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‘Reflection is — a process where students describe their learning, how it changed, and how it might relate to future learning experiences’ (“Learning and Leading with Habits of Mind” 2008). The importance of reflection is, that only in this way we can progress and learn from the mistakes we have made in the past. As Barrie Davenport explained, there are many benefits to self-reflection, for instance, it will help you understand what changes you need to make in your life, what are your weaknesses and strengths, and what needs to be improved. (Davenport, 2021). Different researchers have developed different models of reflections. Gibbs, Kolb, and Driscoll have discovered the reflect models, although these models are remarkably similar to each other, therefore they are named differently. This report will analyse time management, academic writing, referencing, and public speaking and giving a presentation using Gibb’s reflective cycle.

[bookmark: _Toc112352455]Gibb’s reflective cycle

Gibbs has introduced a cyclical model, where he explains how you can self-reflect using just six distinct stages. In the first stage, you describe your experience, in another, you explain your feelings, how you felt at that moment, next step – evaluation – what was good, and what was bad, then – you have to analyse the situation, in the fifth step you make a conclusion of what you have learned in this state, and finally – you make an action plan for your future (Gibbs’ Reflective Cycle, 2020).
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According to the Mind tools content team (Mind Tools, n.d.), you have to work smarter, not harder. By managing your time, your life will get more organised, and you will be more productive in your sphere.

Description: Our very first lesson in the academic and employability skills class was about time management. The lecturer explained what time management is and mentioned several tips and tools to use your time effectively. I have learned, that to reach my future goal, I must follow some rules. First, I have to plan my time. Second, be organised – write a diary or use a calendar, in this case, I will have everything planned, and will be one step ahead. One of the tools is Eisenhower method/Matrix, which shows how you can prioritise daily tasks by dividing them into four categories: urgent, not urgent, important, and not important, as it helps to see what tasks need to be done first, and what can be passed on to other people (Team Asana, 2021). I have to be extremely specific with the purpose. What I want to do in life, how long will it take me to get there, and to do that, the most important thing is to use SWOT analysis, that way I can find my strengths, weaknesses, opportunities, and threats. 
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Once I know them, I can work towards their progress. As I have mentioned previously, my aim has to be SMART:
S – Specific,
M – measurable,
A – achievable,
R – realistic,
T – time-related
(Mind tools, 2020).

Feelings: I was really happy, when our lecturer, Lizeta, covered this topic, as I am very punctual myself, I love being everywhere on time, and I manage it by writing a list of things that needs to be done. I know that things do not always go as planned, but every situation has a solution. Just before the class, I made sure, that I will be on time, just to prove my timekeeping. Once the class has finished, I felt overwhelmed by the information given. Most of it I knew already, but there was a lot to research and re-read again.

Evaluation: When I got home from the university, I studied The Eisenhower Method/Matrix to improve my time management even more, as there is always room for improvement. I have discovered that there are four stages, which it has been explained when tasks need to be done urgently, when you can schedule them, delegate, or delete them (Chaneski, 2017, p.36). I have planned my time for the next class, but I was late, and I realised, that I need to study a bit more on this topic, to see how I can improve, and schedule my time, so I will make on time next time. 

Analysis: I have realised, that by having better time management, the level of stress will decrease drastically, as everything will go smoothly. Instead of wasting my time on unnecessary things, I focus on what helps me to achieve anything I want in life. Many other students with similar mentality as mine made that day in the class even more interesting. On the other hand, a few classmates were late to the class and missed the information we were given, this shows that they need to get together and better themselves. 

