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Introduction
This report is to write a reflective report based on previous experiences after writing an academic report and presenting a group presentation. A brief description of the reflection on experiences will be written related to each topic that was researched, how an individual felt about the entire process and how they could have done tasks differently It will incorporate key information and suitable literature for the duration of this report. As this is a reflective report, Bassot (2020) explains that there are several reflection models that can be used to write reflective writing, such as the Gibbs (1988), Era Model (2013), Driscoll's (2007)'What? 'Model, and Kolb's (1984) experimental learning cycle, but the Gibbs (1988) reflective cycle will be used for this report. This method allows individuals to elaborate on previous experiences and describe their feelings during the experience in greater detail and to reflect on how to deal with similar situations in the future. A PDP will be included to help set realistic goals for improving knowledge and developing skills further. 
Reflective writing
[bookmark: _Int_w9pRQi6O][bookmark: _Int_lAfBfBQl][bookmark: _Int_URr2LEys]Reflective writing is critical in motivating students to consider how they can achieve their goals in a serious and keen manner (Tawanwongsri et al 2019). Reflection is when an individual looks back on previous events, such as academic and personal experiences. It allows the individuals to consider what they could have achieved a better outcome. They can explain a brief scenario including, how they felt during their experience. There are numerous methods for writing reflective writing, but the Gibbs (1988) reflective writing cycle is popular among students (Sekarwinahyu 2019). Morrison (1996) states reflection is important in health and social care because it allows to correct mistakes made in situations in the care sector. Moreover, it can be difficult to understand how this can be done successfully at times (cited by Husebo 2015). This practise, according to Shepard and Jensen (1990), is considered a significant way of improving knowledge and supporting change in everyday occurrences, allowing individuals to learn from previous experiences (cited in Maloney 2012). 
Reflection Model: Gibbs reflective cycle
[bookmark: _Int_F2j8b32E]This reﬂective model is an effective method for working through an experience. This can be an individual or team encounter. Professor Graham Gibbs (1988) proposed this concept, this template is frequently used by learners and professionals to write reflective tasks (Sekarwinahyu 2019). The Gibbs reflective cycle is one of the well-known reflective cycles enabling individuals to identify the most important tasks that ended up going well or bad It is divided into six stages such as: description, feelings, evaluation, analysis, conclusion, and action. Graham Gibbs revised the reflective cycle to account for the importance of human feelings in studies (Gibbs 1988), to analyse and elaborate on situations taken place, and how individuals feel, evaluate positive and negative experiences, what you have realised, what could have been done differently, and plan what action you might take if it occurs again (Lawrence 2008).
Reflect Task 1 – Academic Report
Description
[bookmark: _Int_FjuPIv0T]I was given an academic report task to carry out research on what are the most effective ways to motivate staff. I collected literature using the four sources that were provided to me by my lecturer, the university library and google scholar and making sure the information collected was up to date, by using the Craap test. I was shown various skills such as note taking, research, time management and teamwork, to helped me understand how I would need to write my report. I learnt how to reference and cite relevant literature that was required, using the Harvard style. Once I gathered the information that was relevant, I started to outline main points for my research and wrote small paragraphs and then started to put the report together. 
Feelings
I was extremely nervous at first, and my mind would go blank at times because this was all new to me. I have never written an academic report or conducted literature research using specific websites. It stressed me out when I had to figure out if the sources were accurate or not; I was unsure where to start and wanted to give up at times, but I eventually got started by asking questions of my lecturer, who supported me, this made me feel a little more confident.
Evaluation
When I reflect on the experiences I had while composing my report, the worst experience was having to start writing it because I struggled and found it difficult to understanding what I required and how it would be put into my report. However, after speaking with my lecturer, he offered me assistance and motivated me to write notes on key points and begin from there. Whereas the positive experience was that I was able to find literature related to my work using information provided by my lecturer and some assistance from my peers. Kolb's learning cycle demonstrates how experience is transformed into ideas through reflection, which are then used as guidance for discovering through experience and the development of appropriate personal experience (Healey and Jenkins 2000). 
Analysis
My note taking was not as good as I had hoped, as it was what took most of my time trying to make sense of them when I looked back to use for my report, so I realised having necessary note taking skills is essential to help with in higher education (Chang and Ku 2015). My research skills were my strength because I was able to easily locate literature on my topic. I think to have both these skills is critical because they will save you time when gathering information to incorporate and use in the report.
Conclusion
I could have handled it differently, making better use of my time, by not writing down everything my lecturer said because it was confusing to reflect on and made little sense. Instead of overburdening the library with articles for other assignments, I could have saved only those that were most relevant to the report I was working on. I believe I could have improved my time management skills and planned better if I had set more realistic times and days for this task.
Action Plan
If I had to do another academic report, I would plan and prepare myself better by managing my time wisely, being more organised in taking only necessary notes related to the study and devoting more time and dedication to my assignment. To improve my employability and academic skills, I would need to focus on enhancing my time management, note-taking, and critical thinking skills to improve my academic writing abilities for the future.
Reflect Task 2 - Reflective Report
Description
In week 7 a group was formed by my lecturer this was so I could create a job advert as a team. Firstly, one of my group members was online, a group chat was created through Ms Teams to communicate so we could create a job advert for a healthcare assistant. The presentation was shared by outlook to give access to work on each section. I was allocated to work on the benefits and pay section. I practiced the slides alone and in front my team members. The In week 8, I prepared my notes and communicated with the two team members who were at campus on day of presentation. Unfortunately, the team went from 5 to 3 members on the day. This left me to cover an extra slide without any preparation or notice. Thankfully, my two team members made me feel confident and I presented well.
Feelings
I was feeling very anxious and nervous because one of our team members was online, and even though we had a team chat, I realised no one was really communicating and due to the lack of communication this influenced the presentation missing key points. My motivation levels were low as two members backed out on the day, leaving me to do extra. It was very irritating and inconsiderate of them not putting in enough effort as a team. Reflecting closely, I am delighted with how well I performed.
Evaluation
Looking back, I would say that my bad experience was communication, there was not enough effort put in by everyone to organise the job vacancy. The team started to lack out on communicating with each other, and this is how key information for the task was missed out. On the other hand, the positive experience during this presentation was teamwork, two of my team members motivated me, this made me confident in presenting without hesitation and not letting them down. 
Analysis
The reason the advert was incomplete because there was no plan or structure in place, with two members of the team being unable to participate resulting in insufficient group communication and contribution. If the approach had been realistic, it would have been more effective. Stacey (2009) points out, a team cannot be a group with just one person; it takes more effort. Appointing a team leader could have kept the group interested and linked through communication, resulting in improved teamwork. In the future, being aware of group communication will be beneficial when working individually on a group task, as it will aid in identifying individuals' strengths and weaknesses. If acceptable imperfections exist side by side with the strengths of an identified teamwork, they help to improve the picture that individual is trying to present (Belbin 2010).
Conclusion
I believe that if the assignment had been explained in greater depth, such as focusing on the core job aspects rather than the layout, the structure would have improved. I could have suggested at what was necessary to develop a better understanding of the whole task. The outcome would have been different if I had taken the lead on this task.
Action Plan
[bookmark: _Int_aRU1NASr]If I were to do it all over again, I would plan ahead of time and organise things differently. I would assign a team member to take the lead in future, leadership is a talent that ehances organisation. I would like to improve and build teamwork, such as having everyone act equally accountable for finishing the work and ensuring that everyone contributes to the task. Another skill I would work on is public speaking, to gain confidence when speaking or presenting in front of an audience.
PDP
This PDP is based on the input we obtained from our peers regarding which talents I need to develop. I will use my personal development plan to outline the goals and set for myself in the future to help me continue to develop and improve my skills.
	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Teamwork

