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[bookmark: _Toc82203458]Introduction

I will address the academic and employability skills in this assignment and the importance of analyzing what I must give, what I need to develop and where I can get material to read and study online to assist with these. To help me in my task, I will focus on my learning in this module by using of two recognized models of reflection which are Driscoll’s and Gibb’s.
I will be concentrating on Time management, Public speaking and giving presentation, Referencing and Online learning experience.
What is the John Driscoll Model of Reflection?
The John Driscoll Model of Reflection is a framework for reflection, developed into a structured process to guide reflection. There are several models of reflection and there isn't one right choice. It's important to choose the model that matches the person who will be using it. The John Driscoll Model of Reflection is based on the three stem questions ‘What? So what? Now what?’  by Terry Borton, developed in 1970.

















[bookmark: _Toc82203459]Time management

According to Amida et al. (2020), who define Time management as “the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight, and pressures are high. Failing to manage your time damages your effectiveness and causes stress”.
[bookmark: _Toc82203460]Driscoll model 
[bookmark: _Toc82203461]What?
My present position as a Team Leader necessitates the efficient use of my time. I was given many tasks to which I always answered yes in order to show myself and my boss. But the strain got too much suddenly. We are reliant on the council for a work permit, which is limited for a few days, and attempting to extend it is tough and not very good. So, the deadlines formed a cluster. My boss panicked, and I had issues in my emotional, physical, professional, and financial sectors. One day I was assigned a job that required me to remove the obstruction and put a repair kit in the old duct so that we could insert new fiber optic cable. 
[bookmark: _Toc82203462]So what?
I began evaluating where I was doing wrong, and I discovered that the main problem is my time management. As I am taking on all the future tasks before even completing the ones I am now working on. Additionally, I explained to my manager the complexities of my work, how clearing a blockage is a lottery that can take long time. Depending on the services or other obstacles we discover underground, or factors such as working near a school or hospitals.
[bookmark: _Toc82203463]Now what?
I started planning with my colleagues; we created a list of important chores on a sheet of paper to better organize our work time. The Eisenhower Matrix was very useful in choosing which activities to perform first, next, later, and not at all on that day. According to Bast (2016), Dwight Eisenhower said that “what is important is seldom urgent, and what is urgent is seldom important.” 

I have also discovered the 'Pomodoro technique,' which was created by university student Francesco Cirillo, who was having difficulty focusing on his academics and completing tasks. I recognized it helped a lot since I now knew I just had that much time to complete my work.
This experience was both educational and helpful in the months ahead. It has many times assisted us in better planning our work and achieving the finest outcomes in the least amount of time. When I work and study at this course, I recognize that effective time management will be essential. I need to prioritize my spare time in order to complete all the course expectations to the level that I want to achieve.


Driscoll Model Implementation on Time-Management
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[bookmark: _Toc82203464]Gibbs model 
It is reflective process which is systematic and must follow a number of precise phases in order to be successful as suggested by Gibbs (1988). According to Gibbs this model of reflection is a "type of formal reflection, which draws on research and puts forward a theory as to how most effectively put into practice to process of reflection, which can be broken down into six key steps" (Rodrigo, 2016).
[bookmark: _Toc82203465]Description 
As a new team leader, I was accepting more jobs than I could handle. Mainly because of the fact that each job is granted by council for two or maximum three days. Also, when clearing blockages in BT underground network I never know what obstacles I can meet.
[bookmark: _Toc82203466]Feelings
My job is always quite hectic, and there never seems to be enough time to get everything done. It is also unexpected, mainly due to the fact that I never know what services I may encounter or, in the worst-case situation, asbestos. In such scenario, I am required by law to call special competence employees to remove the health hazard, which takes a long time.
[bookmark: _Toc82203467]Evaluation
With the information I received from the module on time management and planning, I am better able to organize my work and evaluate the time necessary to complete my tasks. As a result, I did not disappoint my management and gained confidence.
[bookmark: _Toc82203468]Analysis
For better prioritizing the steps of my daily jobs I started to use Pareto technique, which was extremely helpful. 
Pareto Analysis is a straightforward decision-making approach for evaluating competing challenges and calculating the effect of resolving them. This helps me to concentrate on the solutions that will give the greatest advantage (Mindtools, ‘no date’).
[bookmark: _Toc82203469]Conclusions
My time management abilities have come in handy in my day-to-day professional environment. I had also learnt how to put it into action.
[bookmark: _Toc82203470]Personal Action Plans
Using time management skills demonstrated to me that there is always room for growth. I have decided to constantly strive to improve at what I do and to learn new things whenever the opportunity comes up.
Gibbs model implementation on time management
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[bookmark: _Toc82203471]Public speaking and giving presentations