Conclusion: The more I focus on reducing the time wastage and prioritising the activities, the better I get at coordinating my schedule. I could have organized everything in advance, I could leave my house earlier, just to be sure, that I will be in class on time. We make mistakes, and we learn from them. In this situation, I have learned that I can use Eisenhower Method, in this case, I will know, that the most important things will be done first thing in the day.
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Action plan:  If I did not attend the lecture, I would have missed the opportunity to enhance this skill, however, time management is the skill I built in my early days. If I could turn time back, I would have asked more questions, just to get more answers on this day, in this way, I would have understood this topic much quicker, because now it took me a bit longer to develop this subject. The next time we cover a different topic, I will make sure, that I understand it, and I ask the questions on the day rather than trying to learn everything at home by myself.
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Description: The day I found out that we are going to talk about the clause structure, I thought to myself that I know this subject already, because I have learned it in school, even though it was many years ago. We went through the clause structure, what sentences are divided into, what are their types, and so on. Academic writing is not easy, as there is so much to be taught. I and my colleagues have made so many notes on this topic, as this helps to develop our academic writing, understanding of the correct word order, and how to formulate the sentence. Furthermore, the knowledge I have gained during only one of the classes is invaluable. We watched some videos where it was shown how to combine sentences, how to structure a paragraph, and how to write an essay.

Feelings: Once we started talking about sentence types, I have realised that I need to revise all this information again. I knew a basic clause structure, such as subject and verb, but I completely forgot about compound, complex, and compound and complex. I have been actively listening during the class, as to not miss any of the information given, as academic writing is important, besides, I am using it day-to-day.

Evaluation: The appropriate language increases your chance of getting the job of your dreams. If you do not know how to articulate the words, you will not be successful in your career. You can better your writing, and it educates on the rules of formal language (The future of things, n.d.). There are also some challenges, if you do not know how to put words appropriately, you might find it hard to write a formal letter.

Analysis: I am glad, that I was able to join this university, and master this important skill. After this class, I was reading articles about given topic and checked slides, so this has helped me widen my knowledge. If we have had an extra class on academic writing during the week, it would have taken less time to absorb the info. At least I have all the notes with me, which will help for future studies, and it has already helped me to do my assignments. 
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Conclusion: First and foremost, you have to be patient to be successful. In other words, you have to take every lesson offered, and read, learn and improve! I know that this experience was useful for me, and I have accomplished a lot during the time in the class. I will try to develop written and oral communication skills even more, as it still is one of my weaknesses. 

Action plan: First and most importantly, I will make sure, that I am more concentrated during the lecture, as some days there was no motivation to study. My mind was elsewhere, and as a result, I did not get what was received on that day. This affects me in many different ways. To cover this up, I will attend some workshops, so I will not miss out on the educational skills. 
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Description: To begin with a definition of referencing – It is a formal system to use someone else idea and put it in your own words, although you have to credit them, by writing their Surname and the date it was published in in-text citation and in a reference list at the end of the report, to not be accused of plagiarism (Massey University, 2020). In one of our classes, we were introduced to referencing. Most of the students were very confused and did not understand what it is and how to use it. I was very impressed with myself, that I have caught it quickly in comparison to others, as it has to be done exactly by the Harvard handbook.

Feelings: In week five we studied referencing; Therefore, I did not take many notes on this, as all you need to have – is a Harvard handbook. The subject was boring and interesting at the same time. Boring, just because all I had to do was follow the handbook, but the understanding made it interesting for me, as I knew more or less how to do it. I will be using it every term at the university, so I cannot say, that it was useless to learn. It is one of the most important lessons learned. 

Evaluation: In short, this class has taught me, that regardless of what we write in our assignment, we have to credit the author for the taken idea. The reference has to be accessible to the person examining our work.  

Analysis: I think many of the students did not comprehend the referencing, because they did not pay attention in the lecture. In addition, they have been asking me to help them to reference and have taken my time to explain to them again, what was already explained.

Conclusion: To conclude this, I want to say, that referencing was not one of my favourite topics to go through, but it was well needed to see the way it has to be done. If students do 
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not know how to use the Harvard handbook, they might fail the course, and for this reason, they will have to reiterate the same assignment. 

Action plan: I will keep practicing on doing referencing, especially when reading some articles or books, so I will be sure that I will not be blamed for copying someone’s work. The more you practice, the easier it gets. Repetition is the key to success.  
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Description: The last week of our term was about public speaking and giving presentations. All of us had to present our slides to the class about our future dream job. My future dream job is to open up a healthy food cafeteria, so I had to tell more in detail what is my plan, what are skills required, weaknesses and strengths of mine. We had roughly five minutes each to cover our slides.

