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Why is it important to reflect?

Reflection is to have a true understanding of a topic in all aspects, not just material information but personal also. It is imperative to include reflection in all decision making as it helps create an in-depth opinion, but also helps to see pros and cons and improvement. It also helps with keeping information intact and showing full understanding of a topic. 
This report will be based off of the education I gained from last terms topic of reflection. The topics I will be discussing are, paraphrasing, time management, summarizing, public speaking and presentation skills. To reflect on my work, I will be using Gibbs reflective cycle.
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Gibbs reflective cycle

Gibb’s reflective cycle is a method used for understanding all perspectives of writing.
 There are 6 steps that are originally used such as, description, feelings, evaluation, analysis, conclusion and action plan.
 These steps are used to breakdown paragraphed information into individual sentences in your mind to help fully comprehend your understanding. Once using this technique, you will start to recognize strengths and weaknesses of the situation. This method is also used to teach individuals to not make vast decisions or to conclude straight away, and to think of all possibilities before straight forward answers. (University of Edinburgh, 2020)
 My task is to include Gibb’s theory into my writing to have a deeper understanding of paraphrasing, time management, summarizing, public speaking and presentation skills. With doing this task I will be experimenting his theory by combining it with my work.
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Paraphrasing
The first topic I will be reflecting on is Paraphrasing.
Description- Paraphrasing is a popular writing technique that is re-wording a piece of text into your own individual words. It is to keep the same meaning and point but worded and structured differently from the main source. This method is very effective on keeping memory intact as you are to write how you understand in a creative way. Replacing word class, using synonyms and changing formation can be classed as paraphrasing. (University Of Wales, 2022)
Feelings- My feelings on this topic were comfortable as this was something I was familiar with previously. I felt happy to continue with the work.
Evaluation- I felt confident in wording the case studies to my own words easier than other tasks. The only downfall was that re wording some of the case studies with higher vocabulary was that I didn’t understand some of the words and had to take more time out to search up the meanings. 
Analysis- Since writing the evaluation I recognized another downfall linked to paraphrasing which was changing little to no words can be classed as plagiarism. This has now proved the point of Gibb’s theory to be correct on deeper understanding from reflection.
Conclusion- To conclude on the topic of paraphrasing I realized wording things into my own words creates a longer lasting effect on my brain and I can remember things more vividly. I also understood that you need to refer to the authors ideas throughout as it keeps you from sidetracking onto another topics (sticking to the point). 
Action plan- Now I have a deeper understanding of paraphrasing; I can incorporate this in my day to day studying and instead of copying copious amounts of work word-to-word I can read thoroughly once and re-create my own valid description. This will also be beneficial as it will stay imprinted on my brain as it is my own words. It will almost feel like I am referring to my own source.
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Time management
[bookmark: _Int_WFrWuWKR]Description- Time management is utilizing the hours of your day in a pre-meditated schedule, where you can make the most out of it. For example, having a day planner can help you to organize your tasks in a proficient way where you can one remember everything in your busy day and two plan things around it so you are less likely to make mistakes (University Of Wales, 2022). This is a topic with a lot more to discuss as time management is used in different ways. 
Feelings- When covering time management in class I felt intrigued as I know this is an area, I lack in. I also felt inspired to want to organize a better schedule for myself to improve on productivity.
Evaluation- I thought the topic of time management was educational and helped me to understand more about myself and how I can be more productive. On one of the Moodle PowerPoints a discussion of body clocks appeared mentioning that some people can be more energetic and alert at differential times of the day. This then led me to evaluate my peak times of assertiveness and attach this to my schedule. For example, I have more energy towards lunch time (12-5) so I would schedule my tasks that need more focus and attention for that time so that I can have increased performance and productivity. What I didn’t like about this topic was accepting my flaws of poor time management.
Analysis- “being busy doesn’t mean you are being effective”. Apparently, people who are busier are less effective as bad time management shifts focus from less important, time consuming tasks to beneficial activities (Mind Tools, 2009). This has made me realize focusing all my energy into wrong activities can jeopardize my results.
