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Introduction
I will start by explaining Gibbs reflective cycle.                                                                I will try to use this method to do this Task of Reflecting on my learning in this Module. First lesson we learned about Time management. How to make most of the time effectively and efficiently.                                                                                          Then I will write about Analytical and Critical thinking skills, explain what I have Learned. I will go on revealing my Online Learning Experiences.                         Ending with conclusions of my whole learning experience and process for this term.

Gibb’s Reflective Cycle
Gibbs reflective cycle: Reflective Cycle was invented by Graham Gibbs, a demonstration of learning processes. Explains the 6 stages of learning experiences encountering up-on a situation, good or bad.
· Description- details of what happened, who else were there, what all did, for what reason all were there, what did people involved wanted to happen.
· Feelings- what was the feeling before and after the encounter, has it change after the situation, what are the feelings now.
· Evaluation- what was the good and bad outcome of the encounter, what all involved did, positive and negative actions.
· Analysis- what accoutred the situation, why things went well or did not, what helped or not helped.
· Conclusion- what lessons been learned, positive or negative way. What could have prevented or what provoked it.
· Action plan- what you would do differently if you had to encounter the same situation again, what skills or ability you need, what you would change.                                                                                                                                                                                                                                               




Page 2
[image: ]
(Gibbs. G, 1988)

Time Management / Organising Study      
A crucial part of our daily life specially in our professional life Organising and Managing Time is a big factor. Many of us struggle to stay on top of things, not able to gets things done and build up back locks, eventually lead to stress and decrees our ability to do more. Every individual has different way of organising and manage time to accommodate everyday activities to their lives. Personally, I am always busy never have enough hours to finish my chores. In class for the first time, I learnt two of the famous known constructive method of time management and organising methods.  The Eisenhower ‘get things done’ (Mar 26, 2017)
The Eisenhower Matrix
        URGENT                               NOT URGENT                            
	DOT IT NOW
	DO IT SOON

	   Work deadlines, urgent medical issues, serious problems

	 Health, relationship, preventing, future goal


	  URGENT – NOT IMPORTANT
	NOT URGENT – NOT IMPORTANT

	Unexpected interruption, random situation and events.
Get someone else to do it / reschedule.
	Watching T.V. catching up with other people, texting 
Do it later or Avoid.
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Second Method I have learned is the Pareto Analysis of 80/20 
Vilfredo Pareto Italian economist’s effective technics for business to get better outcome. Shows how we can use time very productive way. Doing more and longer does not mean we will get great results. It will only make us busy tired and less productive. We can spend time efferently and get more target tasks done in 2 hours instead of working full 9 hours shift. Pareto analysis explains that 80% of the benefit of a projects can be achieved by doing 20% of the work. (Kenton, 2019)
80% INPUT ------>>>20% OUTPUT               80% OUTPUT<<<------20%INPUT      
Conclusion is 20% of my effort can achieve more results then trying to do 80% of my hard work. All depend on my ability and skills I have acquired. “I never heard of these terms in my whole life”.
I was not aware of how effective the methods were until unknowingly I actually tried it and thought about it. When I was doing my assignments. I was struggling to understand what I needed to do, ended up doing so much unrelated work, wasting time. Although I was staying up late, but I was not producing much of the needed work. I decided to not to stress and prioritize on urgent chores, leave some of the stuff to do later or another day. Which allowed me to find time to do my course work on time. What I learnt is I must change my way of doing things. Enrolling to this course is another activity in my life, that I must accommodate but not trying to do everything like before, sort out the urgent and important activity/chores and give myself enough time and rest. Of course, I had to use lots of other new skills that had come to my attention during my lessons!
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Analytical and Critical thinking skills
Analytical thinking demonstrates looking complex information in more depths, to think Criticality is to find solution can be very helpful for making crucial decisions. Ability to research and analyse information, spotting risk, considering all possible aspects of the outcome. (Duszyński, 2020) Analytical skills are mixture of hard and soft skills which are needed in any job which make a person employable to employers. 

