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[bookmark: _Toc101917252]1.Introduction.

	In this reflective essay, I will be using Gibb’s reflective cycle model for the given topics which are time management, summarising, reflection and public speaking. All the 5 stages in the cycle will be followed accordingly throughout the paper for each topic.
[bookmark: _Toc101917253]2 GIBB’S REFLECTIVE CYCLE.

Gibbs model of reflection (1988) is focused on the ability to self-reflect on one action with the need to engage in the process of continual learning. He believed that people learned from their experiences and if they did not think about how to do better next time then they were not learning anything from the experience.
 “It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated, and it is generalisations that allow new situations to be tackled effectively.” (Gibbs 1988) 
The main benefit of Gibbs reflective model is the emphasis on talking about feelings and understanding how emotions can influence the situation.
Graham Gibbs is following 6 important stages in his cycle:
1.Description.
2.Feelings.
3.Evaluation.
4.Analysis.
5.Conclusions.
6.Action Plan.
[bookmark: _Toc101917254]3. Time Management

Time management is the process of planning, prioritizing and managing your time in order to accomplish tasks efficiently. Learning how to manage your time effectively will help you get things done without feeling like you have missed anything important or having a lot of stress from trying to balance everything at once.
Description. Attending a lecture that focuses on time management helped me a lot with this problem by introducing me different aspects related to time management: planning, SMART goals, the importance of to-do list.
Feelings. I felt very nervous and anxious finding so many new things about time management in the daily basis, I knew and heard about the importance of it, but I was always avoiding, finding excuses for myself to put them in practice, during the class I realise how big mistake I did till now, if I could plan my time more efficiently, maybe my schedule at work, with the school and with my personal life will not be such a mess sometimes.
Evaluation. I have always had issues with managing my time efficiently. In my first week at University, I learned how important time managers skills are for completing a lot of day-by-day activities, to create a proper schedule if I want to achieve everything with the best result.
I realise that time management plays an important role in the daily routine of every person, I need to be successful in all areas, but the failure of time management can lead to a lot of troubles, not being able to accomplish too many tasks if the time is not according to my goals or schedule.
Analysis. The time is limited, once gone it will never come back, that why it is very important to make the most of it.
When I started to plan my task before hand for the available time, I will be able to take better decision and handle the work more efficiently. If I start to prepare a list, prioritize my tasks and plan to complete them timely I will also be able to combat stress. Daily, weekly and monthly planners will be helpful for SMART goals.
Conclusion. I realise that I need to put all this new knowledge in practice, to write down my goals, that can make my daily schedule run more smoothly, all the things I learn in the class, I read after from different articles make me realise where I make mistakes till now with my time, with my schedule, even in my private life, not knowing how to prioritise my goals make them lose on the way.
Time is one of the most precious things we have in life, and we can only get away with saving it for the important things.
Personal action plan. I need to start planning out the most important task that I need to accomplish according to their level of urgency to make my day more easily.
To find out and avoid all type of distractions that can cause any delay in my routine work and achieve my goals.
I will try to start using more productive tools like calendars, task management apps, daily, weekly, monthly and yearly planners, that can save my time and have the best result.



[bookmark: _Toc101917255]4 Summarising. 

[bookmark: _Toc101917256]The purpose of summarising is to briefly present the key points of a theory or work in order to provide context for your argument. Once you understand the piece you are summarising, you must decide which parts you are going to include in the summary and which you are going to leave out. Turn the main ideas into sentences, occasionally including details when it is necessary to show the main idea.
[bookmark: _Toc101917257]5.Reflection.

