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1.1 INTRODUCTION								


The purpose of this report 

· Is to reflect on my learning, this will be done using Gibbs' reflective model, so the reason I am writing this report is to capture everything I have been learning during this period. 

I thank this institution for allowing me to be part of and accept myself as a student, I consider this to be a great step for my life and my future.
I also want to thank the teachers for their great dedication throughout this course and, finally, my classmates for their support, help and understanding during this period because they have been important people during the course at the university.

Academic and employability skills have taught me a lot about all the skills and also about the tools that I have been learning and using during the course.



1.2 DESCRIPTION								


The reason why I make this report.

· With this report I also want to take this opportunity to explain in my own words why I am writing this report and what it means to me.

I have decided to write this report because I need to present it as my final assignment for the second quarter of this course. With this report I also want to explain and demonstrate everything I have learned so far, I also want to be able to demonstrate to myself that all this long journey has a great reward for being able to successfully pass this course.


Gibbs Reflective Cycle Model

· I will also explain everything I have understood about the reflective model, its meaning to me and how to use.
 it is a tool that helps explain an experience we've had and also helps people understand the complications in our work environment, so they can understand what they did well and what they could do better in the future and help me with my report structure.


Skills 

1. Time management
The ability to carry out tasks and be able to achieve objectives. Simplify and organize priorities that is essential when managing my time.

2. Public speaking and presentation
La habilidad que me a ayudado a perder el miedo de hablar en publico y me esta ayudando a la hora de preparar mis presentaciones.

3. Communication
They are the most common skills that are used when wanting to give information, a message such as giving ideas, feelings of what is happening around them that involve listening, speaking, observing and empathizing

4. Analytical thinking 
It has helped me to be able to observe, investigate carefully, identify problems and be able to solve different situations step by step.
One of them is being able to develop my report satisfactorily.



1.3 FEELINGS									


· How I felt doing the report


In feelings, I am going to explain how I felt when I started this report and the difficulties I have encountered during this time, because having to study, work and take care of my family, it has not been very easy for me to finish. This report.

I start by saying that from the beginning I have been very confused because I did not understand very well how to make this report, but I was wondering how to find the most correct way to start, how to prepare it, how to build it. inform from the beginning and thus be able to make sense of all this.

I also want to say that through the days, by reviewing my notes and with each word you wrote, you were able to build, you were able to understand this and you were able to advance my report with the help of the skills you developed during this course and also with the tools you learned. . . in this degree.
I think it is a way to demonstrate ourselves and demonstrate to our teacher all his teachings during this course.

In closing this report, I can tell from my own experience about this report and how satisfied you were, I also believe that you achieved great assurance by completing this report as you wish.
I also felt that when I wrote this report and used each of the tools we learned during this course from our teacher (Anita Nan), it was made easier with the help of our classes. Although more than half of the classes have had to be without assistance.





1.4 EVALUATION								 						

The positive and negative of the report


In the evaluation, I want to express and give my point of view of what seems good about this report and also explain what seems bad during the preparation of this report.

· My evaluation of this report begins with telling that the good thing about this report seems very important to me because to do so we have had to reflect all the knowledge that we have acquired during this course.

I am very grateful that this topic has been decided as the title of this report because it is a way of evaluating ourselves. We can also comment and let ourselves express how we rate our own work.
This means that we can give a positive point of view and also give our negative point of view.

· Now I am going to start telling what I found bad about this report, I am going to give my negative point of view explaining why I evaluate the problem and why I think this report has negative points.
I think that the topic in the different points of the report seems very similar to me and it was very difficult for me not to drop something repetitive many times in each point.

I must also say that I attend classes every week and see my classmates, I communicate and I have that treatment face to face with the teachers, that now with everything that is happening in the world the situation and the burden of being locked up at home With this fear I feel that all this has become much more complicated for me.




1.5 ANALISYS										


· In this part of the report, I will analyse and explain my experience with these different skills that we have developed throughout this course. I will also explain how they helped me and how they can help me during my future work.

Time management skill

· I learned a lot to be able to manage my time and not waste my free time after working, studying and doing my daily jobs. below are some skills that seem important to me in time management.

