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[bookmark: _Toc92313798] Topic 1: Reflective writing
[bookmark: _Toc92313799]Gibbs Model of Reflection
Description
Feelings
Evaluation 
Analysis
Conclusion
Action Plan
I will be using Gibbs model of reflection because having looked at all the different models of reflection I found Gibbs model most appropriate.
Firstly, I would like to give a brief explanation of what reflective writing is, the elements of reflective writing and lastly, give an example of some reflective writing of my own.
[bookmark: _Toc92313800]What is Reflective writing? 
(University of Portsmouth, 2019)
i. It is looking back at an event which has happened in the past so I can do better in the future.
ii. I will examine it, try to work out what happened and the reason why, while using external sources and academic language.
iii. It deliberates on my strength, weaknesses, nervousness and mistakes. Here I can use personal language like “I” and “we” when talking about what I observe, my personal circumstances and feeling
iv. It will be constructive and expressing judgement on myself or about the event and on others.
v. It should have proof to collaborate what I am saying like, what was said or done, what caused it and what effect it had, so it should have a clear piece of evidence regarding the events and my thoughts.

[bookmark: _Toc92313801]How do one think reflectively?
i. Think about what happened. Examine it by looking deeply from another perception. Try to look at it with a different mindset using the reflective model and personal understanding. If I make a judgement, it should apply to myself, to others and to the future.
ii. Think about the situation which occurred, what did work and did not work, in other to understand what brought it about.
iii. Evaluate what I did critically, how I could do it differently in the future and give reasons.
[bookmark: _Toc92313802]A potential structure for reflective writing.
When we say reflective writing, it must be free and not follow a specific structure, as it could be in the form of a personal diary, a recording of daily proceedings, a description of a creative concept, however lecturers want to see carefully put together work. 
[bookmark: _Toc92313803]The components of reflective writing. 
(Nicolas, 2016)
i. Introduction of the incident or topic.
ii. Description and the problem caused by the event.
iii. Explain and a detailed analysis of the event, what are we trying to make better here, what did I learn and how would I move forward.

[bookmark: _Toc92313804]An example of my reflective writing.
My class was given an assignment to do, it was called “the impact of modern technology in our daily life.” This was a group presentation. Consequently, I did not know where to begin from, as I had to wait for the group members to complete their work and send it to me, before I could do mine. Being the group leader and mine was the conclusion of the overall presentation. I waited for them to send me their work, yet they did not send it to me, It was clear at this point, that I would receive their presentation late, since it was now few days to the dead line, and yet, I had not received the presentations from my colleagues. As a result, I was worried and upset, at the same time feeling nervous, I called them few times and yet I did not receive it.
I decide to gather some information by doing some research online. By the end of the day 2, I had most of the information needed for my presentation. Subsequently I received all the Powerpoint presentation form my colleagues. 
Nonetheless, I and my colleagues all did a good job of their presentation. I only had to do a few corrections. They were happy with the edited slides, in the end, I merge all the 25 slides together complete the editing, and we had a great presentation on the day as a group. Therefore, we found that “cooperative learning experience encourage higher achievement” (Maughan and Webb, 2010)
To have a better chance in the future, we could perhaps, have a meeting as to when the work should be submitted, in between that, it could have been useful if we had done a team video call to see what everyone has done so far, and I could get some ideas from what they have done and so start mine.
[bookmark: _Toc92313805]Description.
My class was given an assignment to do, it was called “the impact of modern technology in our daily life.” This was group presentation. I could not do my presentation because I was the group leader and I had to wait to see the presentation of my group to do mine.
[bookmark: _Toc92313806]Interpretation.
Being the group leader, mine was the conclusion of the overall presentation. I waited for them to send me their work, yet they did not send it to me, It was clear at this point that I would receive their presentations late, as it was now few days to deadline, and I had not received the presentations from my colleagues. I was worried and upset, at the same time feeling nervous, I called them few times and yet I did not receive it.
[bookmark: _Toc92313807]Outcome.
I decide to gather some information by doing some research online. By the end of day 2, I had most of the information needed for my presentation, subsequently I received all the Powerpoint presentations form my colleagues. 
Nonetheless, I and my colleagues all did a good job of our presentations and I only had to do a few corrections. They were happy with the edited slides, in the end, I merge all the 25 slides together complete the editing, and we had a great presentation on the day as a group. Therefore, we found that “cooperative learning experience encourage higher achievement” (Maughan and Webb, 2010)
To have a better chance in the future, we could perhaps, have a meeting as to when the work should be submitted, in between that, it could have been useful, if we had done a team video call to see what everyone has done so far, and I could get some ideas from what they have done, and so start mine.
[bookmark: _Toc92313808]Topic 2: Time Management
This is how I manage my day in relation to the work load I have for the day, this includes work, Family and meeting with friends, or extra activities I have to do for the day, in other words how do I put them together, so I can have the most of it for the day. I have noticed some days I get a great deal done and some days I can not even get in to accomplishing half of what I did the previous day? 
Before starting this programme, I thought I was managing my time and my activities just fine, my day start with getting up an hour before work, taking a shower, making up grab my meal lunch from the fridge and off to work. When I return from work, then I go for a run and then eat dinner and watch a bit of TV while spending time with family, then to go to bed. I could not study or do any research work as I was too tired to study.
But having been in the Time management class and listening to the lecturer, I needed to change my lifestyle, otherwise I would not do well on my program. I reflected on my daily activities and worked out how I can include studying into my weekly retinue in other to catch up with my studies and carry out some research in relation to my programme. I had to work out a schedule, to include going for a run 2 times a week, spend time with family between 7 and 9, do some research between 9-10:30. 
Since creating this said schedule it has been easier for me to keep up with friends, family and with my course studies.
I am happy that I was given the chance to learn this Module. I have been given the opportunity the manage my time to incorporate all my activities and achieve my set goal for the day. 
[bookmark: _Toc92313809]The Benefits of Time Management
 (Mindtools, 2022)
 How to manage time well and how one can get the most out of it. 
Below are some example:
i. It would boost my chances of improvement.
ii. Well, known and honoured for my competency.
iii. Little or no worries.
iv. I will have better chance to accomplish my goals.
[bookmark: _Toc92313810]How well I could manage my time?
i. I can start by looking at my current situation 
ii.  Rearrange my life so I can do the important things first.
iii. Being able to adjust my time between activities.
iv. Being able to make time and do something, by concentrating on it at the same time complete it.