It is not correct to say Analytical skills are same as Critical thinking, but they are very similar and complement each other. Able to practise both skills are a great credibility. Thinking with both skills can boost productivity and improve company's performance. Both skills are very versatile and transferable and can be very useful to any professional settings. 
The way to develop these essential skills I can read work related books, magazines, articles, professional business reports. Observe people in workplace and think about other colleagues’ work/tasks how I would find a way to do better than them. Ask questions and find alternative solution or answer. Play brain games exercisers my own brain to keep active, which will help me to think fast. (19, October 2017) But these skills are consisting of other vital skills which now I know as Hard skills and Soft skills. What I have learnt from lecturer and research is having adaptive skills, can help me to be more efficient at my private and professional life, manage workload, adjust to demands of the job.
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As I am a practical learner I learn quickly if I see in real or interact in person. Nevertheless, I would like to start with positive note. I enrolled to this course knowing that it will be online, due to the COVID-19 as I always wanted to go back to study but was unable due to personal family situation. But this pandemic turned into an advantage for me. 
Learning online gave me the courage to enter education after 20 years of gap. I did not have any insight of how I was going to do things or what involves to completing the assignments. All I thought of is, I do not have to worry about travelling as I would have had to travel by 3 different train routes, in difficult weather conditions. I would of had to take time off from work to accommodate classes. Being online I had to make somewhat changes to be able to attend lessons in comfort of my own home, which was easy then finding extra hours for travel to go to the university. I was able to use my computer, with my basic computer use knowledge, I was still able to access my resources and classes. Appreciating the opportunity, I was self-motivated to get on with this new added responsibility and chores to my already hectic daily routine.
My real-life learning experience online has been bit of a up and down journey so far for this term. I wasn’t able to access online library books or resources at all. I did not apprehend the amount of information I was to acknowledge each lesson; it was overwhelming. 4 hours of listening to someone, starring at a screen was a bit effortful, adding the pressure of taking in the information and understanding it was a challenge for me. Sometimes I was just listening but not really understanding. Sometime got distracted with housework, children talking to me. Online learning does pose great strain to find right place to sit in the house. For me it was my dining room it was available but was not the best place. Internet signals were bad, centre of the house so everybody coming, going and talking. I was fascinated with the all-new knowledge; I was acquiring but I was unable to process this into my own understanding.                                                                                                                                  
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I was always asking lot of questions but still I was a bit shay to admit I did not get it. Sometime teacher had difficulties understanding what I am asking. All that led me to fall behind my course work. Wasted lot of crucial time doing unnecessary work. By the time I realize the set work, I did not have much time. I had to rush to keep up with the deadlines. Our group task was a disaster as out 5 members 2 of them completely decided not to contribute at all. After so many attempts to get them to motivate to do the task. They just led us to think they are doing work but that was not the case. If it were not online may be the scenario would have been different.

Conclusion
I have tried to attend other online classes to improve my English language, Reading and Writing skills with Sylvia Hoffmann. I have learnt to be more organised, set targets, accommodate and prioritize important stuff, accomplish things satisfy me as an individual and not just to do things for the rest of the people in my life. I have established so many skills that I did not count as skills and I used this during my learning in this term. I have boosted my self-esteem, self-motivation despite all my personal obstacle in daily life. I have improved my collaboration and Virtual communications. I have defined my critical thinking, established many new technical, digital skills like PowerPoint, excel etc.  I have taught myself to be more persistence. Learnt a whole new vocabulary words that I did not have any knowledge of. Accomplished and improved reading and writing skills, encounter with new digital tools to communicate with lectures and colleagues; links, share, edit, OneDrive...!!
I would say my Online learning experience is a positive one. If it were not online, I would not have been in education now, my motivation to get back to study was because the lessons going to be online. Despite all strenuous challenges of not having the expertise of IT skills and lack of academic skills I am still inspired and excited to carry on with the course.                                                                                          
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