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1. Introduction: The Structure of the Report
The report contains my critical reflection on my learning experience in academic and employability skills module analysing three learned topics during the course using a recognised model of reflection. The model of reflection I use is Gibbs’ Reflective Cycle (1988).
I choose to analyse Reflective Writing, Academic Writing, and Time Management/ Organising Study. 
I will start by introducing and reflecting on Reflective Writing skill because this is meant to be a reflective report, hence I consider Reflective Thinking and Writing the main skills necessary for writing down this type of report.
I will continue reflecting on Academic Writing which is also very important for writing in a correct way any kind of report, and I will analyse in the end Time Management because the time is a very precious resource, and is important in completing tasks in time, before the deadline.
     2. Reflective Writing 
Reflection is a process of exploring and analysing ourselves, our experiences, skills, attributes, and actions, helping us gain insight and move forward to learn and improve.
According to Gillett, Hammond and Martala (2009, p. 164) the power of reflection helps you to develop the understanding of the way you learn, it helps to promote critical thinking and problem-solving skills, that's essential for the academic success. It is encouraging the students to develop the routine of analysing his actions and considering the penalties.
Reflection may be seen, as a process of problem-solving (Dewey, 1933), applied to relatively complicated ideas with no obvious solution (Moon, 1999). 
As Gibbs (1988, p.9) hints: ‘It is not sufficient simply to have an experience to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from the that's itis reflection that generalisations or concepts can be generated. And it is generalisations that allow new situations to be tackled effectively’. (Gibbs, 1988, p.9)
A Reflective Report allows the students to gain further insights from their work, summarising the student’s critical reflection on a subject.
Reflective writing is based on personal experience, but also on sources of evidence such as different things the student knows, personal aspirations, application to other modules, academic theory.
We learned during our course, about three models of reflection, Gibb’s ‘Reflective Cycle’ (1988) Kolb’s ‘Experiential Learning Cycle’ (1984), Driscoll's Model (1994, 2000) and of course there are more reflective models.
2.1 Gibbs’ Reflective Cycle
Gibbs reflective cycle was developed by Graham Gibbs in 1988 to help learning from experience. It is allowing the students to learn and plan from things that went well or did not go well. The stages and principles apply equally well for single experience as well, in the case of stand-alone experiences, the action plan maybe will be more general and we have to look forward to finding out, how to apply your conclusions in the future.
It has 6 stages:
· Description of the experience
· Feelings and thoughts about the experience 
· Evaluation of the experience 
· Analysis to make sense of the experience
· Conclusion, the things we learned and what the student could has done differently 
· Action Plan for how I will deal with similar situations or general changes I find appropriate 
2.2 Example of Gibbs’ Reflective Model Cycle, broken down by stages.
Description
I would give a scenario about working in group on assignment. A group consisting by 5 students, me being the group leader. Some of my group colleagues studying online while the rest of us, delivering in person, coming to classes, however we would set up a WhatsApp for sharing our ideas about the assignment topic. Our communication is not very effective, very close to deadline same of my colleagues declining the mandatory tasks required not able to do their section of the PowerPoint Presentation, one of them leaving the country for personal reasons. That could impact the Presentation, in the following ways: the Presentation could be incomplete missing the parts of the absent members of our group, and the references not enough, missing the references of the absent members of our group.
Feelings
Initially I will be happy to work in group with my colleagues, the topic we choose was very exciting, a new digital technology. Soon due to the lack of our communication, the work will start to be in a way confusing, because we couldn’t know how will look the final version of the presentation, adding together the missing puzzles of it, without knowing, how the puzzles will look.
Evaluation
The communication with the active members working well, we could share our drafts making good suggestions, therefore working in group is a really good experience.
The communication with the absent members was not good, it seems, they did not contribute at our work in group in any way.
Analysis 
My believe is that the project went well at the beginning because all the group members were active, the members of the group studying online attended to the class trough Microsoft Team, therefore we could understand better and better the Assignment requirements. The project started suffering when some of the group members were, most of the time absent from classes, also they were absent from our WhatsApp group chat. The lacking in communication impacted the final version of our presentation.
