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[bookmark: _Toc102398895]ABSTRACT

This report aims to reflect on my personal learning and achievements and analyze the academic and employability skills that I already have, or need to improve. To do this I will analyze four different topics that we have learned during the lectures. The topics will be time management, referencing, reflection, and public speaking and giving presentations; and to do this analysis I will be using the Gibbs reflection cycle.
[bookmark: _Toc102398896]INTRODUCTION

For this assessment, I will be reflecting on my own experiences during this learning period in the Academic and Employability skills module.
"Reflection is a process which helps you gain insight into your professional practice by thinking analytically about any element of it. The insights developed, and lessons learned, can be applied to maintain good practice and can also lead to developments and improvements for both the professional and their service users." 
Health & Care Professions Council, 2021
This report will contain information about the outcome from my personal experiences and what knowledge I can take from them to use on future occasions.

[bookmark: _Toc102398897]MAIN BODY

To reflect on my learning experience, I will use the ‘Gibbs reflective cycle’ which was Developed by Graham Gibbs in 1988. This tool allows us to examine our own experiences which become a cycle because we tend to repeat them constantly, like this we ensure ourselves to learn and plan from things that went good or bad (The University of Edinburgh, 2020).  
The Gibbs reflective cycle has 6 stages which are:
1. Description: of the situation or experience
2. Feelings: and thoughts of the experience
3. Evaluation: what was good and what was bad during the experience.
4. Analysis: why the experience was positive or negative. What could have helped during the experience
5. Conclusion: about what is learned or what else could be done differently.
6. Action plan: of how you can improve in future similar situations.

For this part of the assessment, I will reflect on my learning experiences on each of the chosen topics: Time management, referencing, reflection and public speaking and giving presentations. 

[bookmark: _Toc102398898]TIME MANAGEMENT

“Time management is the process of organizing and planning how to divide your time between different activities.”
(Mind Tools, 2009)
1. Description: We talked about time management during week one. In this session we learned what is time management, what tasks take time and we reviewed our use of time. We also received tools to organize ourselves to be more effective. We learned about daily and weekly to-do lists and how to set SMART goals.
2. Feelings: Before this topic, I never had thoughts on how to organize my time, I did not know that time management it is very important to achieve your goals. I personally liked the weekly to-do lists and the Eisenhower method. I have done these for the last month to see if I could do any changes in my habits and routines: I have set SMART goals for the end of the week, and I can say that I see more efficiency when I do my responsibilities. I have set small goals like going to the gym 4 times per week, eating healthier, drinking water, starting assignments, etc. This felt very inspiring to continuing managing my time appropriately and set bigger goals for long-term periods.
3. Evaluation: I have very positive thoughts on this topic because I think it went well. Learning how to manage my time, has made me realize that I can achieve as many goals as I set to myself, and I think that feeling is good because it drives you to want to achieve even higher goals. 
4. Analysis: For me, it was good because when I was using my time management tools, I realised that I was wasting a lot of time (watching TV, being on my phone...) and knowing that I said to myself that I wanted to change it. Something that went bad was the fact that sometimes when I was trying to complete my tasks, they were pushing me back, that is why I have rewarded myself at the end of the week if my tasks were done, and that also made want to keep pushing myself.
5. Conclusion: Learning about time management was very helpful to understand how important is to know how to prioritize daily or weekly tasks to achieve our goals.
6. Action plan: In future situations, I know I will be more confident if I have an idea in mind, because I am planning to keep using the tools I learned to be more organized with my time.

[bookmark: _Toc102398899]REFERENCING

“Referencing is defined as citing authorities or support for an argument, especially in a book or paper.”
(Yourdictionary.com, 2018)

1. Description: we talked about referencing in week 5. We learned the importance of referencing and how to avoid plagiarism by correctly paraphrasing, summarizing and referencing. We learned how to use Harvard referencing style for full references and in-text citations by doing a lot of exercises to practice.
2. Feelings: before learning about this topic, I had no idea what referencing was. I did not know what to expect beforehand. When the lecturer started to explain this topic, I was confused, because I have not been studying for a long time, and this sound completely new to me. I was paying a lot of attention during the lesson because I felt like it was an important skill to learn. When I heard about plagiarism I was a little bit anxious because I was afraid that I could get marked as plagiarism in my assignments just because I could make the references wrong, that is why I tried to practice and read a lot about it, and now I feel more confident when doing my references.
3. Evaluation: I consider that the beginning went wrong because I had the idea that I would fail when doing the references and that made me feel anxious. But I think it went well the fact that I was paying attention and wanted to practice with exercises to understand everything better.
4. Analysis: I think this was good despite of feeling anxious about failing because, I learned a new skill that will help me in my academic life, and now I am more confident to do references in my works.
5. Conclusion: Learning about referencing was very convenient because I can use these skills for other modules, and for my future assignments.
6. Action plan: in future situations I am planning to avoid being predisposed to an unknown topic, and keep using my new skill to avoid plagiarism.