Conclusion- Concluding this topic I have learnt that the “basic” things like time management are actually very important in everyday occurrences. It is necessary to take everything serious to see the best outcomes. 
Action plan- I am going to improve my time management by applying some of the methods learnt I.e., planning ahead, prioritizing and organizing into my personal routines to see effective results immediately.
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Summary 
[bookmark: _Int_flUH4f3M]Description- Summarizing is to synthesize a text including only the key elements. The key elements include references from the source, Authors name and date of publicity.  It is similar to Paraphrasing but not exact as summarizing is to use key factors of the information and write in a shorter format whereas Paraphrasing is to Re-word a text with the same duration. Summarizing is useful when presenting work used from other sources as you can shorten large condensed information into limited text highlighting only important features. The summary has to be different from the same text as it is classed as plagiarism but you can paraphrase and then summarize to help refer to the information (Massachusetts Institute Of Technology, 2020)
Feelings- When it came to summarizing a text myself, I felt quite Frustrated and confused as I usually like to present information in depth and to not miss out on any information. 
Evaluation- I believe that summarizing is useful and prevents time consumption. I thought it helped to get straight to the point in a limited way. I know my memory is bad and writing in depth helps me to replenish my mind on a topic, whereas summarizing only had the main important text and it was extremely brief. 
Analysis- Analyzing the summary concept helped me to understand that I do not need to use information word for word and that I was mainly paraphrasing instead of summarizing. It has helped educate me on new ways of studying. 
Conclusion- I now know why I struggle with certain tasks because I try to include unnecessary data and it is impossible to remember all information.
Action Plan- Understanding my flaw of including too much information, I am no longer going to just paraphrase but I will now use the key text. This will help improve my Time Management. 
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Public Speaking and Giving Presentation’s
Description- During week 9 I had to perform a presentation to the class showing our public speaking and presentation skills discussing our careers. 
Feelings- Whilst performing the presentation I felt anxious and overwhelmed because I do not like to share my personal work. I was extremely paranoid before the upcoming event. I was doubting myself which is strange because I usually consider myself a confident individual.
Evaluation- Looking back at the presentation I realized that I had good time management and finished the presentation in the time provided. I found it easier to talk about my own experiences and knowledge based off my individual career path as I have a deeper understanding. I noticed that the presentation did not run smoothly as there was a substantial number of pauses and speech slurs. Overall, everyone was charismatic towards the situation and was supportive as they noticed I was struggling with confidence.
Analysis- My presentation went well because I followed after a few students and I was able to review how they performed and I picked up tips like body language, time control, questions, behaviors... etc. I understood that public speaking is a skill that requires practice and patience and I will gain confidence with time. 
Conclusion- I came to the conclusion that I am more of a visual learner as reading the assessment brief I didn’t quite correspond with the tips included, but once watching others I utilized them in my production. 
Action Plan- My plan is to incorporate public speaking into my routines to gain self-improvement as this is an imperative skill to have for a business woman. I am also going to study the art of public speaking and memorize all of the techniques as this was one of my biggest insecurities. To test my knowledge, I will request to present first so that I rely on my own education and not copy others. This will improve my confidence.
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Conclusion
Writing this report based off of Gibb’s reflective cycle has educated me further on my own knowledge. Speaking about the technique in class and doing a brief case study was nothing compared to writing this report with my own experiences. I have grasped the concept and considered all scenarios and aspects in my writing. This approach is to open your mind and give you more to explain and write about. It also helps to unlock new awareness and consider thoughts you didn’t think about. Additionally, I think this way of reflection is to be observant on a perfectionist level.  I believe Gibb’s theory was easier than the other methods even though there were more steps in comparison to others. Writing this report with reflection means I had to re-cap on my knowledge about time management, paraphrasing and summarizing and it was beneficial because of the excess research I had to apply. I will be incorporating this technique in my future work especially if I feel I have reached writers' block. I now have a deeper perspective of the importance of reflection.
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