Reflective writing is a personal experience where you examine an experience or situation through self-reflection. In a professional context, reflection is known to be or benefit in experiential learning, and for the development of critical thinking skills, which facilitate the integration between theory and practice (Royal College of Midwives,2009).
Description. Reflective writing is different because I need always to use “I” and “me”, I need to write about my own personal experience and feeling, to tell the reader my opinion and feeling during an event.
Feelings. Describing and speaking about my feeling or to express my own opinion is a very difficult thing to do, when you are not use in a daily basic day.
When i first learn about the reflective writing, the steps that I need to follow in different modules of reflection, make me very worried and stress about people’s reaction, or opinions when I will start to say exactly what I though or feel in a situation, I find out so many new things that before even if I hear about them, I didn’t put them in practice or speak with nobody about them. It is difficult to learn how to express we, in a proper and correct way without being judge or misunderstood.
Evaluation. Going beyond and fully exploring my feelings about a situation or action was challenging. This reflective writing pushed e to realise there isn’t a limit on words when it comes to expressing something. I also picked up new flexibility in my writing by opening my mind to different ways of expression.
Analysis. Expressing all the changes that this class brought in my writing is truly difficult. But, over the course of the 10 weeks we spend together, I become a more competent writer, more confident. I have always been an above average writer but in the past my terrible handwriting has limited me in my expression of the thoughts I have. I normally have a lot of ideas and things to say but I have a hard time making them appear professional and organising them in a way that is easy to find the information we are looking for.
Conclusion. This course has taught me many things that I feel will be helpful in my future career. however, one of my greatest weaknesses is my using commas, i use very long sentences with a lot of information but forget to use commas to break up my long-winded thoughts. I know that my ability to write and express my ideas, thoughts and knowledge are very weak. I have always struggled to put my thoughts on paper in a manner that is correct and coherent special when we need to reflect and to speak about our feeling, our own experience.
The reflective thinking process begins with myself, can be quite therapeutic, helping me identify and clarify my strengths and weaknesses, particularly in terms of any knowledge gaps that I can have, improving my critical thinking skills.
Action plan. One of the most important parts of writing a reflective s finding the right balance between giving away too much and not being detailed enough. In any field I want to improve in my life the communication is one of the most important skills I need to have, even is on writing or speaking. I need to learn how to express myself, to stay to reflect about all the aspects, event, the moment that happened in a basic day, and what I want or need to improve in my life, sometimes is better for me to describe in writing my feelings, my thoughts, weaknesses and to decide what is the next step I need to do, because even on speaking I still have problems finding the right words.
[bookmark: _Toc101917258]6.Public Speaking 

Public speaking involves talking in front of a group of people, usually with some preparation. It can be in front of people that you know or just a crowd of strangers. Usually the speech can be informative, persuasive, entertaining or celebratory.
The public speaking can help us to develop overall fluency and requires considering how we speak and what we speak in any situation, public or otherwise.
Description. The speaking Infront of other people, is a very important skill that not everyone has, same as reflecting about your own carer, your weaknesses and straights put them in writing and after describing them Infront of others.
Feelings. When the teacher explain me in class about the public speaking,  telling all the importance of how I need to speak Infront of the people,  to have always eye contact, proper posture, because the body language is very important if i want to make a good impression to the other people, gesture, give me little bit insecurity, stress, there are small details that even I know them from before if I need to put them myself in practice make me lose the confidence.
I was never good on speaking or expressing myself Infront of other people, because I was afraid about I will make a full of myself, I will not be able to express in words what I feel or need to explain and I will be misunderstood, I work, research a lot to learn how to create a power point presentation and to reflect on writing and after to speak Infront of the teacher and college about my career, my straights and special about weaknesses  was a very difficult and challenging for me.
Evaluation. As much as I started to read, to search and to start my presentation, I was enjoying step by step the results, learning about new topics and give me the confidence i need but at the same time the fear that I will not be able to keep my presentation Infront of my teacher and my collage, maybe I will have to many emotions and I will forgot what to say, to have the proper attitude, the body language, eye contact with the people from the class.
In the day of the presentation, I was so nervous, a lot of feeling at the same time, special the thought of failing was so frightening, but seeing the other college attitude, voice, make me realise I don’t need to worry so much.
 	Analysis. In order to give a great presentation, i need to sound confident. To exercise proper breathing techniques to give me the confidence and to allow me to speak loud and clear, not to have a shaky, nervous voice, to don’t use to much movement to distract the teacher and the college.
Conclusion.  One of the most important skills I needs to have when I need to keep a speech Infront of other people is first to learn how to communicate, to express myself in writing and speaking Infront of the others using the correct voice, the proper body language   eyes contact, to use natural gesture, to try to control my emotions, to don.t be afraid of mistakes, and always to try to improve.
Even I was struggling at the begging, I was very nervous, anxious because there were so many new things I need to do, to create the power point presentation, to make research and to speak for the first time Infront of the teacher and the college, the challenge and the good result that I get give me more confidence in me and make me believe that I can do anything and learn everything I want.
Action plan. In the future I will try to have more confidence in myself, to leave the emotions aside, to have more courage to express and communicate properly, with the other people, to believe that everything that I put in my mind to learn and to achieve in the future will happen, and I will have the best result.



[bookmark: _Toc101917259]7. Conclusion.

Since the beginning I struggled to learn and to understand all the new things that the teacher explains us in class, to understand the meaning of each one and special to try to put them in practice for myself, starting with the time management that I think is the key skill that each person needs to know and to use in a daily time if you want to succeed in all you goals.
In the moment I reflect about all my feeling, my weaknesses and the straight and put everything on paper, I realise there were so many things that I was afraid to apply on a day-by-day on me, to have a better understanding, a good way of expressing myself in front of other people.
The most important lesson I try to understand and to use from now on is to know myself better, to give me the chance to learn new things every single day, new challenges, to have more confidence in my power, and to believe that even I make a mistake, we need always to move on and to learn from it.
Life is to short, and always we need to use our time in the most efficient way, to find our own way to express our feeling, our opinion, without being afraid that we gone be judge or misunderstood wrong by others.
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