[bookmark: _Toc102398900]REFLECTION

“Reflection is a process of exploring and examining ourselves, our perspectives, attributes, experiences, and actions/interactions. It helps us gain insight and see how to move forward.”
(DOYE Chris, 2013)

1. Description: We discussed the meaning of reflection and its importance in writings and we learned three different models of reflection: Gibbs, Kolb and Discrolls.
2. Feelings: at the beginning, I did not know what reflection really was, I thought it would be something like comparing skills. When we talked about the three different models of reflection, I was a bit confused about all the information received together, but then when doing my own reflections I realized that I found easier the Gibbs reflective cycle model, that is why I decided to do this part of the assessment following Gibbs method.
3. Evaluation: In this topic, I think that despite I was feeling confused about all the information I could put into practice what I learned and I realized that it was simple to understand.
4. Analysis: I recon that being able to bring the theory to practice is very helpful to have solid knowledge of new topics.
5. Conclusion: I think learning from reflection was very interesting. I have done reflection in the past without knowing it was an academic topic. I have made a lot of decisions on how to act in specific situations by looking back to similar experiences and reviewing what went good or bad during that time, and that helped me to go forward in the actual situation. 
6. Action plan: In future situations I am planning to keep practicing what I learn during my lessons to fully understand the whole topic.


[bookmark: _Toc102398901]GIVING PRESENTATIONS AND PUBLIC SPEAKING

“The act or process of making speeches in public.”
(Merriam-webster.com, 2022)

1. Description:  In week 9 we had our presentations for the first part of the assessment, we had to analyze our employability skills about our intended career. I chose Business management as my future career. First, I did a SWOT analysis to study my  strengths, weaknesses, threats and opportunities. Then, I did some research in job adverts and checked the skills the company required for the role. I realized I accomplish most of them, as I already have the experience working in this kind of job. I did a Personal Development Planning (PDP) to keep clear in my mind what are the next steps I want to follow in my academic and employability life. Doing the PDP I realized I want to improve in my weaknesses and threats and want to keep taking advantage from my strengths and opportunities. Finally I did a reflection thinking of how in the past I learned from existing experiences, and that I want to keep learning from my mistakes and improve even more on what went well.
2. Feelings: I was very nervous all the time because I have never made a presentation before, I had a small technical issue at the begging because I could not share my slides, and that made me feel worse, I got very anxious when that happened. During the presentation I started to calm down, After I finish the presentation, I felt relieved.
3. Evaluation: I think the presentation went well because I received a short but positive feedback: the lecture mentioned that my slides were good, I was looking good, and the whole presentation was very smooth.
4. Analysis: I think the presentation could go better if I wouldn’t be that nervous. Being nervous almost made me forget all the preparation I made. But a part from that it was a good experience because I learned a  lot of new things.
5. Conclusion: This whole experience was very helpful for me, I learned how to do power point slides and how to give presentations. I need to learn next time how to stay calm before any presentations.
6. Action plan: For next times, I will work on how to stay calm before giving presentations, and I will keep preparing myself a lot as I did for this one.


[bookmark: _Toc102398902]CONCLUSION

To conclude, this term has been very profitable, I could use a lot of tools that we used in the lectures in my personal life and I can see clearly what I want to do in the future. Thanks to SWOT analysis I learned what skills I want to improve, and which ones I want to keep using to be successful; thanks to weekly and daily plans I can organize myself better; thanks to referencing I can support my academic reports without failing to do plagiarism; thanks to reflection I can learn and plan from my experiences; thanks that I did the presentation, I know that I need to learn how to be more confident and be calmer. This experience was very helpful and convenient, because it was the first time, I do something like this and I learned a lot of new things. I hope to keep learning and using the tools mentioned before and  that one day I become the professional I want to be.
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