	I would make a greater effort to achieve the team goal by sharing and discussing information in greater depth and collaborating through the work as a team rather than allowing one individual to do all the work.

	This will improve my teamwork and critical thinking skills within a group by sharing equal responsibilities amongst the group. It will also improve communication and listening skills, making sure instructions and ideas are followed.
	I will know if I achieved this when I work in a group again and receive positive feedback

	I think I would achieve this within 3 – 4 months or when I do another teamwork work activity.


	2. Public speaking
	I would practice alone or in front of team members and family members to be able to speak in public without hesitating.

	This will Improve my speaking skills, to enable me to speak openly and confidently in front of an audience
	 After receiving feedback from my peers and when I know I will not need to look back at the board and notes.

	I think I may achieve this when I do another presentation or in a 3–6-month period.


	3. Organisation skills
	I would make sure I research in depth for information that is required 
	It will improve my organising and planning skills.

	When I receive feedback the next time, I do one.

	I will achieve it when I do another job ad or in 3 months' time




Conclusion
Overall, I learned a variety of skills from both of my tasks, including teamwork, public speaking, communication, listening, and planning. These abilities are necessary for completing subjects, as one of the tasks I worked on required teamwork with individuals I did not know. As a result, I learned to adjust some skills throughout this experience, such as presentation skills, coordinating, and preparing, to interact with my peers. Based on the feedback received from my peers on the presentation, it was determined that working in a team was one of my strongest skills, while organisation was weak. Taking this into account, I would set targets to improve my managerial skills, including team building, because there was a lack of team effort within the group, which impacted the organisation skills. I hope to enhance on most of these skills because there is always a unique way to learn to use these skills in higher education to increase self-confidence. 
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