According to Nordquist, R. (2020) who define public speaking as an “oral presentation in which a speaker addresses an audience”. Many professions in contemporary times, from company leaders to politicians, utilize public speaking to educate, inspire, or convince audiences near and far. It has grown increasingly informal during the past several centuries. 
[bookmark: _Toc82203472]Driscoll model
[bookmark: _Toc82203473]What?
As a team leader, it is my responsibility to communicate to my colleagues our daily work schedule in a clear manner. I need to make certain that they understand precisely what they need to accomplish in order for us to achieve our objective in time. 
The majority of the time, we were unable to complete all of the duties on time, despite my efforts to be kind. Taking breaks was something that my workers did on a regular basis. The fact that I was screaming at my staff was brought to my attention by my coworkers. The thought of not completing on time was making me anxious and stressed.
[bookmark: _Toc82203474]So what?
I began to think about how I might alter the way I spoke to my workers. Emden, J. and Becker, L. (2016) identified three distinct methods, which I began to use some of them. I learned that low-pitched voice is easier to listen to than a high-pitched one. Even when its owner is relaxed, a strong voice may seem threatening. Also, body language is an expressive medium to communicate, so I started to pay more attention to it. Making eye contact and speaking clearly is the key of the success.
[bookmark: _Toc82203475]Now what?
Every speech I give makes me feel more confident in myself. My workers take my leadership seriously and hold me in high regard. According to my poor habits, I made significant strides forward. As a result, I learned how important it is to be deliberate in my word choice and to communicate properly.

[bookmark: _Toc82203476]Giving presentation

According to Noer, M. (2013) presentation is “an integrated communications made through sound, image and body language to inform and persuade your audience”.
The goal is to ensure that your audience understands your message and takes action as a result of attending your presentation. The good presentation consists of content, design, and delivery (Noer, M., 2013).
Noer, M. suggests, that presentation is about organizing your thoughts and sharing them with others. Make sure you understand why you want to convey and what you want to express. This will assist you in determining what message to include and how to present it. Consider your topic and create a solid structure that will assist people comprehend what the issue is and why they should listen to you and act on your recommendations. 
Because most presentations today are accompanied with PowerPoint slides, being how to create a decent slide would be very beneficial. Applying a powerful visual, such as an image or diagram, and establish a focus so that viewers can quickly grasp what you are trying to communicate. Learn to present it effectively by using an excellent design and layout. Practice your presentation so it runs smoothly. Great presenters like Steve Jobs prepare extensively beforehand.





[bookmark: _Toc82203477]Gibbs model
[bookmark: _Toc82203478]Description 
Given that I had already used the Driscoll model for public speaking, I decided that I could use the Gibbs model to giving a presentation. 
We were assigned a task at the start of this semester to create a PowerPoint presentation that we will present on camera online. I had never done this before and had to do a lot of searching because it was not demonstrated step by step in class how to deal with Power Point.
[bookmark: _Toc82203479]Feelings
I was genuinely looking forward to learning something new which I could use in the future. I watched YouTube to learn how to make slides and insert images, which was quite useful. I was surprised at how much I could accomplish with Power Point. I was just concerned about how I would present. I looked for hints and tips.
[bookmark: _Toc82203480]Evaluation 
According to Abrahams, M. (2016), who suggested a few techniques that I successfully implemented throughout my presentation:
- to be brief so that the audience is not bored 
- to be simple by avoiding slides to have lots of words and pictures
- to be aware of what appears in the scene behind me 
- to invest in high quality of microphone
- to be well prepared (I even recorded myself so I could hear how I sounded so I could know where to improve myself before I go live)
[bookmark: _Toc82203481]Analysis
I began to research what should be included in my presentation. I made Power Point presentations as well as a Word document with notes on what to say in each slide in my own words. I looked for images online and figured out how to incorporate them into my work.
[bookmark: _Toc82203482]Conclusion
I learned the basics in class, but additional web research provided me with a lot of information that I could put to use. For example, how essential is it to wear neutral-colored clothes, how to share a screen, handle slides, and be on camera all at the same time. It was a fascinating experience that I will be able to apply in the future.
[bookmark: _Toc82203483]Personal Action Plans
I realized how essential it is to know how to use Power Point not just for school, but also for my personal life in the future; for example, it may be very beneficial in applying for a better job.