Conclusion
I could realise from that experience the importance of the communication and the teamwork, I could learn that when is a teamwork, we need a precise plan and all the team members to follow the plan, Also I could learn to finish my tasks no matter of the problem I face and to manage the time in a better way finalising my task in time. 
Action Plan
Next time we need to talk about the strength each of us have and to get to know each other well, I will advise the group to work and improve strength and skills if that is necessary, I will speak with my group about the importance of the communication, also I will speak out with the group clearly about any concerns, I will remember them that we have to do everything in order to achieve the best results possible.

2.3 Kolb’s ‘Experiential Learning Cycle’ (1984), “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38).
Kolb's reflective model has four stages:
· Concrete Experience meaning doing and having an experience
· Reflective Observation: reviewing and reflecting on the experience
· Abstract Conceptualisation: concluding and learning from experience
· Active Experimentation planning trying out what we have learned
When a person progresses through a cycle of four stages, we have Effective Learning.
In Kolb’s learning theory (1974) explains that there are four distinct learning styles. The choice of learning style for any person are influenced by two variables or axis. The two axis are how we approach a task and how we feel or think about that task
Kolb’s’ Learning styles are the following:
· Diverging or feeling and watching
· Assimilating or watching and thinking
· Converging or doing and thinking
· Accommodating or doing and feeling

2.4 Driscoll's Model (1994, 2000) is the simplest model of reflection we can ever come across developed in 1994, 2004 and 2007. He included also trigger questions used for the cycle completion.
Driscoll Model is based on 3 questions: 
· What?
· So, what? 
· Now what?
Driscoll's Model like all the models of reflection has advantages and disadvantages.
Driscoll advantages consist in delivering a quick result being very simple to use having only three questions, also is very simple to remember.
The main Disadvantage of Driscoll reflection framework is that it cannot deliver a very deep reflection so that was one of the reasons I choose Gibbs’ Reflective Cycle instead of this one.

    3. Academic Writing 
I will explain the content of this module, applying Gibbs’ Reflective Cycle. The look of this report will be more narrative because these are my views in a reflective way on the Academic Writing course.
3.1 The reflective model will start with the Description.
The course started by teaching us the meaning of the clause. According to Mirriam-Webster (2021) a clause is a group of words containing a subject and a predicate, functioning as a member of a complex or compound sentence. A clause can have an object or complement (not always required) also an adverbial (not always required). The subject is doing or being something and the verb or the predicate describes the action.
The grammar is very important in Academic Writing, so I needed to learn and understand the grammar including to learn about the transitive and intransitive verbs, the ones which have or don’t have an object.
The word order in the clause is: (adverbial)/subject/verb (object or complement)/(adverbial) and it was a new thing I learned.
I learnt more about how to form sentences. According to Mirriam-Webster (2021), the essential meaning of a sentence, is a group of words that express a statement, question, command, or a wish. A sentence contains at least a clause.
There are four types of sentences I have been taught: Simple/Compound/Complex/Complex-Compound and I learned that the simple sentences, are usually too short for Academic Writing
I learned about constructing paragraphs. A paragraph is a group of sentences related to the same idea; therefore, it is about a single topic.
I continued to learn new topics.  academic essay writing was one of them; it is a piece of writing in a formal style, that answers the question or statement given in the essay title and is based on my research and my own experience. I need to reflect in a critical way. I need to read before I write an essay.
I learned about the Process of writing an essay.
The structure of an essay consists in Introduction, Main Body and Conclusion was the next thing learned.
I learned about how important the Proofreading it is after I have finished the essay checking it for all kind of errors, including the grammar ones.
In the last part of the course I learned about Linkers, linking words or phrases or adding, comparing or showing the reasons for something.
3.2 My feelings were mixed at the beginning because, being in a class with new colleagues. Also doing a totally new activity, it was a bit challenging. My mind needed to adapt to that new experience, on the other hand, the lecturer teaching methods were very straightforward and interactive. That helped me to forget about my nervousness regarding the challenges of the start. I was soon feeling like, to get more involved with the class and the teaching process in class, answering the lecturer’s and colleagues’ questions, starting to feel happy to be part of that group. I was realistic regarding the difficulties of the assignments, feeling a pressure regarding them, but overall enjoying the studying-in-person process.