Feelings: The week before our presentation I felt so nervous and stressed, as public speaking is not my favourite thing to do. I get anxious in front of an audience, and I forget what I want to say, but this time was different. I was so confident in what I was talking about. I loved every single minute of it, it boosted my self-confidence. I did not need to think too much about what I wanted to say, as words were coming out themselves. Afterward, I felt so relieved, as I knew that I have said almost everything that I was planning to say.

Evaluation: This experience has helped me to practice speaking in front of people. It was enjoyable and easy for me, because I adored these ten weeks of classes. If you like what you do, you do not need to put too much effort to prove it, as everything comes naturally. 

Analysis: The reason it went better than I expected was, that I was discussing the business I am dreaming to start in near future. When you know what you want to achieve in life, you do not need to think twice about what to mention. You just state the facts. 

Conclusion: The improvement has not finished here, it was the first, but not the last presentation, public speaking. Likewise, I had a group presentation afterward in another class, it was a different feeling, because we had to present as a group and not as an individual. I will improve my tone of voice and body language when talking to listeners, so they can receive the exact message I want to translate.

Action plan: Next time I will be put in the same situation, I will not worry that much, as I know what to expect. The most important thing is to get ready, research, find relative information, 
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and use it in your own words. Proposing a presentation to your colleagues before your actual speech has positives as well, such as taking pressure from your shoulders.
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During these ten weeks, I have gained a lot of knowledge, including how to manage my time efficiently, and what are the tips and tricks. Now I know what it is to write an academic report, what are the main requirements, and what the structure is, I have been introduced to the Harvard handbook, and its usage, and most importantly, I have had a chance to speak in front of a wider audience.

Time management was one of my favourite topics to date, first, because I am already following the key things of daily time management – allocating time to study, organising my day-to-day, week-to-week activities, and lastly, I always plan by putting my activities in my calendar or a notebook.

I found academic writing the most challenging topic of all the above. The reason is, that no matter how much time I have spent, I am still struggling with finding the correct words and putting them together, the solution would be to expand my English vocabulary. 

There is not much to say about referencing, as mainly you do not need to learn anything on this topic. Just follow what is given to you – the handbook. Despite this, some students find it difficult.

Last but not least, public speaking and giving presentations. One of the best experiences I have had at university. It gave me a bigger understanding of the importance of delivering the main idea to the public. Getting the attention of the audience is not the easiest job. It takes effort to attract people, so they do not get bored of the presentation. 

In conclusion, I want to say, that every single session was the most productive and informative as it could be, and just because we had a very knowledgeable and smart lecturer, who tried to explain in the easiest way possible, so everyone could understand and take the notes with them.


[bookmark: _Toc112352461][image: Text

Description automatically generated]References

· Asana (2021) The Eisenhower Matrix: How to prioritize your to-do list.   Available at: https://asana.com/resources/eisenhower-matrix  (Accessed: 29 July 2022)

· Chaneski, W. S (2017) Time management – How effective are you? Perhaps former President Eisenhower’s method for prioritizing activities can help you, too vol.90 (5) Gardner Publications, Inc  (Accessed: 29 July 2022)

· Davenport B (2021) The benefits of practicing self-reflection.   Available at: https://mindfulzen.co/benefits-self-reflection/  (Accessed: 21 July 2022)


· Learning and Leading with Habits of Mind (2008)   (Accessed: 20 July 2022)

· Massey University (2020) What is referencing?  Available at: https://owll.massey.ac.nz/referencing/what-is-referencing.php (Accessed: 24 August 2022)


· Mind tools (n.d.) What is time management? Working smarter to enhance productivity.  Available at: https://www.mindtools.com/pages/article/newHTE_00.htm#:~:text=Time%20management%20is%20the%20process,manage%20their%20time%20exceptionally%20well  (Accessed: 18 July 2022)

· The future of thing (n.d.) Benefits of Academic writing.  Available at: https://thefutureofthings.com/10833-benefits-academic-writing/  (Accessed: 28 July 2022)


