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[bookmark: _Toc110852391]1.Introduction 

The aim of this report is to reflect on the learning that has been made during the module. I will be presenting four topics such as: time management, academic writing, paraphrasing, and public speaking. I will be demonstrating I have understood them, as well as reflecting on how effective they have been for me. Furthermore, I will examine my current knowledge as well as what I have learnt in class. 

The reflection on the module in this report will include the Gibb’s Reflective Cycle (1988). 
This model is a theoretical framework composed of six stages which I am supposed to go through each one in order to reflect and evaluate all my learning that has been gained during this model. The six stages include: Description, Feeling, Evaluation, Analysing, Conclusion and Action Plan (Husebø, O'Regan and Nestel, 2015). 
[bookmark: _Toc110779188][bookmark: _Toc110779406][bookmark: _Toc110779477][bookmark: _Toc110779531][bookmark: _Toc110779597][bookmark: _Toc110852392]2.Gibbs reflective model 

[bookmark: _Toc110779189][bookmark: _Toc110779407][bookmark: _Toc110779478][bookmark: _Toc110779532][bookmark: _Toc110779598][bookmark: _Toc110852393]2.1 Description 
I am a student of Certificate of Higher Education, and for my first module named ‘Academic and Employability Skills’ I am required to write 2000 words report. This report will include all the skills which have been presented in the module, how these are useful for me as well as what I need to improve on. 

[bookmark: _Toc110779190][bookmark: _Toc110779408][bookmark: _Toc110779479][bookmark: _Toc110779533][bookmark: _Toc110779599][bookmark: _Toc110852394]2.1.2 Time management 
In my first lesson as a student of Certificate of Higher Education I have been presented by Anita, my first module which is Academic and Employability Skills. Anita is my lecturer who firstly taught me the importance of ‘time management’. I was able to quickly realise that in order to achieve all my tasks for the day, I must put them in an order of importance from ‘very important’ to ‘less important’ and prioritising my most important tasks first and then completing my less important tasks. In our classroom we have discussed how time management can be effective and the benefits of this as a student, and how this will result in greater academic performance (Adams and Blair, 2019). I have also been presented with useful tools which give a higher success rate of achieving goals in the right time. An example of this includes Specific, Measurable, Attainable, Realistic, Time-bound referred to as ‘SMART’ goals. Moreover, it leads to greater productivity and efficiency, and it gives me more opportunities to achieve my life and career goals. 

[bookmark: _Toc110779409][bookmark: _Toc110779480][bookmark: _Toc110779534][bookmark: _Toc110779600][bookmark: _Toc110852395]2.1.3 Academic writing 
The following lesson I have been presented with the importance of ‘academic writing’.  Academic writing is a combination of different factors; it must be clear, organised, concise, and supported by evidence (Caldwell, Stapleford and Tinker, 2018). Anita discussed the importance of academic writing to be used by students. In addition, academic writing is a requirement for students to achieve their degree. As a student I am asked to continue to develop my academic writing throughout my student’s life, processing from level 4 to level 5 and then level 6. 

[bookmark: _Toc110779601][bookmark: _Toc110852396]2.1.4 Paraphrasing 
Putting someone else's ideas into your own words is known as paraphrasing. In order to successfully paraphrase, I must change the words and the structure, but keeping the same meaning as the original. I have been shown techniques to present the same meaning differently by, using synonyms, changing word class and changing word order (Eapfoundation.com, 2022). To learn how to ‘paraphrase’, Anita has explained what paraphrasing is and shown me a few examples. I have then tried to do a few exercises myself which made me understand the concept of paraphrasing. 
Furthermore, it has been made clear that I MUST always do the following retain the meaning of the original, have different structure, be grammatically correct and have correct spelling. By paraphrasing, I show that I understand and that I can communicate this information by using my own words. 

[bookmark: _Toc110779602][bookmark: _Toc110852397]2.1.5 Public speaking 
Communication of information to a live audience is known as public speaking
(Corporate Finance Institute, 2022). During the lectures on public speaking, I have been presented all the necessary information to have a successful presentation. The presentation included the following; how to prepare myself for the PowerPoint presentation in terms of: Pre-talk Preparation, Handouts Opening, Speaking, Body language, Questions, Length, Behaviour. Finally, I must have a conclusion to summarize all that has been presented. In the module the lectures also made us aware of the fact that skills in public speaking are necessary to have among us to demonstrate effective presentation skills as during this we are required to speak in front of a single or group of audience. Therefore, the presence of effective skills in public speaking is essential for me.

