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INTRODUCTION 
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(www.ed.ac.uk>gibbs-reflective-cycle 2020)

This report is design to reflect on time management, cover letter, curriculum vitae (CV) and public speaking by using the Gibbs Model of Reflection. This model will be used to reflect on my learning experiences online and to relate it to the Gibbs model of reflection. 
DESCRIPTION:
1. TIME MANAGEMENT:  Time management refers to managing time effectively and efficiently so that the right time is allocated to the right activity. My reflection on time management can be related to the way our syllabus is structured and the time intervals to submit our assignments. All assignments have a specific date and time to be submitted and effective time management helped me to plan my work and to ensure I complete my work and to submit it work on time. ( www.theguardian.com › freestyle › time-management, 07/08/2021).



FEELING:  How you feel can determine how to behave and conduct yourself. Feeling good can boost morale and productivity and feeling down and low can lead to stressful situation. Reflecting on my online learning experience I feel good about myself and how the lecturers conduct their lessons.  The way I participate online makes me feel good and this feeling makes me work productively in a timely manner. By utilising my time management skills effective, I have managed to reduce my stress levels of not completing my task on time. (The Muslim life coach institute 2020)

EVALUATION:  This is an honest account of yourself by reflecting on what you are doing well and what you are not doing well. Based on my learning experience on this module I found time management enables me to focus on the task at hand and enables me to prioritize and allocate my time effectively and efficiently juggling with my learning and at the same time taking care of my children.(https://fellow.app>blog>productivity>ways-to-improve 2020)

ANALYSIS: based on my reflection on time management, I found that I have improve a lot and got much better in managing my time effectively compared to few years ago where I was very poor in managing my own time. Due to this improvement, I feel happier and know how to spend my time wisely. I am also able to distinguish areas that waste my time, activities that takes too long and doing things that I shouldn’t have been doing.

CONCLUSION: Overall I am very pleased with myself with the transformation I have gone through in this short period of time. My time management skills have enhanced my live, my online studies and how I prioritize work with other social commitments. ( https://www.itssimplyplaced.com 2020)

ACTION PLAN: Based on my learning experience I have devise this action plan to reflect on my time management skills below.
· Set SMART goals.
· Set weekly priorities.
· Time blocks your schedule.
· Take regular breaks.
· Avoid Multitasking.
· Experiment.

2. COVER LETTER: 
DESCRIPTION
Cover letter is a document you send with your CV (traditionally as the front cover). However, it differs from a CV in that instead of being a written overview of your skills and experience, it’s specifically written with the job you’re applying for in mind – allowing you to highlight certain areas you think would make you right for the role. Reflecting on my learning experience, I now know what a cover letter is and the differences between a cover letter and a CV. The cover letter will introduce me to prospective employers who can instantly see my suitability to the role am applying for. (Resumegenius.com>blog>cover-letter-help (16/02/2020)
FEELING:
Show your strengths. One risk of becoming too emotional in your cover letter is appearing needy or desperate. While you may be counting on this job opportunity, gain attention instead by showing your strength and determination. Rather than telling the hiring manager that you can boost sales, increase customer engagement, or solve problems.  Reflecting on what I have learned in class, one should avoid this common mistake of  using personal feelings when applying for the job ( by Amanda Clark | Jun 24, 2014 | Blog)

EVUALUATION:
In this part of the CV the person needs to describe your previous experience, skills, and abilities will allow you to meet the company’s needs.
 Base on the reflection of what I learned in class with my lecturer you need to sell yourself to the employers and show all your capabilities and experience. For example, communication skills, leadership skills and many more.


ANALYSIS
Analysing your suitability for the role can help cut out time wasting and to determine whether the job is right for you. Also doing some research about the company can help you learn about the company and to see whether you would like to work for them. Also need to do research about the company before the sending your CV.
Reflect on what I learned in class, analysis part you need to tell them what you can bring in the company in term of new skills or strategies to increase the volume of the company sales.

CONCLUSION:
Inconclusion this part is called call to action. You need to inform the company that you are 100% ready to get interviewed. Reflecting on my learning experience, I should be very confident that I can bring some level of success to the company. "I appreciate you taking the time to read this and for considering me for this role. From what I've researched about your company and this position, I believe my communication skills and teamwork abilities will make me a great fit( https://www.indeed.com>...>17 March 2021)

ACTION PLAN: 
I would put a plan together before applying for the job. This plan will be as follows.
Reading the job description and person specification
Look out for the main skills and requirements for the job
Access myself to determine whether am suitable for the job or not
If suitable, send my CV and cover letter to the company
Get myself prepared for a formal interview in case am successful





3.CV WRITING:
DESCRIPTION:
 A curriculum vitae, often abbreviated as CV, is a document that job applicants use to showcase their academic and professional accomplishments. It is used to apply for positions within areas where a person’s specific knowledge or expertise is required. A curriculum vitae is usually longer than a resume. (corporatefinanceinstitute.com/resources/careers/resume/curriculum-vitae 2020)
Reflect on what I learned in class CV writing should include: Contact, Name, Address, Home Address, Mobile Number, and Email Address. Date of birth is irrelevant unless if am applying for the role of a modelling or acting.