3.3 The evaluation was a positive one in a way of having a perfect communication with the lecturer and the colleagues. Being part of that group, the support will be there when I will need it no matter how difficult the assignments will be. The lecturer was very supportive, also other lecturers attended to our classes explaining us how to use the online Library, for example.
3.4 Analysing the entire experience, i am sure about achieving many new skills. I will complete all the tasks and assignments because I have all the personal resources and the University also provides the resources I need. Maybe it will be not easy, but I will apply all learned skills. The personal skills will help me as well to graduate. Graduating, will make me very attractive on the job market.
3.5 In conclusion, it is very important to be part of a good group, the lecturer’s role is very important in the learning process, keeping the students involved and focused during the classes. Personally, I learned to finish my tasks, I learned to ask what I didnt understand and to be focused an active during the classes.
3.6 My action plan is to use the knowledge that I learn during the Academic Writing course to write very good Reports and Essays. I will use the grammar in the most correct way, I must use the correct linkers, the correct structure of the Essay and reports, the right words order in the sentence. Also, I will know from now, the difference between a clause, sentence, and a paragraph. I will not use a simple clause in an academic report. I will pay attention, when I write an academic report, not to make mistakes like overlong sentences, or run-on sentence. After I finish the report, I will not forget about Proofreading the entire text.


   4.Time Management
Time Management is the ‘the ability to use one's time effectively or productively, especially at work according to Oxford Language Dictionary (2021).
Time Management for study is dependent on two-time factors (Cottrell, 2019)
· How much time spent in study?
· How well the time is used.
According to Cottrell (2019) there are 10 steps of effective time management:
· Be Systematic
· Find out my time requirements
· Clarify how I use my time currently
· Decide how you want to spend my time
· Prioritise what is most important
· Plan what I will do when
· Do it, keeping planning
· Apply time management techniques
· Manage distractions and procrastination
· Monitor and tracking 
Success depends on how much time spent on study tasks such as reading and writing assignments. Allocating sufficient time for study and managing the time effectively gives the greatest chance for success.
I will use Gibbs’ Reflective Cycle (1984) explaining the Time Management course.
4.1 I describe situation or experience in this way: I work full time (5 days a week with 2 days free to attend my classes). My job is labour intensive which leaves me tired during some evenings. I spent a part of my time at home doing house chores, errands by reading, learning but not as much I want, also I am checking social media and I play sometimes video games. Now I have the assignments to submit, also my job is busier at the end of the year. The end of the year celebrations and the family members’ interaction, example the visits are time consuming activities as well.
4.2 My feelings regarding this situation are mixed between joy, but also feeling a bit of pressure because I feel like the time is too short. 
4.3 The evaluation of the situation is also a mix between a positive outcome and a lesser positive one. The winter holiday for students gave me some extra time for preparing and submitting the assignments. On the other hand, The Christmas and New Year Eve’s preparations will consume extra time.
4.4 Analysing the situation, I could have managed my time management better during this month. I still have time to prepare and submit my assignments and at the same time to enjoy the end of the year celebrations. 
4.5 In conclusion, the time management is very important for the learning process, a better time management making you more efficient and effective during the learning process. On reflection, I could have managed my time management better during this course. I became stressed when deadlines were close, and I didn’t allocate enough time to research and draft my assignments. I made a record of my daily activities to assess how I spent my time; I did waste time on non-study activities.
4.6 My action plan contains: the use of other time management techniques to manage my work and stress levels. For example, I can use the Eisenhower Method. Under this method, the tasks are split into 4 boxes, urgent and not urgent on columns and importance and not importance. I will use the tracker listing all my daily activities and noting down how much spent on each task removing tasks that weren’t priority. 
I will use the 80/20 Pareto principle to assess how much should have spent on study activities. The 80/20 Pareto principle is about allocating 20 percent of time to produce 80 percent of results. I will set SMART goals and selected the second most important goal to work on.   
In conclusion, I thoroughly enjoyed my learning experience during this course. The course has taught me new skills which I can apply in all areas of my life. Learning academic writing skills has greatly improved the way I write – from writing letters to officials to evaluating my writing to understand the other’s people reports which I read sometimes online. It will finally help me in my future career.
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