[bookmark: _Toc82203484]Referencing

A leading author Pears, R. et al. (2019) define referencing as the “process of acknowledging other people’s work when you have used it in your assignment or research”.
[bookmark: _Toc82203485]Driscoll model
[bookmark: _Toc82203486]What?
Prior my studies, I had no idea what referencing or in-text citation were. I understood that the works of others should be cited in any of my work. It applies to everything I do, and my analysis must be accurate and dependable. Throughout referencing I list the sources that I mentioned in the body of my project (Pears, R. et al., 2019).
[bookmark: _Toc82203487]So what?
I learned why and what to cite. I discovered what plagiarism is and how to prevent it. Reasons for referencing include demonstrating that I "read widely on the subject and evaluated the writings of others; showing my tutor evidence of my research; establishing the credibility and authority of my ideas and arguments, highlighting relevant points by quoting, paraphrasing, or summarizing from the original text, and avoiding plagiarism," as suggested by Pears, R. et al. (2019, p.28).
[bookmark: _Toc82203488]Now what?
During my studies, I learnt a lot about this topic. I began practicing how to evaluate papers and online books from the university library, which will be extremely helpful in my future studies. The most essential thing for me was learning how to locate the material I needed for my project and how to properly cite it using the Harvard Referencing style.



[bookmark: _Toc82203489]Gibbs model
[bookmark: _Toc82203490]Description 
Harvard referencing was presented to me for the first time in my life at the start of university. I had no clue what it meant, and it was difficult for me to understand how to utilize it effectively to avoid plagiarism, especially because English is not my first language.
[bookmark: _Toc82203491]Feelings
I felt incredibly confused the first time, despite what I had learned in lectures and read in the book. I did a lot of research on summarizing and paraphrasing, as well as how to credit other people's work. I needed to make sure I had a fair quantity of reference since it shows that I read quite a few.
[bookmark: _Toc82203492]Evaluation
There were several methods for referencing, such as a book, a journal article, or a website, which is where I became puzzled. It is important for me when paraphrasing, ‘I convey another's work in my own words, generally to gain understanding. This is a different technique of connecting to an author's thoughts or arguments without directly quoting them from their work. I must make certain that I do not alter the original meaning, and I must still credit and reference my source of information’, as advised by Pears, R. et al. (2019, p. 15).
[bookmark: _Toc82203493]Analysis
It was fascinating to discover that when it comes to summarizing, I must offer a precise description of the key points of an article, web page, chapter, or book, which is known as a summary, as proposed by Pears, R. et al. (2019, p.16). It varies from paraphrase in that it just covers the key subjects or headers, leaving out the majority of the specific material.
[bookmark: _Toc82203494]Conclusion
This module's information will be very beneficial to me in the future. I learned how to summarize, paraphrase, and quote a whole paragraph or just a portion of it without affecting the overall sense of the concept. I discovered how, when, and what to properly reference.
[bookmark: _Toc82203495]Personal Action Plans
My goal I want to achieve is to continue my studies, thus I must ensure that I follow proper referencing rules. When citing someone's thoughts, I must be careful not to plagiarize. I'd want to appreciate and recognize their competence in their profession, as well as how it has helped my learning and brought importance to my education.

[bookmark: _Toc82203496]Online learning experience 

According to Morgan (2020) numerous schools in the United States have adopted remote learning during pandemic. 
This educational method may help kids avoid setbacks during school closures. However, some schools lack the resources necessary to offer adequate educational opportunities for kids, and not all children have access to the internet at home. Such school cancellations create plenty of complications. For example, not all schools offer online learning platforms, which will almost certainly result in learning setbacks.
While providing worksheets during a lengthy school shutdown may be tempting, online work should be just as interesting as what kids encounter in class. Therefore, teachers should avoid giving tedious work and instead encourage pupils via live chats, virtual meetings, and video lectures (Snelling and Fingal 2020).
[bookmark: _Toc82203497]Driscoll model
[bookmark: _Toc82203498]What?
I was extremely uncomfortable because of the unusual approach to studying and the fact that I had to deal with IT problems that were caused by Wi-Fi, computer troubles, or my own lack of computing proficiency. My biggest worry about online learning is that I will not be able to maintain concentration on the screen for an extended period of time. During an online lesson, I had the impression of being alone and separated from my classmates.
[bookmark: _Toc82203499]So what?
I have to admit that online learning has provided me with a lot of benefits, which I am grateful for. For example, by being flexible when scheduling my job, I have more time to handle my personal, professional, and familial obligations than I would otherwise have. I like the fact that I am able to study at my own pace.  I like that I have unlimited access to my course materials, which is particularly helpful if I happen to miss anything in the real class.




[bookmark: _Toc82203500]Now what? 
My ability to adjust to this new technique was limited by my inability to concentrate. For me, one of the most beneficial aspects of the experience was learning how to use Microsoft Office and gaining a more in-depth understanding of new software program. My profession requires me to work outside the office, which does not provide me with using computer and program at all.  The most significant difference, in my view, is that I am not getting the same experience as conventional learning, not receiving the same feedback from my peers, and I am missing the black board tremendously.
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