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While making managerial or strategic decision some mistakes can be made which can reduce the performance and productivity. It is reflective learning which is efficient to improve the decision-making skill of a person or a business manager which supports him to avoid mistakes in case of decision making. A person can take reflective learning as the guide to improve his knowledge and experience which can be used in both personal and professional life. This report is based on the reflective learning in which illustrations of reflecting skill, summarising skill and writing skill are provided. Gibbs Reflection Cyclical Model is also included in this report which can support me to improve my skills and knowledge. I will be able to make an assessment on my current expertise level and weak areas regarding the skill from this report. How I can develop an action plan to remove the weakness of me in term of skill is also added in this report. 


[bookmark: _Toc78995629]Gibbs Reflective Model
Graham Gibbs is considered as the pioneer of Gibbs reflective model which was developed in 1988. How a person can learn from the experience is outlined in this model. This model is taken as the best model by the people to learn anything. This model has six stages which are used to explore the experience, to evaluate the experience and to learn from the experience. A student from the higher education applies this model to track the progress of his study and to check whether he is taking right action or not. Stages of Gibbs Reflective Model to learn from the experience are provided in the following section- 
[image: ]
Figure 01: Gibbs Reflective Cycle
This first stage of Gibbs Reflective Cycle is description in which an individual analyses the experience and make plan how to use this experience to solve such problems which repeat again and again. The second stage of this model is feeling in which an individual realises the experience (Bhatnagar, 2019). In this stage, this individual makes an assessment on the gather experience with regard that whether this experience is fruitful to solve a particular issue or not. If it seems to become fruitful to solve a particular problem, he might nurse this experience in this context. In third stage of Gibbs Reflective Model a person evaluates the experience from various angle in order to justify the capability of the experience to solve a new problem. In this stage, a person develops a concrete structure to learn from the experience. A sense is developed here from the experience which can be used in future time to learn new issues, generate new ideas and so on. In this case, reflective learning supports to face the challenges that generate from the surroundings (Bhatnagar, 2019). Last stage is the application stage which is renamed as the action. In this context, skill and knowledge gathered from the experience are applied to find out solution to a problem. 
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It is the view of Paul Arthur (2014) that summary can be defined by the brief discussion of an article or anything. Key points of the entire article can be gotten from the summary. In this case, valuable time of the readers as well as valuable time of the learners can be saved. If summary is not made properly, proper message can’t be transferred to the audience as the summary loses the main theme of the article. 
I must prepare key notes before writing a summary of an article. In this case, key points can support me to maintain the theme of the article or publications. I have also required to read out the whole documents in this context to find out the key points. The issues which is less clear to me might be taken to the teacher to make the summary successful in this context. I must write the summary in different segment to convey the message properly to the audience (Bullock, 2019). 
As I have started the summary of a paper smartly and properly, it has made me very much happy. It can be happening that some audience may not be able to understand the message from the summary which also needed to take in mind. I can input further information there in order to fix the issues faced by the audience of the summary. As I have followed a proper structure to make the summary, I can say that experience here motivated me to make the summary successful and fruitful. 
I have given a certain deadline to complete the summary. Here, I have also required to focus on the time management and to focus on the quality of the summary at the same time. As I have maintained a high quality of the summary and completed the summary within the due time, it has given me a great pleasure. Although I have made some mistakes which are made unintentionally, I have corrected them properly as I have gotten enough time to rewrite my article. 
I have made a break-down structure of the whole tasks of the summarising in order to make the proper use of time. Here, I have also made segments of the summary in order to increase the quality and reliability of the summary. Important issues are read out again and again in this context so that I can easily find out the key theme of the report or article in this context. As I have given much time in reading the whole or entire paper, I have to become faster in writing the summary (Daryanto, 2019). 
To make the summary extraordinary I have to make the best use of available resources. Breakdown structure of the work was supportive here for me to accomplish the work properly (Febriani, 2020). I have become capable to develop my communication skill in this context from the summarising. Now, I am capable to get the core message from a large report or publication. 
