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Introduction
This assignment is going to give descriptions of four topics of what happened in my studies. I will explain the feelings that I had, an evaluation about my experience, an analysis , an conclusion based on the Gibbs Reflective Cycle (1988), an action plan and a final conclusion on this assignment.



Description
Time management can be defined as the allocation of time for study and striking a balance for time requirements of the different aspects of my life. I learned that I should direct my efforts towards the important things. I must maximise time wisely and efficiently. Being organised is an important tool in time management. I learned that the use of diaries, action logs, lists, organised paperwork, filing systems and tidy workplaces all help towards good time management. I must learn to manage my time on a daily, weekly and monthly basis. I learned what to do within a given timeframe and prioritise activities from high, medium and to low. I learned to set priorities by using the Eisenhower Method which distinguishes between important, urgent and non urgent tasks. Urgent tasks need to be completed now and important tasks are critical to my mission. I was taught how to estimate time requirements, allow time for delays and interruptions that may occur. The 70-30 rule states that I must plan 70% of my day and leave 30% for delays and interruptions. ( Cottrell, 2003) The tasks that are not urgent or important can be completed later. I also learned about Pareto’s Principle or the 80/20 rule which states that 20% of what I do produces 80% of my outcomes. I also learned that procrastination is the thief of time and therefore, I must not waste time.
CV Writing was one of the topics that I learned about this term. According to (Morgan, 1997 p339) a cv is a document whose main purpose is to convince an employer of who you are, your qualifications, the work experience that you have and the skills that you possess so that they can make a decision on whether or not to employ you. The cv should contain personal details such as the name, Email address, contact telephone  be it a mobile or home. Applicable social media platforms such as Skype, Twitter and LinkeldIn (Maund et al, 2017: p286) A cv should have a brief personal statement that should be straight to the point and not more than three lines in length. On educational qualifications a cv should show the title of qualifications, the dates of the qualifications by month and year from start to finish and the result obtained. Most recent qualifications should be listed first. I  also learned that a cv should contain no spelling mistakes, it should be no longer than two pages, have consistent font sizes and to use bullet points for important information. Power words should be used throughout the cv (Morgan, 2017: p356)


Cover Letter writing was also taught during this term. I learned that I should not send a cv without a cover letter. A cover letter can be defined as a professional business letter that accompanies a cv and introduces the employee to the employer (Morgan, 2017: p339) I must find out to whom I am writing to by checking through the website of the recruiting company, through LinkedIn or give the company a call and ask for the name of the hiring manager. If I know the name of the hiring manager, I can then address them formally for example: Dear Mr Banks or Dear Ms Parker. If I do not know the name of the hiring manager, I should use Dear Sir/Madam or Dear Hiring Manager. I will introduce myself, the position that I am applying for and where I learned about the vacant position. I learned that I must introduce myself, explain my work experience and sell myself. I should also explain what I can contribute to the company and end the letter with the words ‘Yours faithfully’ to someone that I do not know and ‘Yours sincerely’ to someone that I know. In one of the videos, I learned that I must aim for an ‘attention grabbing’ cover letter.
Power Point Presentations. I learned about this topic also and we watched three videos. I was taught that I must arrive a few minutes early in order to set up and test the equipment, dress appropriately for the occasion and switch off my mobile phone. I must state the topic of my discussion and speak clearly. My body language must show natural gestures and I must keep eye contact with the audience. I learned that I should show enthusiasm but within reason. In conclusion, I should summarise the main points of my presentation and allow time for questions from the audience.
Feelings.
Learning about time management opened my eyes to what I can do when I allocate time wisely to my responsibilities. I felt that this is a very useful tool that I can use to manage time in all aspects of my life.
CV writing made me to feel a sense of guilty of all the mistakes that I did when I was writing my cv’s before I came to this university. I felt that I should have had this lecture years ago rather than now but then again it is said better late than never.
Cover letter writing was a completely new ball game for me. I felt happy that I learned something new and quite useful tool to have in future.
Power Point Presentations made me to feel spellbound because I had never before learned about the topic. It gave me the confidence going forward.








