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1. Introduction 
This is a reflective report.  
Reflection is the act of looking back at what was done, reviewing the situation, and exploring what could have been done better (Fook, 2005). This is to help make improvement, develop skills, and determine effectiveness. 
 In this essay, I will reflect on Time-management, Academic writing, CV writing and personal speaking 
 
1. Gibb’s reflective cycle 
Gibb’s reflective cycle is a cycle where I must reflect on what I have learned in class using his module of reflective cycle, which is description, feeling, evaluation, analysis, conclusion, and action plan. I believe this is the most common and easy reflective cycle used in terms of reflection because it shows how to reflect step by step and by doing so It is easier to follow and understand more what to do. This method helped me to understand reflection in a very clear way because the way I used to reflect on things was confusing and difficult if I were to reflect and explain something, now it seems much easier. 
1. Time-management 
 
Description: Time management is the process of organizing and planning how to divide your time between different activities to obtain a better organization and also, being more reliable with lowering wasted time (Smith, 2007). 
In this lesson I learned that time management is the first skill I need. 
I have learned that by managing my time everything would be easier, I would not waste my time on unnecessary things if I planned my day, and I have learned how to use time-management effectively including setting smart goals and learn about my natural body clock. 
Feelings: I felt motivated learning this very important skill, because it helped me understand how to be more organized and manage my daily bases 
Evaluation: I realize that I struggled on how to manage my time correctly, before this lesson I used to be late almost every day for work, dropping my daughter at school and my lessons, I did not have any organisation at all  
Why this skill is important? This skill is important because it taught me how valuable time management is and it would help me not just in this course, but also in my future career  
Analysis: After this lesson I have the knowledge of how to manage my time efficiently and appropriately 
Conclusion: I have concluded that time management is important in order to be a good student, a good mother, and to be more professional 
Personal action plan: Buy a notebook and plan my day. I have also provided some of the tools I have learned in class to help me manage my time effectively. 
Diaries, actions logs-work plans/trackers, list, tidy workplace, organized paperwork, filing systems 
How are you going to use this knowledge to improve? By prioritizing all important activities, see what my goals are and how to achieve them, and since I have applied this method in my daily routine I have improved in different perspectives 
What are you going to do next? Allowing time for delays, spending less time on my phone and social media by doing so I would have so much time left for important things, for example the time I used to spend on social media I would focus on doing something more productive 
 
 
1. Academic writing 
Description: Academic writing is a part of a complex process of finding, analyzing, and evaluating information, planning, structuring, editing, proofreading your work (2022). 
 In this lesson I have learned how important academic writing is. 
I also learned about clauses and sentence structure. 
Feelings: I felt a little bit confused about clauses because  
Evaluation: I realized that I struggled with sentence structure, and I also noticed that my classmates too 
Why this skill is important? This skill is important because it is something that I Need for my future career and knowing how to write in an academic writing is really important and essential skill, and as a university student I need to know how to structure sentences correctly and punctuations in order to be successful in my future career 
Analysis: After this lesson I Feel like I am still confused with some of information, but I also learn that if a verb is at the beginning of a sentence, I always need to add comma, which I personally think is very important to know my punctuation and when to use it. 
Conclusion: I have concluded that academic writing is important in order to understand and know how to combine sentences or structure a sentence. 
Personal action plan: Practicing word order in the clause. 
How are you going to use this knowledge to improve? I am going to use this knowledge to improve my academic writing skills, and research skills. 
What are you going to do next? I am going to read more books and look for words that I do not know in a dictionary, and practice with my daughter at home. 
 
 
 
       5. Cv writing 
Description: A CV is a short document that gives you a chance to show a prospective employer the best of what you have got. It sells your skills, experience, and shows them you’re the right person for the job (McGee, 2009). 
Making a good impression is important in today’s competitive job market 
In this lesson I have learned that CV writing is an important skill. 
I have learned that I would need to develop a good CV in order to get an excellent job 
I have learned that in a CV I have to provide just the necessary information like name, e-mail address, phone number, current address, my qualification, and work experience. 
Feelings: I felt happy and motivated because it is something I needed to learn how to do it myself and properly  
Evaluation: I realized that I did not know how to develop a good cv before this lesson. I would put unnecessary information, which mostly my CVs would end up being three to four pages long, and now I know that it should be one to two pages long. 
Why this skill is important? This skill is important because it would help me to get a decent job. 
Analysis: After this lesson I know exactly what to write in a CV and what information I should provide, and how to impress the bosses. 
Conclusion: I have concluded how to develop a professional CV, and the importance of employability skills, which goes beyond the certificate 
Personal action plan: organize my qualifications, provide work history, gain more experience 
How are you going to use this knowledge to improve? I am going to use this knowledge to improve my Cv writing skills, employability skills, communication skills, interpersonal skills, personal skills, and by doing so I would get more chances to be hired  
What are you going to do next? Tring to do a professional CV by myself as many times as needed 
 
         6. Public Speaking 
Description: Public speaking is a great way of building personal development on many levels, since improving communication skills is helpful in almost every area of life. 
Whether your goal is to engage in political debate, make a career as a motivational speaker or gain confidence in front of an audience, public speaking can help you meet your goal (Barnaard, 2018). 
I have learned the importance of public speaking and in my understanding public speaking is the best way to interact with people, and for me it is the most important skill because I can go anywhere if I develop this very particular skill. 
Feeling: It was difficult and intimidating because there were people listening and watching, that made me feel extremely nervous and I did not know what to say  
Evaluation: I struggled a lot during my public speaking because it was the first time, I was doing it. I never had the experience of doing something like that before  
Why this skill is important? This skill is important because by being able to speak and feel comfortable around a group of people I would get more confident in order to do better next time, and it would help me in my future career as a restaurant manager 
Analysis: I realize that I still have a lot to learn and practice to build more confidence  
Conclusion: I concluded that public speaking is important in order to understand and explain my work with more clarity and to engage with others 
Personal action plan: Practice mock scenarios at home, watch videos, read articles, and research 
How are you going to use this knowledge to improve? I am going to use this knowledge to improve my communication skills, writing skills, and to be more comfortable interacting with others 
What are you going to do next? I am going to attend small meetings, and engage more with family and friends and build more confidence 
 
Concrete experience: Doing this presentation was the most difficult thing I have done because I did not know how to do it, where to start and finish. I was nervous during the entered process. 
 
Reflective observation: It was not easy, but I have learnt a lot from it, I have become a little bit more confident, and I have noticed that my power point skills have improved, all I knew on power point was just the basic things. 
 I am confident that I will do much better next time, I just need to overcome my fear of presenting in front of people. 
I would keep on practicing more tasks like this, interact more with my classmates, participate in class 
I would take it as a life challenge. 
 
 
 
            7. Conclusion 
In this report I have covered time-management, academic writing, CV writing and public speaking 
Using Gibb’s reflective cycle. In conclusion, time management leads to a better organization leading to clear state of stress and good reliability. 
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