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[bookmark: _Toc102583536]1. Introduction
Skills and knowledge are the essential factors that need to be there in an individual in order to deliver an effective contribution to the workplace. Core skills need to be adopted by the employees to increase organisation's productivity. This report is focused on the reflection of the four skills and identifies the areas that need development. 
[bookmark: _Toc102583537]2. Discussion
[bookmark: _Toc102583538]2.1 Gibb’s model in Time management 
Time management is an essential skill that needs to be present in an individual in order to manage multiple tasks at the same time without violating the deadlines. According to Sainz et al. (2019), the conception of time determines people’s behaviour and life and several studies have been made on management and perception. The relationship of time management has been established with “economic variables” such as physical, anxiety, and psychological. The essence of time management skills lies in the fact that it helps a person in handling and monitoring several tasks at the same time. It can be analysed that this particular skill can help in focusing on the important and urgent tasks, rather than focusing on the goals that are not important. In order to focus on the goals, an individual needs to prepare a to-do list in order to prioritize the most important tasks. 
Description
As a student and employee, I know how hard it is to manage several projects and assignment within time. During the module I felt that sometimes I was not able fulfil all the task set or a particular assigment. Due to lack of 	Time management or not knowing how to apply certain skills.
Feelings
When I was given the projects at the same time, I took it in a challenging manner, I have also put in all my efforts in order to make them done within the same deadline. However, I felt sad and was disappointed the moment when I failed to deliver the two projects within the scheduled time.  
Evaluation
I can evaluate that this was a sour experience as it is not in my nature, however, there was also a good experience during my module , when I was appreciated for finishing a task faster than my peers or for  delivering a good presentation by my peers.
Analysis
I can analyse that this instance is quite unfortunate as this is one of the experiences that has helped me analyse that I have weaknesses in time management skills which can also lead to missing more urgent deadlines.
Conclusion 
To conclude, it can be analysed that I need to develop my time management skills in order to improve and capture greater opportunities in the future. 
Action plan
The action plan below would help me in planning action and ways of developing myself in the future.
	Goals 
	Tasks 
	Timebound 

	· To achieve good time management skills




· To manage several tasks at the same time/deadline
	I need to set my tasks early, prioritising, scheduling my tasks and deadlines by making a to-do list



I need to set early deadlines and practice handling multiple tasks at the same time
	6 months 






2 to 3 months 


Table 1: Action plan for time management skills 
(Source: Self-created)
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Academic writing serves as an effective tool of communication that helps in conveying acquired learning and knowledge in a specific domain of study. Writing in an academic manner will help students in analysing and conveying the understanding and engage in critical thinking along with focus on style and techniques. According to Schillings et al. (2018), written feedback plays an essential role in the acquiring of academic writing skills. Written feedback not only helps in enhancing writing skills but feedback also plays a major role in improving skills. It has been observed that students often put in a lot of effort in interpreting the feedback that they receive and fostering their writing skills in developing creativity and discovering the power of writing. Academic writing needs to be clear, concise, structured and must be easily interpretable by others. 
As stated by Çelik (2020), academic writing is a critical aspect of any learning program where the majority of people do not have adequate writing skills. Therefore, it is important to have academic writing skills in order to have academic writing skills for developing creative writing skills. 
Description
During my module, I participated regularly in class and developed my writing skills where I wrote an effective cover letter amongst other written tasks. However, when I presented my writing, I received good feedback but then I was not appreciated on my formatting. I even received feedback where I was told to improve my vocabulary skills for improving my writing as my cover letter was too extensive it could overwhelm an employer at first sight.
Feelings
When I was given the opportunity to share my task, I was quite nervous and anxious. I did plenty of research to produce unique content. Although, I was feeling unconfident with my writing. This is because I was struggling to gather my thoughts and ideas and did not know exactly how to omit irrelevant information.     
Evaluation
I could evaluate that when the professor gave me both positive and negative feedback, I understood that I have a weakness in writing skills,even though I have brainstormed plenty of ideas that have helped me in writing the essay creatively. 
Analysis
I have analysed that in order to deliver a good piece of academic writing, it is very important to have a good understanding and a good vocabulary in the writing skill. I have also realised that it is not only writing but the editing that needs to be perfect.
Conclusion
I can conclude that it is important to develop academic writing skills in order to produce creative pieces of writing. 
Action plan
	Goals 
	Tasks 
	Timebound 

	
· To gain vocabulary skills – for business terms/


· To learn editing skills and styles of writing
	I need to develop a reading habit, use the dictionary and make a habit of stocking words that relate to my course and my work.

