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[bookmark: _Toc111111546]Introduction 
The purpose of this study is to produce a reflective report about my learning and experience across the Academic and Employability Skills module and in order to share my experience, I will use the Gibbs’ Reflective Cycle. This report is therefore an opportunity to reflect on my experience of writing the task 2 academic report as well as my experience of working in a group. The Personal Development Plan (PDP) is another integral aspect of the report, providing an opportunity for me to identify those areas which are lacking. The PDP has been developed on the basis of the feedback I received from my peers and it has made it possible for me to understand the actions required to improve certain academic and employability skills. This reflective report would ultimately help me understand my strengths and weaknesses while identifying the areas of improvement, which I believe is important for my future career. 
[bookmark: _Toc111111547]Reflective writing 
Reflective writing refers to the process of examining and analysing an event, observation or memory. In reflective writing, the writer generally reflects on the impact and meaning of an occasion. Reflection is thus, a mental process and it is a long consideration or a contemplation. The opinions or thoughts that come to the writers while they are reflecting on an event may be defined as the process of reflection (Sanchez et al., 2019). In reflective writing, three major areas are usually covered by the writer- description, interpretation and outcome. 
The various approaches to academic reflective writing are listed below:
· While reflecting, it is imperative for the writer to develop a line of reasoning or a perspective. 
· The writer needs to create a link between their practice or experience and the existing personal or theoretical knowledge. 
· The writer needs to show appreciation and understanding of various perspectives to their own (Sanchez et al., 2019). 
· The writer also needs to exhibit learning generated from the reflection and how they plan to use it.
· Reflection must be written in an appropriate style and the language must be relevant to their academic discipline. 
It is important to reflect as a professional as it enhances personal development by building a person's self-awareness, which is believed to be a major component in emotional intelligence and it also aids in creating a better comprehension of others. 
[bookmark: _Toc111111548]Model of reflection 
In order to reflect on my experience, I have chosen the Gibbs’ Reflective Cycle. 
This reflective model enables individuals to make sense of a specific situation. The model is used for understanding the areas that went well, while identifying what a person could do better in the future. There are six different stages in Gibbs’ Reflective Cycle and these are 1. Description, 2. Feelings, 3. Evaluation, 4. Analysis, 5. Conclusion and 6. Action Plan (Adeani, Febriani and Syafryadin, 2020). 
Gibbs’ Reflective Cycle was proposed by professor Graham Gibbs in the year 1988. The model was published in his book, “Learning by Doing”. 
[bookmark: _Toc111111549]Reflection on Task 2 
In order to reflect on my experience of working on Task 2, I have implemented the Gibbs’ Reflective Cycle:
Description: In Task 2, I was required to develop a mini-report report on “the most effective ways to motivate staff”. It was to be written as an individual report and discussed 4 different ways to motivate staff in an organization.
Feelings: I had had very positive experience writing this report as it aided strengthening my knowledge on a core topic (motivation) which I believe would help my people management skills. Before developing the report, I was a bit nervous but while working on it, I felt more confident as I gained more insights. 
Evaluation: I had to tackle a few processes in order to effectively finish the report, including researching, taking notes, drafting, managing my time, and doing a final edit. I chose a list of peer-reviewed articles on staff motivation while conducting my investigation. As intensive note-taking can result in improved outcome, I made the decision to take notes in order to improve our research (Salame and Thompson, 2020). I choose to write a copy of my work after making note of the journal's key topics. It took me longer than I had anticipated, but my thoughts were redundant, and several sections of the research seemed repetitive. I was able to make some changes to the report during the final editing. This slowed down the completion of the final document.
Analysis: I came to the realisation that I lacked the necessary time management abilities needed for this report. I needed to split my task up into its component parts at the beginning itself, according to the requirements of each, and try to finish them on time to strengthen my time-management abilities. (Sainz, Ferrero and Ugidos, 2019). 
Conclusion: Much while the report's overall conclusion is excellent, I might have done even better if we had not already let the production of the absurd dragging out of some parts of the report. I became aware that I had repeated several aspects in the report, which needed to be changed if I wanted to write about my notion effectively and make it an eclectic read.
Action Plan: For any such future work, I have planned to spend more time on resource gathering so that my research and final writing will be much more credible and insightful on the topic. Management of time is also another aspect I aim to hone so I do not face similar delays in the future.
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Using Gibb’s model of reflection, I present a reflection on my experience of the group presentation. 
Description: Working in a group is challenging in one’s academic career (Fukuhara and Kojiri, 2019). I understood that working with others was important for me to pursue a lucrative career in the future. I was put in a group to prepare a group presentation. I was not well acquainted with some of them but we eventually got along. 
Feeling: At first, I felt uncomfortable presenting in the class. I was nervous about rambling my speech. However, during the presentation I felt persuasive and confident. I felt I was able to engage the audience. 
Evaluation: The group meetings were productive and I completed my designated tasks and so did my peers. Another thing that I believe we did well as a team was gathering information. As a result, the presentation was informative. However, we did not do well in presenting the gathered information. We made some mistakes while transitioning between narrators and there had been times when my team member and I said the very same things. However, I did well in keeping the discussion precise and specific to the subject matter. Later, I did not find the design very pleasing. The background image was bold and the text seemed to overlay. Moreover, some of the slides had too much in it that no one would want to read. 
Analysis: Although My team did fairly well, there were things that could have been better. My command of the language was good but as I tried to rush my narration, I forgot to include important facts. We should have given more attention to the design and collaboration (Chuyen, Tra and Trang, 2019). 
Action plan: When I present the next time, I will make sure to work on coordination and synchronisation to avoid miscommunication with other members. I will try to give more time to the design of the presentation. It is important to understand that the information should be precise rather than congested. 
Conclusion: From this situation I have learned that hooking the audience from the very beginning is important. Using visual aids is more important than the texts (SIDDIKY, 2020). I learned that paying attention to one another while speaking is necessary. 
[bookmark: _Toc111111551]Personal development plan 
According to Bintani (2020), a personal development plan or a PDP is significantly important for guiding students in identifying and solving their academic problems independently. PDP allows students to be accountable for their learning style and process. I have used a PDP table in the current section to become aware of the potential skill gaps and apply methods to address those. 
	Objective
	Action
	Success criteria
	Resources
	Time

