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[bookmark: _Toc111392558]Introduction
Reflection is an exercise that is important following the completion of an assignment because it provides one with the opportunity to understand the process they went through when doing the assignment at a deeper level. Moreover, a reflection exercise is important because it enables one to improve their performance in future exercises because it enables them to understand the mistakes they made and the weaknesses that prevented them from reaching their full potential (Gibbs, and Coffey, 2000). Based on the importance of reflection as described above, it is vital that I conduct reflection exercise on the exercises I do. In this report, I reflect on the process of learning that I went through in the module of academic and employability skills as well as the experience of writing a report on the motivation of staff.
[bookmark: _Toc111392559]Reflection on the Module
The experience I have had across the Academic and Employability Skills module is one that was generally pleasant. Firstly, I was able to learn a number of important concepts from the module that will serve me well in my future endeavors. The lessons I have learnt as a result of having taken the module were ones that I was not aware of, and therefore, the course has increased my knowledge. During the course, I also had the pleasure of benefiting from the relationships I had formed with my fellow students and the tutor. The relationships enabled me to be understand the concepts in the module better as the people provided help whenever I needed it. Another pleasant experience that I have had across the module is that of achieving the required marks in assignments. This gave me a sense of accomplishment as it meant I had understood the contents of the module. 
In the course of learning the concepts in the module, there were instances that caused unpleasant experiences. For example, when I failed in my goal of meeting the required pass marks, I was filled with negative emotions that threatened to make me give up. However, with the help of my fellow students and the tutor, I was able to understand the concepts in the module. Having gone through the entire module, there are lessons I have learnt that I believe will be of help to me in the future. For example, I have learnt that good time management is important in academia and in employment. I learnt this lesson from the assignments I had to do in the course of the module as they were all timed and had deadlines. Another important lesson I have learnt is that of preparation. The module has made me learn that preparing for assignments puts one in a good position to complete them in time and as required by the instructions. I believe that these lessons will increase my employability.
[bookmark: _Toc111392560]Reflection on Writing the Report (Gibbs Reflective Cycle).
[bookmark: _Toc111392561]Description of the Experience 
The experience involved researching and writing a report on how four factors can be used to motivate staff members. The factors that were to be included in the report included the pay that staff receive, good working conditions, additional holidays, and recognition and awards. At first, I conducted research to get scholarly materials that address the topic of staff motivation at workplace to get the overall literature on the subject. Subsequently, I conducted research on scholarly materials that address the specific four means of motivation as required by the instructions. In the introduction, I also provided a brief purpose of the report. I then proceeded to write about how each of the four methods of staff motivation can be used to motivate staff members at workplace. In the process of writing the report, I took care to elaborate how each of the methods of staff motivation can be employed to ensure that staff are highly motivated. Moreover, I explained why staff members will be motivated if each of the four methods of motivation are employed in an organizational setting. I concluded the report with a short conclusion that summarized the main points in the report followed by a recommendation on which of the four methods is the most effective at staff motivation. The entire experience had challenges and issues that I did not expect to encounter but I did my best to overcome them so I can produce the report as per the instructions.   
[bookmark: _Toc111392562]Feelings and Thoughts about the Experience
Before, during, and after the exercise, I had different feelings that were caused by my changing experience on the report. Before I began writing, I had the feeling that I could handle the assignment with ease. When I started writing the report, I realized that the task was tougher than I had thought. The research part was challenging because getting the right materials was not easy. Even after I had got the materials, making notes that were enough to produce enough content to meet the required wordcount. Therefore, during the process of writing the report, I had the feeling that the task was tougher than I had thought before I started it. After completing the report, I had the feeling of accomplishment as I had successfully addressed all the points and met the required wordcount. In overall, I think the process was a good learning experience as I learnt a lot about staff motivation. 
[bookmark: _Toc111392563]Evaluation of the Experience