I need to see online tutorials and get into computer courses 
	
2 months



6 months




Table 2: An action plan for academic writing skills 
(Source: Self-created)
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Gibb’s model of reflection provides a systematic approach to an experience that an individual had during a specific event or a situation. According to Sekarwinahyu et al. (2019), encouraging reflective skills requires problem-based learning to evaluate and reflect on a specific experience. 
[image: ]
Figure 1: Gibb’s reflective cycle
(Source: Ezezika and Johnston, 2022)
Gibb’s model consists of different stages that evaluate different stages of the experience of an individual. Description–Feelings-Evaluation-Analysis-Conclusion-Action plan are the prime stages in the model through which a structured plan is evaluated. Reflecting on the different stages in the reflection model ease and gives a proper structure to establish a methodical action plan. Public speaking skills are one of the major required skills in the class presentation which is derived from proper integration of skills. According to Ivanova et al. (2020), “the constituent element in communication competence” has become a necessary component to increase capability for presentation. An inexpressive representation can ruin the most effective and creative contents which is a major constraint in academic performance management. 
Description
During my module, there was a presentation element to the course. I made a presentation about my career goals in which I included my SWOT analysis and personal development plan. This was the first presentation I had done in a very long time, but I was confident in the material I was delivering. 
Feelings
I felt very confident while delivering my presentation in front of my peers, I was able to speak rather than read of the Power Point and engage with the audience. However I was disappointed because I felt that I may not have followed the correct assignment brief, I also felt that I had not provided all the information necessary. But overall I had displayed good communication skills.
Evaluation
I enhanced my research skill in the presentation which, in my opinion, is one of the much-required skills in academics. Other than that, I appreciated the fact that the presentation helped me to identify my weaknesses that can be helpful to develop my future action plan. I also learned that my communication skill is not weak. It is a matter of making sure I am following the assignment brief correctly.
Analysis
I realised that in order to be successful in my future career path, I have to conduct a good research, but overall I was happy with how I delivered my presentation. If I had had more information, my presentation would have felt more complete.
Conclusion
It can be concluded from the overall experience that I have scopes to enhance my pre-existed skills as well as learn new skills. It is just a matter of practice and determination 
Action plan
	Goals
	Tasks
	Time-bound 

	Continue effective body language
	I have to practice several body languages that can improve my presence in a room. I will practise making eye contact with my audience and I will analyse my audience before the presentation takes place. 
	indefinite

	Speaking with confidence 
	I will practise public speaking and giving speeches at my home and in the classrooms as well. 
	1 month


Table 3: An action plan for presentation skills
(Source: Self-developed)
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Developing quality skills and integrating them into the learning experience can be stated as one of the most effective components of learning methods. According to Ibrahima et al.  (2020), integrating intelligence theories in learning methods advances learning strengths. The online learning experience has been a newly added feature in academic learning that has created several constraints for the students. Other than that, Mirķe et al. (2019), states that developing digital skills and comprehension skills are two of the most essential skills that can be integrated into the online learning process. Other than that, developing skills that can be integrated into the online learning process is an essential aspect of learning development. The plan below has established an online learning experience in which my own experience will be evaluated.  
Description: In the first half of 2020, my class announced a complete shutdown in offline learning and transformed the overall process into online. It was a completely new experience for me as I had no idea about the online learning method or how it functions. Our teachers would schedule subject-based classes in which every student in a section had to join and learn together. 
Feelings: At first, it was exciting and interesting for me as it was a completely new experience for me. On the other hand, it has also been one of the major aspects of the learning process to evaluate my overall learning process from the classroom. However, I faced several issues regarding my poor listening skills which have been one of the major constraints in the experience. Other than that, my note-taking skills were also greatly affected which has been an essential skill I had to integrate. 
Evaluation: Two specific weaknesses that I had realised about myself were somehow, in my opinion, the main reasons why I failed in more than two class tests in a row. I had discussed it with my classmates and it has been different for each one of them. Some of them were facing communication issues and some of them, like me, had difficulties taking notes at that speed.
Analysis: I realised that in order to gain enough success in my academics, it was the most important factor to realise my strengths and weaknesses. I had to take effective measurements to eliminate the constraints. 
Conclusion: It can be concluded from the analysis above that the overall analysis has helped to identify my strengths and weaknesses that I have to consider in my future learning activity. I have to change my slow adaptation and increase my active listening skills which have been one of the most critical aspects of the process. 
Action plan: 
	Goals
	Tasks
	Time-bound 

	Active listening skills development 
	I have to practice listening to the teachers by improving my concentration. I will also develop critical communication skills to increase my speaking ability.
	
1-month

	Writing speed enhancement 
	I will maintain a structured process of taking notes which can be proven effective in the online learning class.
	
2 months


Table 4: Action plan for an online learning experience
(Source: Self-developed)
[bookmark: _Toc102583542]3. Conclusion 
From the above discussion, it can be understood that each and every skill is important for an individual to gain insights and achieve the goals and objectives in life. The four skills have been presented and with instances, they have been investigated along with the action plan. This action plan describes the areas that need to be developed.  I felt that this module has helped me to analyse certain aspects and put actions into practice.
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