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[bookmark: _Toc39183815]Introduction
This report aims to reflect and analyse my learning journey in this module and last term module. To identify my strengths and weakness and opportunities for development. My evaluation will focus on what went well, what problem I experience, what I could have done differently, and what did I learn from this experience that will help me in future lessons. To access these areas, I will use one of three reflective models of reflections. To explain in more depth about my learning style, I will use Gibbs's learning cycles in my reflective summary report. This cycle will enable me to evaluate and analyse an action plan that will help when doing my Career development plan. Some of the cycles of reflection models use when writing a reflective journey is; Honey & Mumford is the inspiration for many theorists (Silvia et al., 2018). For example, the use of a questionnaire for behavioural tendencies; their reasoning is most people have never can seriously consider how they learn. However, a strength of Honey and Mumford is not a psychometric instrument, but rather a checklist about how people learn. On the other hand, their weakness possesses a danger of labelling people as either theorists or pragmatists, when, in fact, most people exhibit more than one strong preference. (David A. Kolb 1984) Kolb states that learning involves the acquisition of abstract concepts that can be applied flexibly in a range of situations. One of the strengths of Kolb is to acknowledge that learning styles are not fixed personality traits but are rather relatively stable patterns of behaviour. In contrast, weakness is, it may result in false conclusions.  Gibbs's reflective cycle can be used to help learn from experiences to shape who you are as an individual (Al-Jubouri  & Al-Jubouri, 2019). However, to grow as a person, experiences alone will not be enough. You need to reflect on your important experiences to form theories, rules, and principles that will enable you to be more effective at what you do. An advantage linked with Gibb's reflective cycle is, this model is easy to understand, while critics suggest it can be difficult for many people to open and discuss their feelings. 
[bookmark: _Toc39183816]Reflective summary report
[bookmark: _Toc39183817]Description
Before I began learning this module, I had a very different and shallow understanding of the topics discussed during the term. One of the subjects which have offered me a lot of knowledge is time management. Time management is very critical in the achievement of career goals. It is also very critical in achieving the day to day tasks both at the workplace as well as at university (Ardian,  Hariyati  & Afifah, 2019). It is very critical to organize and put schedules together each day to complete each task on time. Having good management skills enables and individual to achieve both short term and long-term goals and helps them to advance their position in an organization (Reynolds and Vince, 2020). The course was very critical in helping me to gain time management skills. This is because before I began this course, I was very poor in time management, but since then, I have been able to improve massively. 
This unit also offered me an opportunity to improve my teamwork skills. Teamwork is the collaborative effort of a group to achieve an objective with a lot of efficiency and effectiveness (Sekarwinahyu et al., 2019).  Teamwork is critical both at work and in academics since it enables creativity. When all the members of the team operate cooperatively. If people in an organization are working as a team, they can combine their ideas and efforts to come up with ideas that can propel the organization forward and help it to be more competitive (Maiden, 2017). Teamwork involves all members of the organization, both the senior manager and the junior employees. My role in teamwork is participating in the activities of the team and collaborating with the other team members as required. Other students were also very active in researching and coming up with ideas that were very critical for the benefit of the team. This resulted in everyone getting a good grade in the topic, and hence we were able to acquire very valuable teamwork skills.
During the semester, I also gained a lot of knowledge and understanding of communication skills. Effective communication is a very critical skill since it enables a person to be persuasive and to effectively pass the information, which can bring a major difference in an organization and individual life (Carney and Fluidity Software Inc, 2019). The communication skills topic was taught in class throughout the first term. The learning took place in class, and I also had an opportunity to practice the skills learned in my everyday communication since I started learning the subject. The learning involved other students and the instructor. I was very active in class in terms of answering questions and seeking clarification to gain greater knowledge of important aspects of communication. The other students were also very eager to gain more communication skills after realizing the importance of communication skills at the workplace and in general life. The learning efforts resulted in every one of us improving our communication.
Academic skills were also learned during the two terms. During these lessons, we were taught how to write essays and reports in professional language and using the correct grammar. The lessons also involved learning how to carry out academic research and how to reference ad cite the work of other authors.  the learning involved other students as well as the instructor. 
The other subject learned during the course is problem-solving skills. This involved equipping us with strategies that we should apply to solve the problem both in school and in the workplace in the future (Oldland et al., 2018). Learning involved case studies where we would come up with solutions to a problem as a group. This, therefore, gave us practical experience on approaches we can use to solve problems.
[bookmark: _Toc39183818]Feelings
 Time management-On time management, I always knew that it is good to manage my time to accomplish my tasks on time and achieve more. After the course, that belief has been reinforced.
Teamwork-Before learning about teamwork, my idea of teamwork was bringing people together to do tasks. Since learning this subject, I have realized that teamwork improves efficiency and effectiveness as well as increasing creativity when carrying out tasks
Communication skills- Before, I thought that communication is all about exchanging information without interruption. Since I learned about this unit, I have realized that effective communication is ensuring that the message reaches the intended recipient, and they interpret the information as was intended (Yadav and Tripathi, 2017). Communication is critical both on a personal level as well as for organizations.
Problem solving-I initially thought that problem solving was making peace between two or more people. Since then, I have learned that problem-solving involves identifying the root cause of a problem /challenge in an organization and applying good judgment and skills to identify appropriate solutions on a timely basis and efficiently.
Academic writing – Before the course, I knew that academic writing was important, but this subject has given me a deeper understanding of the subject, and this has greatly helped me to improve my academic writing skills.
[bookmark: _Toc39183819]Analysis 
Time management-Time management is concerned with ensuring that tasks are accomplished on a timely basis and efficiently (Sainz, Ferrero, and Ugidos, 2019). Very many people struggle to keep time, and this results in them losing a lot of opportunities, which could be of great importance to them if they had good time management skills. Examples of time management skills required include; prioritization, the setting of goals, organization skills, planning, delegation, and management of stress (Chen et al., 2019). For example, a student needs to organize and write down a timetable to maximize their team in reading.
Teamwork-Teamwork involves working in harmony as a group and contributing actively to ideas and physically towards achieving pre-determined objectives (Janeslätt et al., 2018). Teamwork is critical in improving the efficiency and effectiveness of the team compared to if an activity was conducted by one-person (Yousef, 2019). For example, when designing a website, the team can help in increasing creativity and ensuring that the activity is completed on time.  Collaboration and effective communication are critical in improving teamwork.
Communication skills-Communication skills are very critical in improving relationships with friends and also professionally since it ensures that activities in an organization run smoothly. It helps to reduce errors at the workplace and reduce wastage of time (Wilde, Harrison And Ali, 2018). For example, effective communication in a manufacturing company with many departments can minimize movement from one location to another, seeking information and instructions. Communication skills are also critical in business since it helps to persuade customers. Some of the critical communication skills include listening skills, verbal communication, non-verbal communication skills, presentation, and writing skills (Hanks, Marples & Wall, 2016).
Problem solving - people need skills to solve the problems and challenges encountered daily. For example, a manager needs problem-solving skills to solve customer complaints regarding faulty products of unsatisfactory service. This helps to improve the effectiveness of systems and improve satisfaction and ensure harmony in the workplace (Shute et al., 2016). Some of the critical problem-solving skills include creativity, researching skills, emotional intelligence, and risk management (Jamhari and Sipahutar, H., 2018).
Academic writing skills- this skill is critical in communicating the students' understanding and ideas to the readers. It helps in writing a planned, structured, evidence, and well-formatted academic work. For example, academic writing skills make it possible to write an essay that is well referenced and without plagiarism (Kogan, Yaroshevich, and Ni, 2018).
[bookmark: _Toc39183820]Evaluation
Time management- One of my strengths is that I allocate enough time ahead of tasks that I plan to accomplish. I do this to ensure that I accomplish the task on time, and I do the tasks thoroughly. My weakness is that if I fail to set the alarm, I oversleep and end up getting up late. I am usually tired and go to bed late, and hence waking up early becomes a challenge.
Teamwork- I contribute to decision making because I believe my contribution is critical in achieving our objectives as a team. My weakness is that I over engage in tasks and hence become so exhausted. This is because i am very aggressive and like taking minimum time in completing a task.
Communication skills- My strength is that I have an open mind. This enables me to adapt and use new knowledge and hence improve my learning. My weakness is that I struggle to participate in complex discussions. This is because I rarely get enough time to prepare for such discussions.
Problem-solving- My strength is that I seek practical information because it is critical in making correct decisions.  The weakness is that am strong-willed, and this might cloud my decision making.
Academic writing skills-am enthusiastic, and this enables me to learn quickly. My weakness is that I fear failure. This is because of my previous failure, and hence I fear going through the same experience.
[bookmark: _Toc39183821]Conclusion
When I started learning this subject, I had very little knowledge concerning the various topics on communication. I have acquired various communication skills, which will be critical in my day to day communication as well as in my future work. I have also acquired academic skills such as literature review skills as well as academic referencing. My skills in solving problems have also improved tremendously, and I am in a better position to solve problems in the future. Some of the mistakes I made in this process is that I did not manage to get all the materials I needed to get to learn this course. I also did not experience the practical aspect of all the subjects learned, and hence this could have helped me learn even more.
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	Skills
	Importance
	Plan to improve skill
	Resources needed
	Review date

