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[bookmark: _Toc39439768]1. Introduction
Gibbs Reflective Cycle is one of the most renowned models of investigating an experience. The model was developed in 1988 by Graham Gibbs. The purpose of Gibbs Reflective Cycle is to provide effective structure to learning from experiences. It has six stages: description, feelings, evaluation, analysis, conclusion, and action plan (Gibbs, 1988). You can gain knowledge effectively by reflecting on your own experiences using the model.
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The purpose of this report is to reflect on some of my own experiences in terms of four chosen academic and employability skills using Gibbs Reflective Cycle. The report is sectioned into four parts. The first part introduces the purpose and content of the report. Second part reflects on two experiences in relation to employability skills. The third reflects on two experiences in relation to key academic skills. The final part is the conclusion to the report through summarising the topics I have highlighted.
[bookmark: _Toc39439769]2. Employability skills
Employability skills refer to a set of transferable skills that are important to become successful in the workplace. These skills make a candidate attractive in the job market as employers look for strong employability skills when hiring candidates (Saunders and Zuzel, 2010). Some important employability skills include teamwork, communication, problem solving, time management, leadership, planning, organising, initiative, motivation, etc.  
[bookmark: _Toc39439770]2.1 Teamwork
Description: In a group of six people, we had to work collaboratively to complete a report at work. We decided to divide the sections in six and assigned a section per person. We completed our respective sections and pulled the report together into one document ready to submit. However, we found that all the sections were not written in the same style or format and that some of the team members overlapped each other. No one had completed a conclusion. As we had not initially discussed this, we had to quickly re-review the entire report within a very short time period to ensure coherence throughout the work and write up a conclusion.
Feelings: I was not satisfied with the content we had all produced. As a result of not properly communicating we had to re-review parts of the report, it was very frustrating. I felt upset we did not complete the task first time around. Eventually when we finished reviewing the report, I was relieved that it all came together.
Evaluation: The quality of work everyone produced was not good, we overlapped into each other’s parts and no one had written a conclusion. Not communicating and working together resulted in failing to complete the work within the deadline. I think this was due to initial poor communication, planning, and setting unrealistic time scale.
Analysis: Teamwork is defined as collaborative effort from the members of a group to achieve a common goal. Belbin’s Team Roles model suggests that each member of a team brings certain strengths and weaknesses in the team (Belbin, 2013). It is important for a team to assign tasks to team members according to their strengths to become successful. We made assumptions about formatting and did not discuss overlapping work when we divided the workload this resulted in poor quality of work.
Conclusion: From this experience, I learned that using Belbin’s Team Roles is important to ensure the successful completion of tasks through utilising the strengths of team members. I also learnt that it is important for the group to decide on the outcome when dividing tasks between the members so that a coherent outcome is derived from the collaboration (Pool and Sewell, 2012). Good communication and team co-operation are essential. 
Action plan: In the future when working in groups I will encourage members to share their strengths and weaknesses to assign tasks according to their personal strengths. But will also plan, organise properly so targets are met on time. Making sure everyone collaborates and communicates with each other throughout the duration of task.
[bookmark: _Toc39439771]2.2 Time management
Description: In my workplace, my manager asked me to prepare a report on new patient’s arrival immediately. I was about to start the report when a colleague asked me to join her in the coffee shop for a break. I thought this would be okay as I was due a break and I could start the work afterwards. When I returned my manager asked me about the progress of the report. I failed to show any progress. My manager asked me to be more careful and be more aware of my time management skills.
Feelings: I felt great as I accompanied my colleague, but I should not have taken a break when it wasn’t due. When my manager asked me about the progress of the report, I felt guilty for failing to start and very disappointed in myself for not being more responsible.
Evaluation: I did not want to disappoint my colleague, I understood I may have acted irresponsibly and should have handled the situation better. I failed to prioritise my workload and meet my targets. I should have immediately worked on the report after being asked to, as it was important.
Analysis: Efficient management of time is critical for becoming successful in the professional world. Setting priorities is an important aspect of efficient time management. It is important for a person to determine what tasks they need to complete first based on the value of the tasks (Hofstede and Hofstede, 2014). According to the principles of time management, it was necessary for me to determine what was important for me – to accompany my colleague or start working on the report. Without determining the priority, I accompanied my colleague which was not an effective way to manage my time. Resulting in me failing to start on the report. 
Conclusion: Planning and managing time is important for efficient time management. Setting priorities for different tasks can help in planning the time efficiently (Pool and Sewell, 2012). I should, therefore, plan, organise to maintain my time efficiently and use my time properly prioritizing key tasks. 
Action plan: I will create a scheduled timetable making sure to meet set targets on time. Ensuring that I deal with tasks in order regarding their importance and priority. Using my time efficiently based on prioritising and organising myself properly.
