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[bookmark: _Toc112690564]Introduction:
The purpose of the report is to discuss my own experience with the skills such as time management skills, academic writing, referencing and summarising. The above-mentioned skills will be discussed through the Gibbs reflective cycle to understand my understanding and experience with those skills. The Gibbs reflective cycle is a model for self-reflection that was developed by Graham Gibbs in the year 1988. It is used to examine the experiences from any topic and understand the areas of weakness and strengths for development. The experience is described through six stages of the cycle such as the description of the experience, feelings from the experience, evaluation of the experience, analysis of the experience, conclusion about the experience and action plan for future development after the analysis of the experience. 
[bookmark: _Toc112690565]Time management: 
Time management is a process of managing and planning the time for utilising the time efficiently. It refers to controlling the time and assigning the time appropriately for each task. It helps in productivity and reduces stress (Corporate Finance Institute, 2022). 
Gibbs reflective cycle: 
Description: 
From the start of my course, I faced difficulties in managing my studies and assignment work. I understood the importance of time management and its benefits for students during their studies. I decided to develop my time management skills as it is essential for an effective learning process in my course at the university. I decided to plan my day and manage my studies according to that but it sometimes gets messed up. Therefore, time management is a weakness for me. 
Feelings:
I realised the importance and need for time management skills very soon after I joined the course of my studies at the university. I was feeling very tense and nervous as I was not able to complete my studies and assignments in time.  I was trying hard to acquire my time knowledge skills with proper planning. I feel that time management is still my weakness and I need to work on it more. 
Evaluation: 
When I started to work on my time management skills, I started with planning my days. Planning is an essential element for managing time effectively to bring productivity. I used to plan my day by dividing all the tasks into some time limits. But the process did not work well as it used to take more time than the set limit. Therefore, planning the day did not work well for developing time management skills. The good experience is that I understood what I needed to do to develop the skill. 
Analysis: 
Time management is essential for utilising the days productively. It helps in providing more opportunities for self-development and provides the ability to achieve and realise my goals for my future. The planning process did not work for me because I was not able to assign tasks in the appropriate periods. I always used to take more time for the tasks from the set time limits. I need to work more on developing my time management skills through proper development plans. 
Conclusion: 
From the situation, I learned the importance of time management for students to acquire knowledge effectively. It is important for courses of study and in the future workplace. I need to develop proper planning skills for managing time effectively. 
Action plan: 
To develop my time management skills as it is an essential lament for being successful in the process of learning and the workplace. I will develop my planning skills by setting an objective for each day and organising each of the tasks according to their importance and time consumption. To develop time management skills, I will set time limits for each task every day, remove the non-essential tasks and provide priority to the most important tasks. 
[bookmark: _Toc112690566]Academic writing: 
Academic writing refers to the formal way of writing the research and assignments in the universities and scholar items that consist of the relevant information about the facts and topics for the discussion (Scribbr, 2022). 
Gibbs reflective cycle: 
Description: 
I got to know about academic writing during my studies at the university. It is a very important part of my learning process and assignments. During my studies, I participated in a group assessment with three students to make a report on the topic and got to know about academic writing skills. I got to know that I have good academic writing skills as I completed the writing process easier and scored good marks on the assessment. 
Feelings: 
I enjoyed the whole process of academic writing through my experience in doing group assessments. I enjoyed the process of scientific study and research for academic writing. My feeling after the assessment was motivated and encouraged to do more writing in my course of studies. 
Evaluation: 
The things during my assessment of academic writings that got well were that each of the students who participated in my assessment provided very good material in the assessment and helped each other in the research work. During the assessment, I got to understand a lot about scientific and logical writing through appropriate research. The writing helped me to express my thoughts and expressions in the physical form of academic writing. The thing that did not go well in the academic writing is It took me a lot of time to do the research. 
Analysis: 
The assessment was done by dividing the parts of the assessment among the students according to their strengths in writing. I had the strength of writing the assessments with various models and analysis of the situation through using several models such as SWOT analysis. It helped me to understand the topic from several perspectives and analyse the result according to it. It helps to provide scientific and logical information for academic writing. Something in academic writing that did not go well for me is doing the research. It takes a lot of time for me to research as the writing requires different sources of information to provide appropriate information in academic writing. 