[bookmark: _Toc110779410][bookmark: _Toc110779481][bookmark: _Toc110779535][bookmark: _Toc110779603][bookmark: _Toc110852398]2.2 Feelings 
I am going to explore my feeling and thoughts regarding the lectures arranged in time management, academic writing, paraphrasing, and public speaking. When I initially stated the higher education course, I have been feeling a mixture of emotions such as feeling excited, anxious, and quite worried about all the work that this course involves. I was not confident enough that I would be able to complete my work/report within time. I was not sure how I am going to accommodate as a student, learning new information about this course. I found it difficult to start with as English is my second language. I have gone from a full-time job to doing a full-time job as well as full time educational course. Therefore, listening to the suggestions of the lecturers regarding time management I have stated to feel more confident regarding the competition of my course. Time management has been very important since starting this course as this made me more organised to achieve all my tasks in a timely and effective manner. Furthermore, I have been specifically worried and anxious about academic writing. However, by attending the lectures on academic writing, | have started to feel more confident about my writing. I have started to feel that if I follow the instructions on academic writing provided by my university, I will have the right knowledge to get good marks in my reports. Following instructions given on academic writing, my writing will be more structed and more logical which will help me get better marks. Anita taught me about the importance of academic writing and how to achieve this, providing examples and always encouraged me to seek support if needed. I used to feel nervous during giving a presentation; however, lectures on public speaking in the module have enhanced confidence within me to speak in front of audiences that can help me to present any topic or issue more effectively. 

[bookmark: _Toc110779411][bookmark: _Toc110779482][bookmark: _Toc110779536][bookmark: _Toc110779604][bookmark: _Toc110852399]2.3 Evaluation 
As the module has now finished, I can say that everything which has been taught in this module has been extremely useful for my future journey as a student. There are several benefits of time management which include greater academic performance, greater productivity and efficiency and it gives more opportunities to achieve my life and career goals. Academic writing is beneficial for achieving my desired career especially for writing my reports progressing to level 5 and level 6. Paraphrasing is useful for me as I can now express my ideas and facts in my own words by using synonyms, changing word class and changing word order. This is also a way of demonstrating I understand the information. By learning about public speaking, I am now more aware of what it involves, how to prepare and how to present. Doing my public speaking presentation, I have developed my confidence to speak. I have effective verbal communication which is a necessary skill that is required to be proved as an effective public speaker giving presentations.

[bookmark: _Toc110779412][bookmark: _Toc110779483][bookmark: _Toc110779537][bookmark: _Toc110779605][bookmark: _Toc110852400]2.4 Analysing 
Overall all the lessons which have been held by Anita, helped me to improve my knowledge on everything which has been presented, these include: time management, academic writing, paraphrasing and public speaking. These are all very important skills to have in order to achieve my goals and future career. The most important skill I have learnt was to use the SMART goals tool in order to set out all my tasks for a higher success rate of achievement. The sessions held have also been very beneficial as I have met my colleagues and was able to discuss anything I was unsure of. This has also opened opportunities to improve my teamwork skills. 

[bookmark: _Toc110779413][bookmark: _Toc110779484][bookmark: _Toc110852401]2.5 Conclusion
Using Gibbs reflective model, I was able to reflect on what I am doing well and what I need more help with. I understood the importance of time management and that without time management skills, I cannot achieve my reports in the time given and therefore this could lead to consequences such as not being able to continue with my studies. Therefore, a daily fixed routine is necessary for me to demonstrate effective skills in time management and to organise study timings more effective. Furthermore, in order to achieve a good piece of academic writing, I need to make sure that texts are well structured, organised, and logical represented. This is a requirement for students in order to achieve the desired degree.  
Paraphrasing is much easier now after the lessons which have been presented, as I can now express my ideas in my own words. I am now more a more confident after doing my public speaking. 

[bookmark: _Toc110779414][bookmark: _Toc110779485][bookmark: _Toc110852402]2.6 Action plan
In order to complete my report, it was necessary to go back though all the sessions which have been presented by Anita. This was very beneficial for me to gain even more knowledge and help me understand any missing details which I was not sure in the class. For my future sessions, I am going to take more notes and ask more questions. I will also search the next modules before the lessons are being presented in order to focus more effectively in the lectures.  
[bookmark: _Toc110779415][bookmark: _Toc110779486][bookmark: _Toc110779538][bookmark: _Toc110779606][bookmark: _Toc110852403]3.Conclusion
Overall, it can be concluded that Gibb's reflective cycle is one of the best models for reflection that can be used. To reflect on the specific situations by using Gibb's reflective cycle, I must go through all the discussed stages of reflection. The maintenance of a daily routine and start doing tasks early are the most necessary initiatives that should be taken by individuals to demonstrate effective skills in time management as well as using SMART goals techniques. To be proved as effective public speakers during giving presentations, effective verbal communication skills, interpersonal skills and confidence are necessary skills to have for an effective presentation. 
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