[bookmark: _Toc39439772]3. Academic skills
Academic skills are transferable skills required for becoming a more effective learner. These skills are important to achieve academic success that reflects the complete potential of a learner (McWilliams and Allan, 2014). There are different academic skills that a person needs to acquire such as critical thinking, problem solving, presentation, and research skills. 
[bookmark: _Toc39439773]3.1 Presentation skill
Description: I had to deliver a presentation in front of the class on a certain topic. I created a PowerPoint presentation through extensive research. I studied and prepared a lot to ensure a well-structured, meaningful presentation could be presented. I revised the slides overnight to ensure that I could deliver the presentation smoothly. However, due to nerves on the day the presentation was not as seamless as I would have liked. I became nervous as it was my first presentation in front of a large audience. There were occasions where I fumbled over my words, and I started trembling with nerves.  
Feelings: I was confident in delivering a great presentation as I prepared the slides well. The slides were well structured and designed for grabbing the attention of the audience. But at the time of presenting I got overwhelmed and did not present as well as I could have. I felt embarrassed and lost my confidence.
Evaluation: I received good marks for the content and design of the slides. Nevertheless, not being used to presenting in front of large audiences meant my tone of voice and body language were not great, therefore my delivery did not catch the audience’s attention as much as I would have liked.
Analysis: A good presentation needs to be well-structured and well-designed. It also needs to offer insight on the topic (Price and Maier, 2017). I prepared the presentation well that is why I received good marks for the content. However, it was also important for the presentation to be delivered with clear tone and good body language to attract the attention of the audience to present an effective message. Preparing for preparation and having the confidence to deliver are important for any presentation. This is particularly important for people presenting for the first time in front of an audience (Pool and Sewell, 2012). Practice can improve the tone and body language significantly. Therefore, I needed to practice several times, before delivering to be comfortable in that environment. 
Conclusion: Both the preparation of slides and delivery of presentation are crucial for succeeding. It is important to prepare a good presentation through research, effective structuring and attractive designs. It is also important to practice before delivering the presentation to ensure a positive tone and body language of the presenter to attract the attention of the audience (Price and Maier, 2017). If I practiced more then I would have enhanced my ability to speak in public.
Action plan: Next time, I will practice my presentation skills in front of my friends and family to improve the presentation before delivering it in front of the audience to ensure that I have a clear voice, good body language and plenty of confidence.
[bookmark: _Toc39439774]3.2 Research skill
Description: I had to conduct a small-scale research based on business management of an organisation and collect some financial data. I researched and collected data on the topic; however, I spent too much time researching the background of the company and was unable to collect enough financial data for the report project. Realising the deadline was near, I had to put all the data I had found into a concise contextual format and found it difficult to finish the research. I was not able to analysis the data properly and rushed the report.
Feelings: I was very disappointed with my research method and materials. I was not able to collect enough data. As the deadline approached, I started to panic, and I became frightened thinking that I would not be able to complete the project on time. I felt that I did not have enough information to analysis.
Evaluation: Doing too much research into the company and not collecting enough financial data led to the failure of the project and not being focused and considering the time scale. As a result, I failed to ensure smooth completion of the project, not allocating enough time for collecting and analysing the data and putting it into a report format.
Analysis: A researcher needs to create an effective plan before starting a research project. The plan should consider the time limit, resource limit and the scale of the research project. This ensures efficient management of time in conducting research studies (Cassidy, 2006). It was necessary for me to collect the right amount of data for the successful completion of the project within a timeframe. I should have allocated time for each task to ensure that I could review and analysis the final data to complete the project. Failure in creating a proper plan meant that I spent more time on researching and not collecting adequate research data which I needed, this resulted in me hurrying towards the end of the project without enough information.
Conclusion: This experience taught me that I should have created a detailed plan dedicating enough time for each task of the project. It was also essential to stick to the plan throughout the project period to ensure successful completion of the project (Cassidy, 2006). 
Action plan: Next time, when I conduct research projects, I will focus and create detailed plans allowing myself enough time to collect and analysis data and not only concentrate on the research of the company. 
[bookmark: _Toc39439775]4. Conclusion
This report has enabled me to reflect on several experiences in relation to teamwork, time management, presentation and research skills, which are all important academic and employability skills. Reflecting from what I have learnt I feel that I need to plan and manage my time more effectively. In the future this process will help me to avoid making the same mistakes and guide me to make appropriate decisions. It has shown me how to be more aware of my actions and decisions. The reflections I provided using Gibbs Reflective Cycle will support me in improving my skills and knowledge, enhancing my academic and employability skills through reflecting on my own experiences using this model of reflective learning (Pool and Sewell, 2012). This will help me in succeeding in my academic and professional life.
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