· The University of Edinburgh (2020) Gibbs’ Reflective Cycle.  Available at: https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle#:~:text=One%20of%20the%20most%20famous,analysis%2C%20conclusion%20and%20action%20plan  (Accessed: 13 July 2022)



[bookmark: _Toc112352462]Appendix

[image: Graphical user interface, application

Description automatically generated]









[image: Graphical user interface, application

Description automatically generated]










[image: Graphical user interface, application

Description automatically generated]	


[image: A screenshot of a computer

Description automatically generated with medium confidence]








[image: Graphical user interface, application

Description automatically generated]	








[image: Graphical user interface, application

Description automatically generated]
	






[image: Graphical user interface, application, PowerPoint

Description automatically generated]








[image: Graphical user interface, application, Word

Description automatically generated]

Page 2 of 2

image3.png
@ Avoswe @on) B

FINAL ACE presentation « Saved to this PC

P search (Alt+Q) A beimaGasreesny @ & - 8 X
Fle Home Insert Draw Design Transitions Animations Slide Show Record Review View Help ®Record | &
= Layout v [m} 2 L Find =
!t D@5 0 ‘ ¢ B
Paste New Reuse SJReset < Shapes Anange GeReplace * pitte | Design
B Side~  Slides {5 Section - B D I select~ T dess
Undo | Cipbosrd 1 Siides Font Faragraph Orawing ating Voice
a

Designer ¥

——

Academic and

Employability
skills

* Student name: Evelina Gajauskyte

* Student ID: 2125731

* Lecturer: Lizeta Demetriou

]

v
Siide 1 of 8

Englsh (United Kingdom) % Accessibilty: Investigate
H P Type here to search

YT A




image4.png
@ Auoswe @or) [ FINALACE presenttion - Saved o this PC

Search (Alt+Q) A beimaGasreesny @ & - 8 X

File Home Insert Draw Design Transitions Animations  Side Show Record Review View Help ® Record

ﬁ X E [ Broe~ O D’D O Find [0}

paste B New Reuse L3 Reset s Shapes Arrange Replace ' pictate  Design
- g Slide Slides 5 Section ~ ~ =) I Select~ v Ideas
Undo | Clisboard s Sides Font Paragraph Drawing diting Voice  Designer ¥
a a
1
2
B
3 & =z
S £
4
5
v
——— :
G ¥
== .,
Slide20f8  English (United Kingdom) T Accessibility: Investigate Notes 23 H -t % @

Y o e rere o seaen A © e




image5.png
@ Adoswe

Fle  Home Insert Draw

Paste New
v g Sldev
Undo | Clipboard
a
5
6
==
Siide 3016 English (United Kingdom)

H P Type here to search

[l FINAL ACE presentation - Savedtto this PC v

P search (Alt+Q)

Design Transitions  Animations  Slide Show  Record  Review
5] [ Layout - PR
T Reset
Reuse 3 B I US oA as-|2- A
Siides [ Section o
Siides Font

View  Help

Paragraph

B Accessbitty Invstigate

¥

A beimaGiasreesn) @ & - o .

g

[m) ) & ing
B® gL o
o 2

Drawing

I seect~
ating

Healthy food
cafeteria

+ Healthy foods are those that
provide you with the
nutrients you need to
sustain your body's well-
being and retain energy.

Moreland OB-GYN Associates, 5.C.
(2022)

& Replace -

® Record

[

Voice

Dictate.

o
oedon
ol

Designer

“mw e





image6.png
@ Adoswe

Fle  Home Insert Draw

JERT
o by @

[l FINAL ACE presentation - Savedtto this PC v

Design Transitions  Animations ~ Slide Show  Record

I Do

3 Reset

P search (Alt+Q)

D | e N Reune L .
) Slide~ Sides {5 section ¢ us N
=
Skills to open
business
1. Problem solving
2. Leadership
3. Marketing
4. Communication
5. Time management
6. Networking
7. Organisation
6
o
Side4of8  English (United Kingdom) 3 Accessibilty: Investigate