The experience of writing the report had some things that I thought went well and others that I thought went bad for me. For example, the part of writing the report after conducting the research went well as it only involved turning the notes I had made into a report. Secondly, the part of writing the introduction and the conclusion to the report also went well as the former included summarizing a small section of the literature on staff motivation and the later involved summarizing the main points, which was not difficult to do. However, there were areas of the report that did not go as I had imagined. For example, getting information from reliable sources was a challenge. Most of the sources that I encountered were not from credible writers and did not meet the requirement of credibility that the instructions wanted. As a result, I had to go through a tough process of research, which I can classify as a bad experience concerning the trouble that I went through to get the right sources. Despite the parts that challenged me, I managed to overcome the challenges and came up with solutions that enabled me to write the report as required in the end.    
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In the analysis section of a reflection exercise, the Gibbs reflective cycle requires one to investigate the reasons why things went well and the reasons why some things went badly. As I have already indicated, one of the things that went badly was the process of finding the right materials to use as resources. In my opinion, this problem happened because I had underestimated the task of research. Looking back, I also think the process of research was difficult because I was not familiar with the sites where I can find credible sources with ease such as google scholar. Another aspect of the assignment that did not go to plan was finding enough materials to meet the required two-thousand-word count. Even after finding the right resources in terms of credibility, I still struggled to meet the word count. Having gone through the entire process, it is my opinion that this difficulty happened because of my inexperience in taking notes. As a result of the inexperience, I was not able to estimate the notes that would be enough to meet the required wordcount once I started writing the report. On the other hand, I have noted that writing the introduction and the conclusion went well. These two sections were easier to write because the required wordcount of two hundred was lower. 
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In any exercise, the importance of conclusions and lessons learnt cannot be underestimated because it is from the lessons that one is able to improve their performances in future exercises (Gibbs, Brigden, and Hellenberg, 2005). There are several lessons that I have learnt from the process of writing the report on the four methods of motivating staff. The first lesson is that my ability to research on a topic and write a report on the same is till below average. Even though I was able to write the report, it took me a great deal of effort because my confidence and abilities are not at a level where I can do the assignment with little effort. Another lesson I have learnt is that preparation in research and report writing is an important phase as it makes the work of writing the report easier. I came to this conclusion from the fact that the little preparation I had done in terms of looking for resources helped me write the report, and I could have had a much easier time had I done more preparation. Another conclusive lesson that I learnt from the report is the fact that I should learn to respect each task and afford it the level of seriousness it deserves. 
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The lessons I have learnt are good for improving my ability to research and write a report in the future. In order to put the lessons into good use, I will use the following action plan that will incorporate the lessons from the mistakes and difficulties I went through writing the report. In the action plan, the first action is that of practicing research. I intend to practice research and report writing in the future in order to be prepared for future assignments that involve writing reports. I will practice by choosing topics that I like and researching for information that will enable to write a report on my free time. In doing so, I will get the experience that I lacked while writing the report on staff motivation. Another action that I intend to take based on the lessons I have learnt is that of time management. In all my future reports, I intend to start the assignments early and manage the time by allocating each section of the assignment a specific time frame. I will also be creating deadlines for myself that are nearer than those assigned by the tutor. In doing so, I will be able to manage my time properly hence avoiding the problem of having to rush in the end, which contributes to poor report writing. 
[bookmark: _Toc111392567]Personal Development Plan
A personal development plan is important in self-improvement because it enables one to carry out goals that guide them to achieve their main goals (Beausaert et al., 2013). Based on the feedback I received, the skill that I need to focus on the most is that of using data in my work. In order to achieve this goal, I will implement the following personal development plan that I have designed with the aim of guiding me in the process of improving my skills in including data in my work.
	Long-term goal 
	Specific goals
	Skills needed 
	Actions needed 
	Time to achieve the goals 

	

Become a proficient in including data in my work 

	Read on how to include data in reports.
	Reading and research skills 
	Look for academic papers with data included  
	1 month 

	
	Read 20 academic reports with data included by the writers.
	Reading and research skills
	Download relevant papers from credible sites
	1 month 

	
	Practice the inclusion of data in reports by writing 10 academic reports.
	Writing and time management skills 
	Writing the papers 
	1 month 
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