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Use of past experience in future life whether it is the context of personal life or the context of professional life can be defined as the reflection. In this case, skills gathered from the past and future actions can be applied in future life to make the personal and professional life successful and effective. Reflection is capable to develop a strong belief and attitude which can be used in future life. Actions and decision making in the future are also gotten influenced directly by the reflection the present and past actions and decision making. It is the view of Bradley (2013) that there are two main components of reflection. Reflection of the experience is first one in which new issues are learnt from the past action. Besides, another one is reflection as metacognition which supports to learn from the new concepts and ideas. In both cases, an individual has the opportunity for personal development. As self-criticism is available reflective learning, better approaches can be undertaken to conduct different tasks in the future (Gibbs, 2018).  
I have worked as the volunteer of a charity-based organisation. I must gather fund for the cancer patients in this context. Here, I have gotten the opportunity to gather both knowledge and experience. For example, I have to manage the donors to contribute funds. In this case, I have to communicate with them in both oral and written manner. In this case, I have become capable to develop my communication skill. This experience and skills can be used in future life in both personal and professional context. In this case, I have become capable to identify my weakness so that I have become capable to take training to reduce my weakness. For example, I was little bit weak in written communication skill, but I have become capable to improve my communication skill by working as the volunteer. In this context, I can apply the writer communication skill in the future as the business manager in order to gather information from both inside and outside of the organisation and to communicate the decision within the functional manager as the strategic manager of the organisation. 
I have also required to form team in order to manage fund for this charity-based organisation. In this case, I have to determine the roles and responsibilities of myself and other members of the team. I have become capable to improve my innovation and creativity skill from the other members of the team while working as the part of the team. I have also required to lead whole team and motivate the other members of the team. In this case, I have gotten the scopes and opportunities to develop my leadership and managerial skills. Here, teamwork and leadership skill can be applied in the future as the business manager which can support me to manage my duties properly as the business manager (Mario, 2020). 
While gathering funds I have made an assessment that I have weakness in listening which is required to improve for the sake of competitive advantage in the job market. I have become capable to assess the importance of technological skill to work in recent business environment. But I have some weakness in case of using technological tools so I need to improve my skill in this area to become successful in both personal and professional life. As world is now experiencing a severe pandemic situation, I have to use advanced communication technology in present and future time to communicate with the co-workers and others. In this case, it can be said that it is a must for me to improve my technological skill to sustain in the recent competitive business environment. 
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Name: abc
Email: abc7979@gmail.com
Address: Wales, UK
Career Objectives
· To get a cherished job where I can develop and improve myself personally and professionally.
· To get a job in a multinational where I can utilize my academic learnings and experiences.
· To join a competitive job workplace to apply my interpersonal and teamwork skills.
Personal Skills
	· Negotiation and Conflict management
· Digital Content Marketing
· Microsoft Office Aptitude
· Research Skills
	· More Flexible
· Computer Literacy
· Technical Competency in Projection.


Education
Student of University of Wales
Work Experience
· April 2018 – Present (Work in Factory as warehouse operative Missoma Jewellery Commercial Way, Abbey Rd)
Professional summary
Warehouse Operative
References
Can be submitted on request.
CV is the most important element in every aspects of life (Newton, 2018). It is a communication medium in which employability skills are presented to the employers by the candidates of the job (Wright, 2017). An individual or job seeker has to furnish the CV in such a way that can attract the employers. In case of development of CV the candidates are required provide much focus on person specification and job description. Objectives of the CV might have proper match with the objectives of the business organisation in this context (Menz, 2020).
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Skill and experience gathered from the past and current actions can be used in the future action which can be regarded as the reflective learning. A tasks can be performed in the most effective ways if reflective learning is applied properly and effectively. Reflective learning on the other hand supports to reduce the weakness of skill so that better outcomes can be generated in the action of the personal and professional context. At last, it can be said that Gibbs Reflective Cycle is the most effective ways to learn from the current and past actions. 
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