FEELING:
It’s always good to let the employer know a little more about you but resist the urge to tell them your life story. Many people go through the motions in this section (how many times have we read “Reading, Cinema, socialising with friends……?”) Tell them about sporting interests and participation, particularly if you are playing, coaching, managing.
 Based on what I learned in class avoid any information that may have a negative effect on your application – i.e. "I like drinking with my mates" – Yes, we have seen this on more than one occasion!

EVLUATION:
 To evaluate the events and accompanying thoughts and feelings means to think about what was good and bad about the experience. That may include thinking in retrospect what you could or would have done differently, or what worked well. (https://career-advice-jobs.ac.uk>biog 2021).
Reflect on what I learned in class with my lecturer Anita Nan, A CV should be brief, keep it high level, Tailor to target jobs. The following should not be included the CV age; ethnic identity; political affiliation; religious preference; hobbies; marital status; sexual orientation; place of birth; photographs; height; weight and health.

ANALYSIS:
A curriculum vitae is a biographical document summarizing a person's education, relevant work experience, and other professional qualifications. It is used to support an application for a job, grants, publication submissions, and professional presentations among other things.

Reflect on what learned in class list all previous education, including professional qualification place the most recent first include qualification type/grade, and dates. Mention specific modules only where relevant.

CONCLUSION:

A. Keep it short enough to read quickly and ideally no more than two sides of A4. ...
B. Choose a clear, professional font to ensure that your CV can be easily read.
C. Be clearly laid out in a logical order, with sufficient spacing and clear section headings (work experience, education.

ACTION PLAN:

I would put a plan together before applying for the job. This plan will be as follows.
Reading the job description and person specification
Look out for the main skills and requirements for the job
Access myself to determine whether am suitable for the job or not
If suitable, send my CV and cover letter to the company
Get myself prepared for a formal interview in case am successful
Action plan you don’t need to provide the names of references at this stage.



4.PUBLIC SPEAKING AND GIVING P RESENTATION

DESCRIPTION:

Public Speaking skills refer to the talent of effectively addressing an audience. Whether it is in front of a group of people you already know or a crowd of complete strangers, your ability to communicate to them with clarity and confidence is known as your public speaking skills. While giving presentation:  Is the ability to create and deliver an effective presentation is important for certain fields of academic study, for example, business studies and languages. However, this skill is also very important in the workplace.( https://career-advice-jobs.ac.uk>biog  26/04/2020).

Reflect on what I learned in class, public speaking and giving presentation, the presenter most dress professional sharp, smart and confident.

FEELING: 
People with fear of public speaking or stage fright are flooded with negative feelings and thoughts that tell them they are not good at speaking. But the feelings and thoughts are usually more about expectation of perfection than an accurate assessment of their actual talents and abilities. Reflect on what I learned in class a good smile will put you and your audience at ease. A real smile engages your zygomaticus muscles- the ones that cause “laugh lines” at the eyes. ( Https://www.flexjobs.com 2020).
 EVLUATION:
A true speech evaluation refers to the ability to truly understand a speech and say things of value which help the speaker improve. At the end of it, that's what public speaking is all about – saying something of value and helping someone improve.
Reflect on what I learned in class, be confident enough in your presentation to be able to adjust to what your eyes are telling you. The way that we use our eyes, and our face can make tremendous impact on our presentation.

ANALYSIS:
Overview. Audience analysis involves identifying the audience and adapting a speech to their interests, level of understanding, attitudes, and beliefs. Reflect on what is learned in class try to avoid rocking back and forth, which may make you look nervous, always make your movement purposeful. Align your eye contact, hand, leading foot all together.
( https://www. Manangenetstudyguide.com 2000).

CONCLUSION:
Develop self-efficacy: the ability to belief you can succeed in any situation. Research your locus of control, the ability of having influence in any situation in your life both internally and externally. Reflect on what learned in class, body language, nonverbal communication posture, gesture and movement, facial expressions, eye contact dress. Take a moment or two to stand still at the front of the room. Gesture involves your fingers only are considered small.

ACTION PLAN:
Make sure you plan your communication appropriately. Us e the tools like the rhetorical triangle+ Monroe’s motivated sequence+ and the 7Cs of communication+ think about the how you are going to structure what you are going to say. 
Finally, the action plan when making a presentation you should not “bent-elbow robot arms” stance, which makes you look stiff and nervous. Also, the “pizza pie” widely gesticulating arm movement, which makes you look overly emotional and out of control. (The tools’ structure team 2020)
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