	Time management
	1. Determine priorities
2. Reduce multitasking
3. Use tools
4. Avoid distractions
5. Create stress-free environment
6. Take breaks
	1. Meeting deadlines
2. Enough free time
3. Reduced anxiety
4. Work-life balance
5. Organisation
6. Good sleep
	1. Time management tools like Pomodoro
2. Alarm
3. Plan book
4. Activity logbook
	Start date: 25th August 2022
End date: 25th September 2022

	Collaboration
	1. Share responsibilities
2. Identify individual roles
3. Pre-planning the whole thing
4. Be accountable
5. Identify a leader in the group
6. Transition 
	1. Good exchange of insights and ideas.
2. No miscommunication
3. Interactive communication
4. Enthusiasm
5. Energy
6. Synchronisation
	1. Class lectures
2. Books
3. Business magazines
4. YouTube tutorials
5. Online courses
	Start date: 15th August 2022.
End date: 10th November 2022.

	Presentation
	1. Eye contact with audience
2. Smile when I talk
3. No rushing
4. Pre plan what I say and what others say
5. Listen to others
6. Stage presence
	1. No rambling
2. Confidence
3. Clarity
4. Command over the language
5. Engagement with audience
6. Precise
7. Specific
	1. Online templates
2. Class lectures
3. YouTube tutorials
4. Online courses
5. Microphone
	Start date: 1st September 2022
End date: 25th October 2022

	Presentation design
	1. Simplicity
2. Visual aids
3. Big texts
4. Informative
5. Background designs
6. Choice of colour
	1. Clear visibility
2. Readable
3. Understandable
4. Engaged audience
5. Educative
6. Knowledge
	1. Online templates
2. Class lectures
3. YouTube tutorials
4. Online courses
5. Microphone
	Start date: 1st September 2022
End date: 25th October 2022
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From the course activities I was able to develop a range of skills and knowledge that will effectively contribute to my academic success. I believe that in the future I can use these skills and knowledge to excel in my professional career. I have learned the importance of note-taking, research abilities and drafting can help me create effective projects and informative materials. I further understand that my presentation skills can improve if I work on collaboration and presenting information. I am hopeful that the personal development plan can help me in my academic and professional career. 
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