Organization being an organized person can help you have a clear idea of ​​what you need to complete and when. Being well organized means keeping an updated calendar, being able to easily locate things, having an orderly environment and prioritizing and evaluating each of your authorities by priority.

Goal setting goals is the first step in becoming a good time manager. Goal setting allows you to clearly understand your ultimate goal and what exactly you need to prioritize to achieve it. It also allows you to delegate, allowing you to focus on completing the most important and relevant tasks that align with your goals.

Planning it is a very fundamental part in planning your day so that you can arrive and comply with the established schedule.


Public speaking and presentation skill

· They are the skills one needs to present fearless and fearless public presentations to a variety of audiences. 

These skills will help me develop all kinds of areas for public speaking, and thus have a good structure in my presentation, the design of my presentations, the tone of his voice and the body language he transmits.
All this will help me a lot during the course to be able to successfully carry out my presentations in class and in the future to be able to carry out my work at the required height.


Communication skill

· Communication for me is divided into verbal communication, non-verbal communication and body language communication. Communication means being clear, trying to be as concise and focused as possible

Communication means being able to adapt our message to the public in a clear way so that we can make ourselves understood and also listen to the opinions of other people. As if they were good or bad opinions because you should always respect everyone's opinion.

Communication has helped me a lot during this course because I have been able to maintain continuous communication with my colleagues and we have been able to exchange ideas to resolve our doubts.
Communication has also helped me with the teachers to be able to dispel all my doubts and have a clear and fluid communication with them.

Communication in my future will be of great help when I start a job and during it, communication will help me to carry out my work in the best way and to be in contact with all my colleagues.


Analytical thinking skill

· Analytical thinking is a skill that I understood but didn't know had a name or meaning until I learned this in class.

This skill has been a great help during my life because it has helped me to solve, develop, analyse and evaluate many problems and many complicated situations in my daily life and where I have been able to find some type of solution.
In this report, I enjoyed using this skill because it has helped me to be able to analyse my report even when it has been completed and give it a final review.


1.6 CONCLUSION										


That I could have improved or changed

· In this conclusion, I want to explain what I would have liked to add and what I think could have been done better during the development of this report.

I wish I could give it more shape so that I could add to the best some other experience I have had during my life, but the words have not come out. I would also have liked to be able to do more research on some sources to make the report more presentable, but I think I have done the best I can despite my situation at home because work, study, family and all this situation we have are going all over the world with this pandemic.



1.7  ACTION PLAN										


If I had to do it again

· I am sure I would do better because with all the experience that I have acquired and after this report I have many more ideas and I think that after this quarantine more experiences that I have discovered

If I had to do it again or rethink the report? 

I guess I would do it again but I think I would do it differently because I think it depends on when you start doing it, I think that depends a lot on the situation and the moment you are going through. For example, right now everything is very complicated because there are many people, families with different types of the situation due to this pandemic.



1.8  CONCLUSION										


About This Report

· To conclude with my report, I want to focus on all my experiences and summarize the facts in everything I have learned in this course.

I must also say that after many of the skills learned, such as time management, they have helped me a lot to prioritize and organize my daily life and not waste it.

I also want to say that with this I have realized that I still have a lot to learn and after this course, I would like to continue studying and be able to finish my Bachelor of Business Administration to grow in my work and be able to access a good job.

To close this report, I want to thank our teacher for all the effort she has made to explain everything with effort.









1.9 REFERENCES									           .                                          


My references

Indeed career guide. (2020) Analytical Skills: Definitions and Examples.                      Available from:  https://www.indeed.com/career-advice/resumes-cover-letters/analytical-skills(Accessed: 25th March, 2020).



Duszyński,M.(2020) Top 10 Employability Skills: Definition & List of Examples.         Available from: https://zety.com/blog/employability-skills 
(Accessed:22th April,2020).



Mind Tools Content Team. (2020) Gibbs' Reflective Cycle Helping People Learn From Experience. Available from:
https://www.mindtools.com/pages/article/reflective-cycle.htm
(Accessed:2020).








1
[image: page1image3117904992]
image1.jpeg
B Prifysgol Cymru
% Y Drindod Dewi Sant

% University of Wales
Trinity Saint David