Conclusion: 
From the assessment of academic learning, I learned the importance of academic writing for the future course of my studies. It also helped me to look into things from different perspectives and then judge the outcomes. I developed team working skills from my assessment of academic writing reports with a group in my course of studies. 
Action Plan: 
In my future studies, I will develop my research skills by searching appropriately about the topic from various sites. 
[bookmark: _Toc112690567]Referencing:
Referencing is a process of acknowledging the sources of the information in the process of academic writing. It refers to proving the source of the information, ideas and facts of the original author of the content (Marsh and Campion, 2018). 
Gibbs reflective cycle: 
Description: 
While doing my assessment and academic writing I got to know about the process of referencing or citation the information provided in the academic writings. I started referencing my writings during my studies at the university. The teacher at my university taught me the rules and regulations of referencing information in academic writing. I used the process in my university assignments. 
Feelings: 
I felt very interested in the process of referencing as it helped me to gain knowledge of different writers. I was very curious about learning the different referencing styles and excited to try them all in my course of studies. 
Evaluation: 
The good part of the process of referencing is it helped me to make my academic writing more informative and authentic in my academic writing. Referencing is the process of acknowledging the authors of the information provided from other materials and also helps to make arguments about the facts in the writings. The bad experience I had from the referencing is the writing process gets lengthy and too much reference in the writing distracts the reader. 
Analysis: 
I think the reason for referencing being beneficial for me in the course of my studies is it helped me to gain more knowledge and understand the different perspectives of the different authors. It helped me to understand the topic of studies better and in a detailed manner. The thing that does not go well with referencing is it distracts the mind of the reader in academic writings.  To gain more knowledge and provide it in academic writing I used to add too many references which decreased my productivity (Otago, 2022). 
Conclusion: 
I Learned the importance of referencing through learning the process of referencing and implementing it in my academic writings in the course of my studies. Referencing is a very positive aspect of academic writing and helps to become analytical in research and writing. I need to use references limitedly to keep it informative as well as attentive to the reader. 
Action plan: 
To develop my skills in referencing appropriately and enhance my quality of writing I will use more of my critical thinking skills and analytical skills to provide input in academic writing other than using too many references. 
[bookmark: _Toc112690568]Summarising:
Summarising refers to the identification of the most important elements and writing it shortly from the actual texts. It is the short form of the original text and consists of all the elements that are important in the original test.  It helps in memorising the important facts in the text (Taylor et al., 2021). 
Gibbs reflective cycle: 
Description: 
I got to know about the summarising of the test from the course of my studies in the university when I was taught to make notes from the book by summarising it in some small paragraphs. I summarised the texts of my books by extracting the small important elements and describing them in a small way. I also implemented summarising in the learning process during my examination at the university. It helps me to learn the important points that are required to be remembered for the examinations. Summarising has always been my strength as It helps to gain knowledge effectively and saves time.  
Feelings: 
I feel very informed and satisfied while summarising the text of my books in the course of my studies. Whenever I summarise the texts of the chapters of the books I feel very conscious about choosing the works and information in the summary and making it more productive. 
Evaluation: 
The process of summarising is beneficial for the quick learning process to learn the important elements of the material of the studies. It helped me a lot in saving time and using that time in some other works but summarising is not helpful for me because it does not provide the full information that is there in the book of full texts. Many important points cannot be included in the summary. 
Analysis: 
Summarising is essential for the note-taking process in the course of my studies at the university as it helps to save time and learn the chapters easily. It is also beneficial in the learning process during the examination times as we get a small amount of time to study before the exams. Summary of the texts helps to learn easily in less time and helps in remembering the information of the studies. All the important points cannot be included in the summary and therefore it requires high skills in reading and writing to develop an effective summary. 
Conclusion: 
From the experience of summarising I got to learn the importance of summary as well as the importance of learning from the texts directly. It is important to develop the summarising skills appropriately for me to use them effectively in my course of studies. 
Action plan: 
To develop my effective summarising skills, I will read the text carefully to understand all important points in the text and use appropriate words for the points in the summary. 



[bookmark: _Toc112690569]Conclusion:
In this report, there is a description of several skills like time management skills, academic writing skills, referencing skills and summarising skills through the model of self-reflection called Gibbs reflective cycle. That helps to describe the experience in the most efficient ways. The report consists of action plans that will help to enhance the skills effectively for future learning and the workplace. 
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