but my brain was running 100 miles and hour trying to figur out what to do and how to do it i try to smile and speak what I remember . 
Evaluation:
Now it sounds a bit amusing how I was afraid and my body was shaking but learning how to do a speech made me feel more confident in the next time I’m going to perform a presentation. I hope everythink was ok for everyone that was present at my presentation. 
Analysis:
My lecturer help me to upload the presentation I was able to present hiding the emotion for the future presentation I need to preper better repet more time, to be confident and uploading early on moodle. 
Conclusion:
 Making a presentation is a mode to expres your ideas to a group of people, in my case in the front of my classmates and lecturer. I need to improve skills to do better, practice more home will help me to be more relaxed, confident, study the body language and improve verbal English. The experience was wonderful.   
Action plan:
On the next presentation I will be more concentreated on the task then try to be relaxed and confident with myself and in my way of speaking in front of others , I will achive this gole by practicing in the front of my family in advance as preparation for the future oportunitis of speaking infront a crowd of people . 
          7.Conclusion
In conclusion in this report I used the Gibb’s Reflectiv Cycle on time management, reflection, summarising and  on presentation the first assesment for Academic and Employability Skills.                                           In the issue Gib's Reflective Cycle can be a useful tool for considering experiences. Reflection's main goals are to guarante that we learn from are past actiones and mistakes to improve in how we accept our feelings and apply the information that we learned for the future occasions that will present themself.       Knowing what information and abilities I need to work on improving and expand will increase my confidence in speaking and enable me to feel secure while making future decisions that requaiers me to be calm.
Conclude that the reflection lesson was interesting since it open mind me to consider my flaws and qualitys  that I can improve upone while also realizing how important reflection is for my selfestime and keeping my mind organized.
In conclusion summarising help to develop a good writing skills and comprehend the reading in a more compact format. Knowledge we need in reseaching for to complete the assesments and vary tasks in my future career and adventurs I’m going to embark to feather expand my knowledge and experience which are essential in a beatter outcome of work.
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Appendices

An appendix contains additional information related to the
report but which is not essential to the main findings.

This can be consulted if the reader wishes but the report
should not depend on this.

You could include:

« details of interview questions

« statistical data

« aglossary of terms

«+ other information which may be useful for the reader.
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Report Writing

« You should then break down the main points into separate sections,
using sub-sections within each point where this helps to clarify the
information.

« Most reports have a progressive numbering system. The most
common system is the decimal notation system.

« The main sections are given single arabic numbers - 1, 2, 3 and so
on.

« Sub-sections are given a decimal number - 1.1, 1.2, 1.3 and so on.

« Sub-sections can be further divided into - 1.1.1, 1.1.2, 1.1.3 and so
on.
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