H P Type here to search

¥

A velna Gojausite 012570 @) £

® Record

ro D’D Dﬁ: O Find

Shapes Arrange

& Replace -
@ | I seectv
Drawing dting

“mw e




image7.png
@ AutoSave @ Off) [E]  FINAL ACE presentation « Saved to this PC v Search (Alt+Q)

File Home Insert Draw Design Transitions Animations  Side Show Record Review View Help

[—‘aD X E Vﬁq [E Layout

. T Rese
Paste New Reuse SJReset S
v & Side~ Sides [ section~
Undo | Clipboard & Sides Font Paragraph
a

s
©
Strengths

-

@&

Y

A BeinaGoauspe sy @ & -

® Record

ré D’D 2 O Find \!}

& Replace -

Shapes Arange Dictate
E @D select -
Drawing Eatng | voice

Communication and negotiation

Positive attitude

Effective leadership

Time management

Sales

6 |

== .
SideSofe  English (United kingdom) 5% Accessibilty: Investgate

Y o e e oseacn ¥

Design
Ideas

Designer

v
*
¥





image8.png
@ Auosve @ o) [H

FINAL ACE presntation » Saved o this PC P search @at+Q)

File Home Insert Draw Design Transiions Animations Slide Show Record Review
9 =3 (& Layout
o mp. @m@ge o
Paste 1B | New Reuse LJReset B I US A Aa- |2 - A
" Slide Slides 5 Section -
3 a
Weaknesses
o

Side60f8  English (United Ki

H P Type here to search

B Accessbitty Invstigate

¥

ingdom)

View

Help

A velna Gojausite 012570 @) £

® Record
1 [m] L & P Find
bR T [g2 omg
Shapes Arrange e Replace Dictat
» v Iy Select~ -

Self disbelief

& Marketing

Language barrier

e Design
Ideas

Designer

“mw e





image9.png
@ AutoSave

XD

Fle Home Insert Draw Design

FINAL ACE presentation » Saved to this PC P search (Alt+Q) A BeineGausireizss) @ & - @ X
Transitions  Animations  Side Show  Record Review View Help

@® Record =]
< X = (& Layout — 1% r' [} 0 & O Find . —_
3 @ 8 = > p

o Mo B gL LR [ [

Z eplace >
‘ ree | 2+ A Shapes Arrange. G Repl Dictate | Design
© & Sidev Sides B section~ - o o
Sides

@ I Select~ B Ideas
Font Paragraph Drawing
a

Undo | Clipboard

Editing Voice | Designer

|

—"
[ ]

6
QUESTIONS?
* I
8
:
¥
Slide 7 of 8 .

English (United Kingdom) T Accessibillty: Investigate

-t % &
H O Type here to search ¥ / 3

Thunderstorm




image10.png
@ AutoSave @) [H]  FINALACE presentation - Saved to this PC P search (Alt+Q) A beimaGasreesny @ & - 8 X
Fle Home Insert Draw Design Transitions Animations Slide Show Record Review View Help ®Record | &
[—‘a X = el [E Layout I D.. ‘7‘ 2 O Find 0] ﬁ
0 0 @ O @ g ¢ 4a
pate B New Rewse Rt R B Shapes Arange GeReplace o Design
1 Slide~ Slides [ Section~ N 5 v - @ I Select~ -~ Ideas
Undo | Clipboara 15 Sides Font Faragaph Drawing ating Voice | Designer
- = o
4
References
5 .
—— = * Moreland OB-GYN (2022) Women's nutrition: What is considered
= “Healthy food”
6 Available at: https://www.morelandobgyn.com/blog/womens-
nutrition-what-is-considered-healthy-food
« Small business (2022) Essential business skills
I Available at: https://www.smallbusiness.wa.gov.au/starting-and-

growing/essential-business-skills

v
Side80f8  English (United Kingdom) T Accessibility: Investigate (o] | S

A a
H O Type here to search *’* Thunderstorm





image1.jpeg
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David





image2.jpeg
Prifysgol Cymru
¥ Drindod Dew Sant
University of Wales
Trinity Saint David




