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[bookmark: _Toc59209376]INTRODUCTION
[bookmark: _Toc59209377]GIBB’S REFLECTIVE CYCLE
The purpose of this task is to reflect on my learning experience during this first module and in doing this I will have to use and discuss three topics of my choice from those already covered. In order to reflect in my learning experience, I will use the Gibb's Reflective Cycle method.
[bookmark: _Hlk59220242]One of the most popular cyclical patterns of reflection that guides through six stages of exploring an experience: description, feelings, evaluation, analysis, conclusion and action plan. (Anon., 2019) During this first period I have dealt with different topics, but I feel I want to talk and address three of those that I believe have helped me and that will help me more in the future and that are: public speaking, cover letter and time management.










[bookmark: _Toc59209378] DESCRIPTION
The purpose of this report is to tell how I dealt with the topics of this first session but also to explore and understand how I have changed and what I have learned from this experience. One of the most significant ways of communication is public speaking because it enables us to make people understand how we think about a subject or an argument, generate connections and influence decisions. (Barnard, 2017)  During the lesson, the lecturer pointed out the key points to have an excellent public speaking skill, including how to better prepare myself before a presentation, practice to become more familiar with speech, how to keep the tone of my voice, how to handle body language or just how I should dress to make a good impression. In addition to her explanations, she wanted to show us some videos of different speakers. The goal of that gesture was not only to show us how we should present, but also that each of us has different ways of presenting and that we just have to find the right one for us. After watching each video there was a moment of reflection, to analyse how each presenter spoke or moved. The lecturer also pointed out to calculate the length of my speech based on the time I have available. I had the chance to put myself into action during the first presentation for the module academic and employability skills. The purpose of the presentation was to reflect and present some skills all based on my future career. On that occasion I used the skills I acquired, and it went quite well but I still need improvements. After the presentation I received some feedback from the lecturers which I will definitely take into consideration for next time.
As at the beginning of every new topic, the lecturer asked if I knew what a cover letter was. I already knew what a cover letter was but during the lessons I noticed that my knowledge was limited. During the session, the lecturer showed some examples of cover letters, that we have analysed together, and some videos. Before the end of that lesson, she assigned a task in which I had to write about the skills I have, and then at the end of the time, read it to the class. It was a very useful task because then I was able to add what I wrote to my cover letter.
Time management is one of the first skills I acquired during these lessons. During the explanations I faced different methods to have a good time management skill, saw several videos of some professors talking about the subject and then discuss them. As for the Eisenhower method, in order to better understand it, I completed a task in which based on the method I had to be able to put the commitments in the right place based on their importance or urgency. It was not difficult for me to complete this task because even before knowing this method I was already organizing my work based on urgency and importance.


[bookmark: _Toc59209379]  FEELINGS
At first, during the explanations, I sometimes found myself a bit confused and not at ease because it was the first time I was taking lessons online and with a new teacher. In the end I managed to absorb all the explanations at best and if in doubt ask the lecturer for clarification. The skills I acquired taught me a lot, especially those of public speaking, because they helped me during my presentation for academic and employability skills.  Knowing that I understood and used an additional ability allowed me to feel more confident and positive during the presentation. 
In this last period the time management skills have helped me a lot, thanks to it I am able to manage my time efficiently and intelligently, to avoid not being able to do my task before the deadline and helps me to reach my goals quicker and more easily. This ability allows me to do more in a short period, which then leads me to have more free time to dedicate to myself.
As for the cover letter, I have not needed it yet because I have not had the opportunity to use it, but it is still useful in the future when I have to apply for a job. But instead, I had the opportunity during some class activities to fill it out, even if not completely.


[bookmark: _Toc59209380]  EVALUATION
I think there is no negative part in learning new skills, we lose more in not having them than the opposite, in fact every time we learn a new skill our speed of learning increases. But not only that, because our ability to adapt to change also increases. One of the challenges I have had to face is about the language. I have a good understanding, but at the beginning I had to rely on the slides present on Moodle to be able to follow the explanations at best. Another negative thing I would like to bring to light was the technical problems I had at times. Very often due to the internet being too slow other times for unknown reasons. Sometimes it happened to lose the connection and with that a part of the lesson and this lasted until the connection returned to normal.