	Academic writing skills
	For writing academic report and essays
	Keep practicing by writing more academic work
	Books and electronic academic resources
	6/6/2020

	Employability skills
	Future work requirement
	Read books on management and leadership
	Books and access to internet 
	10/6/2020

	Negotiation skills
	For business purposes
	Reading books and engaging in debates
	Join debate groups
	10/6/2020

	Time management
	To accomplish tasks on time
	Create a daily routine for every activity
	Writing materials and watch
	17/7/2020

	Communication skills
	Future work needs and day to day interactions
	Researching more on communication and improving my relationship and communication with others. Practice good listening
	Reading materials especially novels
	17/7/2020

	Problem-solving skills
	Solving problems at the workplace
	I need to be calmer and patient when solving problems
	N/A
	17/7/2020



[bookmark: _Toc39183823]Conclusion
The things learned over the previous term are very critical in my daily life as well as for my future at work. This unit helped me to improve my communication skills since I am now a good listener, unlike before, when I could not listen actively. I always believed in the importance of time management, but through this course, I have learned the strategies and the skills I need to ensure that I manage my time properly. This unit has also helped me to embrace teamwork since I have realized that it leads to an increase in productivity and creativity. Additionally, I can easily solve problems that I encounter on a day to day basis using the problem-solving skills learned in this unit. My academic skills have also been improved after learning this unit.
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