Evaluation
Time management was an important lecture because it touches all the aspects of life. Although I am generally organised in my affairs, I lacked the insight to allocate time appropriately. In future, I will stick to this principle.
CV writing was good for me in that I learned about the best way of writing a stand-out cv. Learning about this topic made to realise that I could have lost out on getting to the interview stages because my cv was not good.
Cover letter writing was probably the best thing to happen to me during this term. Everything was good about cover letter writing. My only regret is that it came late in the day for me because there were some jobs that I was qualified for and experienced in which I did not get.
Power Point Presentations were presented in a fascinating way by our lecturer and through the videos that we watched in class. I was amazed at what I can do with the right practice on making presentations.
Analysis
I picked time management to reflect on because it made an instant impact upon my life and the way I plan my affairs. Before I came to university, I did not know much about time management as a tool to apply in dealing with the many tasks on my table. ‘Time is the scarcest resource and unless it is managed nothing else can be managed’ Peter Drucker. Good time management is an essential transferable skill which benefits me. The delivery of assignments on time, providing a high standard of work, avoiding re-work, high productivity, reduced procrastination, less stress and anxiety, more time for recreation and holidaying are some of the benefits of good time management. The Gibbs Reflective Cycle (1988) has shown in literature that it quite common to feel the way that I felt and even my colleagues felt this way. Looking back, I do not think that I could have reacted differently. The lecturer helped the situation by saying that ‘time and money have two things in common: it’s either you save time and money or you waste it. Money lost can be recovered by working harder but time lost cannot be recovered’.
CV writing is an important topic that I chose to reflect on as well. I received this topic well because I needed to know the secrets behind cv writing. CV writing made a lot of sense to me given my past failures to land dream jobs in the insurance sector when I came to live in the UK where I was well qualified and experienced in. I could not have responded in a different way. This lecture was quite valuable to me in that it helped to give me peace of mind.
Cover letter writing was more or less the same with cv writing as far as my experience is concerned. My experience on this topic compares favourably with the Gibbs Reflective Cycle (1988). Again I could not have responded in a different way in a situation where I needed answers to my quest for knowledge and insight.
I chose to reflect on Power Point Presentations because of the importance of the subject in my academic career. Things went so well in this lecture that everybody was all eyes and ears on the lecturer or on the training videos. The Gibbs Reflective Cycle (1988) compares favourably to my experiences in that this topic made sense in every aspect. This topic completely changed the way I looked at it. I could not have responded differently to what I did. The use of a number of training videos might have helped and improved the situation.
Conclusion
I have learnt that time is money and I need to keep it that way. I have learnt that good time management is an important resource which is central to my academic achievements. I have learnt that good time management is a transferable skill which if handled properly, brings many benefits and respect from colleagues at the university or at the workplace. Now I can plan my day, my week and my month happily. I have more confidence in myself than before I came to this university. I could not have responded differently because this topic is about every aspect of my life. In future, I would need to concentrate more when somebody is speaking, sharpen my focus and not let myself be distracted by anything.
On cv and cover letter writing, I have learnt to use a template in each case so that I do not miss anything important.
Power point presentations have taught me to follow doggedly what is expected of a good presenter. I have learned to be punctual for a presentation so that I set up my equipment and test it, that I must make eye contact with the audience, that my body language does 80% of the presentation and that 20% is content. I must not read the slides aloud and I must be knowledgeable about the topic that I am delivering. I must leave time for questions to the audience and if I do not know the answer to the question, then I must say so.
Action Plan
1. I am going to manage my time well in doing my university course and in my daily life. I am going to plan my day, my week and my month by the use of a diary system. I am going to do away with time wastage, plan 70% of my day, multitask wherever I can and have time for leisure. I will be more organised in the way I do my work wherever I am. In my old job in insurance, I learned and worked using the Japanese method of ‘kaizen’, which means continuous improvement. It is a good system to adopt in life and avoids sitting on one’s laurels. I also learned and used the ‘Total Quality Management’ (or ‘TQM’ in short) concept which deals with the problem of re-work resulting in wastage of resources such as time and materials. The catchphrase then was ‘getting it right first time, every time and all the time.’ 
2. On my cv writing, I am going to change the way I make my job applications by making use of a template to write the best cvs that bring impactful results. Because of the importance of cover letter writing, I am going to use it all the time. I will also utilise a template to make cover letter in the future.
3. I will be practising making power point presentations so that I get it right first time and every time. I am going to work on my body language because body language makes 80% of the presentations, the other 20% being content only.
4. If the above-mentioned experiences happen again in the future, I have internalised the Gibbs Reflective Cycle (1988) to deal with the situation. 

Conclusion
This assignment was about applying the Gibbs Reflective Cycle (1988) to the concept of time management, cv writing, cover letter writing and power point presentations. I believe that this assignment has done justice to this reflective model.
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