[bookmark: _Toc59209381]  ANALYSIS
I feel that having the skill of public speaking is a very important resource, because generally it is thought that this skill is related only to work but in reality, it is much more than that. This skill is one of the most important forms of communication. With it we can express our opinion regarding a topic, influence decisions and attract the attention of our audience to deliver a message. Having learned this ability would be really helpful for the job that I am going to do. Part of the model manager job is focused on selling and introducing the model to clients, talking about her skills and why the client should choose one model over another. It is important to improve this ability because it will benefit me not only in public speaking environments, but also throughout my life. This skill helped me learn the importance of body language, because even if we do not realize it, our body also communicates, it is just a non-verbal communication.
I think that learning how to write a cover letter will help me a lot when it comes time to apply for a job. A good cover letter can increase my chance of being invited to an interview, it can get me out of the competition and with it the interviewers can already get an idea of who I am and what I can bring to the company. When you apply for a job and therefore have to fill out a cover letter, I think it is important not only to focus on why you want the job or why they should choose you rather than another candidate. During the lessons I realized that I also have to enter what I can offer the company, what types of skills I have and how the company choosing me will benefit from it. I took for granted the importance of the cover letter and I thought that presenting only the CV could be enough, but I am wrong to think so.
I believe that one of the skills I have acquired and of which I have recognized the importance is the skill of time management. I feel that having learned this skill has helped me a lot in managing my time, work and studies. It is important to have good time management whether it is about university or work but also about private life, because by managing the little things of our life we can manage our life in general. I say this because if we are not able to organize ourselves, we end up stressing and not doing our job or doing it badly. If we have this ability, we are able to deliver all our jobs on time and in the best way possible. We have learned two techniques that are really useful for effective time management skills: Pareto 80 - 20 rules and Eisenhower method. The Pareto Rules is the one I always use because it helps me to prioritize and complete most of my tasks in the shortest possible time. It is a simple principle to understand, to use but also very versatile. The interesting thing about this rule is that it can be used in a lot of areas, including: computing, business, industry and sport. As regards the Eisenhower method I think that is the one I use the least, but it is still useful because it allows me to quickly identify the most urgent activities, that I therefore have to complete first but also the less urgent ones that I can complete last. This approach is going to be very helpful to me when I start working as a manager, since it helps me to recognize non-urgent and not important tasks, which I can then delegate to someone else and then give priority to urgent or essential tasks.

























[bookmark: _Toc59209382]  CONCLUSION
At the end of this report, I think I could have added another skill among the ones I covered in class. I certainly could have done more research than I did, have spent more time consulting articles on the topics I have covered and be able to have a wider range of knowledge in order to develop a report with a better quality.

[bookmark: _Toc59209383]  ACTION PLAN
If I were to write a reflective report in the future I would do almost everything in the same way and with the same structure. I have enjoyed using the Gibb's method very well and I think it was useful to reflect on my experience. The only thing I would change is my attitude during the lessons, next time I could write down immediately after the lesson what I found difficult about that topic and what not in order to complete the evaluation part in the best possible way. I would have definitely taken more notes and I would have compared myself with my classmates regarding the different topics. By doing this, I simplify my work for when I have to write a report again. For the rest I would leave everything as it is, I liked the topics I covered and how I discussed them.





[bookmark: _Toc59209384]  CONCLUSION
Many people find it more effective to learn from experience, but after learning you also have to reflect, think about what you did wrong, what to improve the next time and if you have found any weaknesses think of ways to improve them.  Gibb's method is the best way to analyse experience because it encourages people to think systematically about the experience they have had. This method provides a framework for analysing experiences and helped me learn and plan from things that went well or did not go well. It is really important to cultivate reflective practice because it helps to develop creative thinking skills, increases comprehension of others and therefore makes people more involved in work. (Anon., 2019)
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