[bookmark: _Toc92313811] Some time management tools:
According to (Mindtools, 2021)
Time management tools are sources, which have been laid out, to help develop some ones management of time. They give practicable result to everyday time management issues we face.
These are: 
i. Scheduling
ii. To-do list
iii. Goal setting
iv. Minimising distraction.



[bookmark: _Toc92313812]Topic 3: Summarising: 
Mainly giving the most significant part of text, a paragraph or a writing while paraphrasing has to be about the same length of words in relation to the source text, in paraphrasing we have to cite the source of the text but in summarising we need to put a reference to the source.
[bookmark: _Toc92313813]Why Summarising?
It is Vital to summarise because in other to isolate the useful data, while one can analyse and consider the important information. keeping in mind all the useful information we have read or heard, also it is one part of studying for my examination. Furthermore, it is also useful to have and note down vital data out of lengthy page or book/ videos, which one have read or heard while in class so to compare with current ideas. (Summarising - University of Wollongong – UOW, 2021)
[bookmark: _Toc92313814]At what point would I use summarising?
 According to (University of Wollongong – UOW, 2022)
i. I would use it to make a considerably lengthy text smaller.
ii. The whole thought of a text is reduced and restructured in summarising. 
iii. When a study pack and or an article need to be summarised, for further observation purposes.
iv. We can also use summary when I am learning and are given an assignment to summarise a text, book for academic purposes.
[bookmark: _Toc92313815]How I would summarise
Summarising can be done in different ways it comes down to the conception and approach I want to take from the main text. 
Here are some steps to I would adopt.
i. The main text can be made shorter by pinpointing the important information of the text.
ii. I could use a topic closer in meaning. Condense a large text short by using few words, which would keep the overall concept of the main text.
iii. I would reference where the information or idea came from even if it was summarised.
      
[bookmark: _Toc92313816]Conclusion:
Reflection enables us to learn from our experiences and to apply what we have learnt to future experiences. 

Time management means arranging my time cleverly- so that I can use it more competently. In the benefits time management, I can get a lot done and more importantly I can use it wisely by completing those things which are most vital to me.
In the Time management tools, there are a lot of sources online, offered to help better our time management ability, it would help one to be more organise, keep and follow proper schedule and complete them.
When we can manage our time to the best, we would be more happies, therefore achieve our goals, therefore would be in a better place and happy people around us.
 
