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1.Introduction 



In this report I would like to reflect on three chosen academic and employability skills; Time management, Reflection and the Online Learning Experience, which are among more skills I have learned about during this term. These are: Time management, Academic Writing, Paraphrasing, Summarising, Referencing, Reflection, CV Writing, Cover letter writing, Public speaking and giving presentations, Analytical and critical thinking, Online Learning Experience.

This work will clearly focus on reflection on the topics covered. There are a few models of reflection I have learned about for example: Gibbs reflective cycle (1988), Kolb reflective cycle (1984), Schon model (1991), Driscoll model (1994), Atkins & Murphy model (1993). They are all very different and widely used. In my report however, I would like to analyse the Gibbs model of reflection, because I found it the easiest to use and very clear.

I will focus on the similarities between my chosen skills and would like to show how my knowledge about them evolved during my studies. I am talking specifically about analysing how the introduction to these methods has improved my comprehension and how all of them are related. 



2.Reflection Model


“Reflection is used as a part of portfolio development and evidence of practice- based learning. It is recognised as being a beneficial tool for use after critical incidents have occurred to help practitioners and students reflect on experiences and generate new knowledge” 
(Barksby et al, 2015)

Gibbs Reflective Cycle (1988)
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(Gibbs Reflective cycle | Crowe Associates, 2021)

I will focus on the Gibbs model of reflection as I found it easy to remember and use in practise. 
It has got six stages to follow when reflecting on chosen event. This model makes me think about my previous experience during chosen task or activity in more details. It prompts me to focus on my actions and how I could possibly change or adjust them to better myself in the future. The Gibbs model makes me focus on the positive and negative aspects and impact of the event to be able to learn from my experience.

In order to do this, firstly I need to describe the matter and find out what happened, when it happened and what I or others have done. I’m thinking about my experience in detail, trying to remember all the facts which occurred at that moment in time. 

The next step Gibbs model of reflection gets feelings involved in the process. It is very difficult to talk about feelings, however, asking questions about how a certain situation made me or others feel makes me realise that not only actions but also the feelings behind it matter. This means that by empathising, I can view problem from different angle. I also should note the impression it gives later, whilst removed from the situation, with a clear head.

In the third step, Gibbs suggests to evaluate whether my experience was good or bad. I should ask myself what went well or why didn’t it go as planned. It is the time to reflect on what to change and how to learn from bad situation.

When it comes to analysis, I know what I did wrong and what to do in a similar situation in the future and also, what is good and worth repeating in the similar circumstances.
In conclusion, I realise that both positive and negative experiences are needed in order to lead me to better knowledge about the matter and give me understanding on which skills I need to use to manage a similar situation better.

An action plan is something you must make for the future. Learning from experience makes me realise that I should stick to the plan and promise to myself not to make the same mistakes again. By doing that I would make a change which takes me to future improvement.


   
3. Academic and Employability skills 


3.1 Time management 

“Time management is, and should be regarded as, a personal tool, something that you use to help you and not a standard approach that you must adopt in order to be efficient” (Forsyth, 2007)

Before I started University, I never used the term "Time management", however I was managing my time quite well. Was it enough? I was tired of my busy schedule, trying to balance everyday life between work and family. Most of the tasks I completed myself, hardly using help from others. Many days were too short and left me with unfinished work. I tried many methods to manage my time better, but they were not very effective. I tried to plan day by day but without the knowledge of how to appropriately prioritise tasks, I found myself spending too much time on unnecessary tasks. Even if I tried to use time effectively by multitasking, it was not working well; if something unexpected happened, I was stressed and couldn’t cope with situation well. 

During the Academic and Employability skills lecture I have learned how to manage my time better, balancing my time and responsibilities, using my time more effectively. I have learned how to prioritise things and direct my effort appropriately towards what's the most important in order to stop wasting time on insignificant things. I wanted to maximise what I can achieve during period of time and reduce time wastage. I decided to reflect on managing time to make it more efficient in the future, making me realise that I am benefiting from it a lot.  During this term I've learned about Eisenhower method (1954). This method helps me quickly identify what I should focus on and what to ignore. I have learned that not everything urgent is important, and not everything important is urgent. 

The Eisenhower method is very simple. It lets me separate my tasks based on four possibilities: 
Urgent, important- tasks I should do right now 
Important, not urgent- tasks I can plan to do later 
Urgent, not important-tasks I can ask someone to do 
Not urgent, not important-tasks I have to eliminate

Time management is very important for both Academic and Employability. Knowing this method helps me to manage my time a lot better to help me combine my work, studies and family life. It helps me with my studies and preparing my assignment on time with minimum of stress. I can easily identify what's urgent and important and focus on it immediately. It also helps me to ask other for help if tasks are urgent but not important, so I can be on time with my university work. I believe knowing this method will help me with my future career. It makes me well organized, teaches how to prioritize tasks, develop better communication skills, stick to the schedule, set and accomplish my goals correctly.
Reflecting on this topic, using Gibbs model got me to the conclusion that good time management leads to more opportunities with less stress. It provides me with improved efficiency and a more successful life.