Summarising mainly giving the most significant part of text, a paragraph or a writing while paraphrasing has to be about the same length of words in relation to the source text, in paraphrasing we have to cite the source of the text but in summarising we need to put a reference to the source.
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Conclusion:

= Skills and capabilities for
teaching

= Proven aptitude to relate to Pupils
and their parents/Career

= Enthused in the subject | am going
to teach.

= Able to pass on the knowledge to
the students and interest them in the
subject.

= Confidence in my capability to
teach and be a good example
even when | am tired and under
pressure.
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PERSONAL DEVELOPMENT PLAN

What is a Personal Development Plan (PDP)?

“Personal development planning enables individuals to take charge of their own learning. Learning
becomes a proactive as well as reactive process, designed and prioritised to support immediate
development needs as well as longer term ambitions” (AUA Postgraduate Certificate in Professional
Practice (Higher Education Administration and Management (OUVA))

A Personal Development Plan (PDP) enables you to identify key areas of learning and development activity
that will enable you to either acquire new or develop existing skills and behavioural attributes for the
following purposes:

o

<+ enhancing performance in your current role

<+ addressing anticipated changes in your current role

<+ addressing career aspirations towards a future role

Step 1: Deciding on your goals

Long-term goals

What do you want to achieve after university?

To help you think about your goals, ask yourself:

e What areas of my studies/work/life do | want to develop?

e What areas do | need to improve?
o What might be some long-term career goals and what skills would | need to develop to achieve
those goals?
Consider these ideas to get you started:

e Talk with your lecturer.

*  Schedule a confidential session with a careers advisor at UWTSD.

*  Read career development books.

* Setrealistic priorities — what’s achievable in the next three months? This year? Within 3 years?
Employers are looking for specific attributes when recruiting graduates. An employable graduate will be:
» Capable of applying knowledge
<« Enquiring — critical thinking abilities
<« Creative
<« Enterprising — creating solutions
< Ethical
<« Thinking internationally
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. Commercial awareness
. Communication skl
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. Problem soling abiity

. Leadership abilty

. Organisational skis

. Perseverance and motivation

. The abiltyto work under pressure
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Mid-term goals
What do you want to achieve by the end ofthe 14 year?

Inyour lass? In your professional development?

How willyou measure success? How willyou know you have achieved your goal?

Step 2: Evaluating your current position
Think of ituations where you demonstrated any of the 10 skills mentioned before.

How successful was your personal actvity during the situations you are considering?

What were your strengths and weaknesses? How do you know? Give evidence of your achievement.

Step 3: Creating a plan
Deciding on a plan of action to get from here to there.

Make concrete plans:

% Define what you need to do
% Define when and how you will o t

R~
% Be specifc bout your milestones
& Plan review points

Adaped from: it v youtube.comwatch =V Temg3nol.

Personal Development Plan

Short-Tem Time Frame | Mid-Term Time Frame | Long-Term Time Frame
What do! want to What do! want to What do| want to
accomplishinthernext | accomplishinthenext | accompishinthe next
three tosixmonths? simonthstotwoyears? | two tothree years?

Section 1- My Goals

Whatare my overall goals | ‘roject manager’ Change job CertHE.

that | wantto accomplish | Learnemployabiltyskils | Invest money, The next degree. In
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Abetter job with a high
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Exampl: become o Modelingontheside. | Register with 3 modeling
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learncomputer graphics done.
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Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?

Section 4 - Resources

What resources do | need?

Example: free time; funding

Get SFL help,

Like | said earlier work less
hours so | have to time to
study.

Continue to go to college
and completing my
modules.

As said above keep on with
my studies get at least two
my Post graduate degree.

Section 5 - Time Schedule

What is my time schedule?

In the next 3 months |
will complete the second
term of my Cert HE in
academic and
employability skills.

| would complete the
course.

Enrolletoa
postgraduate course in
Management.

When will | start?

| started in October 2021

In February | will start
my second term.

In Oct 2021 | should
finish this course.

When do | expect to finish?

Oct 2021

Then | will start the
Management course

As said above. | will be
on the management
course

Continue with the
management course.

Section 6 - Completion

When have | completed each
step?

O term1
Date 25/12/21

O

O

Date

Date

Date

Date

O

Date

O

Date

Date

Date
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