I would like to mention that when I was choosing topics for this report, I was not aware how long would it take to write and research for that type of work and wanted to choose four topics. However, during the process, I reflected on my previous experience and decided to write about three instead so I can effectively manage my time and focus deeper on studies of less tasks.
Reflecting on my past experience and on what I have learned during this term of Academic and Employability Skills module I set up the action plan I would like to follow to manage my schedule better.
 
Time Management Plan:

	Set your goals
	Prioritise your tasks
	Set time for your duties
	Take breaks and reflect
	Organise your tasks
	Remove what is not essential
	Make plan ahead





3.2 Reflection

“Reflection is a form of mental processing- like a form of thinking- that we may use to fulfil a purpose or to achieve some anticipated outcome or we may simply ‘be reflective ‘and then an outcome can be unexpected. Reflection is applied to relatively complicated, ill-structured ideas for which there is not an obvious solution and is largely based on the further processing of knowledge and understanding that we already possess” (Moon, 2013)

My knowledge about models of reflections were minimal before I learnt about them last term. I believed using my intuition was the best way of doing things and hardly learned from previous experience. I was acting fast without a plan and often made bad decisions. However, I did reflect on some aspects in my work life. For example, when thinking about a meeting a day before, I would reflect on what was said, coming up with new ideas and ways to better the next one. I can also find many situations I have learned from my previous experiences and used my knowledge to deal with it in the future. Especially at my work place, where I couldn’t make the same mistake twice.  

During the Academic and Employability lecture I have learned about models of reflections. Particularly I paid interest to Gibbs model of reflection (1988) It allows me to learn from the situation that either went well or didn’t go well at all. I observe that learning this model helps me to improve many of my skills and also gain the new ones. It helps with critical and analytical thinking and organisation. Using Gibbs model of reflection makes me think back about my experiences, considering what I could have done differently and how to plan dealing with the similar situation in the future. 
I have also learned how to find time for reflection in my schedule. During preparation for my assignment, I used the Gibbs model to reflect on what I have learned, what's been discussed during lecture and what I have researched to make my assignment ready on time and as good as it can be. There are many models of reflection, however I found Gibbs model the most practical during my daily routine. 


3.3 Online Learning Experience

“Online learning has begun to embed itself as a part of our educational environment, especially in the higher education and training sectors” (Anderson, n.d.)
  
My journey with Virtual Learning Environment (VLE) started the same day I started university. I didn’t use online learning before, and found it very difficult. I believed using traditional method of learning was the best: Face to face lessons, printed books, journals and a traditional calendar was what I was used to. However, I was using my basic level IT skills, I wasn’t keen enough about virtual learning. It was too difficult, too complicated and I wasn’t confident enough to believe in my newly self-taught skills
 
I have started university and discovered Moodle.  It's the virtual learning platform to access all necessary materials needed during academic year. I found Moodle very useful and time saving. It helps in every university field. Providing calendar, student email, library and many information about my chosen modules, it lets me study anytime and from many places like home or work. I can also access it from many devices like a desktop, laptop and even mobile phone. I strongly believe that using virtual learning improved my IT skills.

I have also learned how to use Teams, as a very convenient virtual meeting platform to communicate between lecturer and fellow students. It gives similar feeling of good relationship between both, although everyone is joining from different environment. Although it gives a feeling of being distracted or discouraged it still can be managed well. It needs a lot of discipline and organisation skills. 

VLE has many benefits, however to me it's not perfect yet. In terms of reflecting on my own skills within this topic, I believe I need to improve my IT skills a lot to be able to use it most effectively. Overall, virtual learning has got more advantages than disadvantages and it’s the easiest and sufficient way to finish my course given the current circumstances.
 



4. Conclusions
   
In this report I have discussed three very useful methods which definitely will help me in the future. All of them provide me with a new knowledge, also allowing me to expand ton what I already know. I have noticed all of the skills: time management, reflection and virtual learning couldn’t exist without each other.  
I need great time management to put reflection in my schedule, and reflection helps me to manage my time a lot better and improve mistakes. Virtual learning requires very good time management to be able to organise studies and prepare assignments on time. It is also connected with reflection as, if I reflect on my successes or mistakes, I can focus and plan my work a lot better and avoid disappointment. Time management helps me to prioritise time for reflection on what's important and urgent for me in my studies: to use virtual learning to pursue my goal and get good grades. 
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