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Individuals need to learn specific skills and apply their knowledge to their assigned tasks in workplace to perform better. So in graduation time students need to develop skills and knowledge so that they can deal with the practical situation effectively. When they will become employee they will be assigned different roles and responsibilities to achieve objectives and in this way their performance will be evaluated. In this assignment Kolb’s reflective model and Gibbs reflective model will be discussed to demonstrate how the students learn new skills and knowledge and how they can apply them in workplace. So this employability skills will be useful for them to manage time, analyze problems and increase their performance. 

[bookmark: _Toc47855075]1. Reflections of Learning from the Module
After completing two courses, I have been able to learn reflective writing, cover letter, paraphrasing, time management and note taking. I am going to discuss how my learning will help me to do better performance in workplace through two reflective model. 
Kolb’s reflective model: 
Kolb’s experimental learning style basically focus on internal cognitive process where knowledge is created through experience (Feichtner, 2009). According to this model, I have passed these four stages of learning in the following way: 
Concrete experience: I have to go through the experience of writing cover letter, note taking and managing assigned tasks to learn time management skill (Finch and Fafinski, 2010).
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Figure: Kolb’s reflective model 
Source: (Keane, Keane, and Prasad, 2014)
Reflective observation: After doing these tasks, I have to review my experience whether it is good or bad (Gravells, 2011). For example: I recheck my notes and paraphrased write up so that I can understand how much improvement I need. 
Abstract conceptualization: After reviewing my notes and cover letters, I always try to generate new ideas and modified my writing so that I can impress my supervisor (Hilton, 2012).
Active experimentation: I always try to apply the new and modified ideas so that I can improve my writing quality in cover letter writing, reflective writing and note taking and manage time in efficient manner (Hind and Moss, 2013).
Kolb reflective learning styles are based on four stages of learning that are discussed above. How I have followed these learning styles to improve my knowledge and skill in reflective writing, cover letter, paraphrasing and note taking and time management are discussed below: 
Diverging: In diverging learning style I have developed my ability to look at different events and aspects from different perspectives so that when I read any article, I can write them or paraphrase them in my own way. I have developed my preference not only to watch but also to collect information in minimum time and it helped me to gather useful information in minimum time (Massé, Gingras and Roy, 2016). Diverging style is helpful for me as it helped me to use my imagination power to solve problems and now I can write briefly as I am now able to view situation in concrete way and can analyze them from different viewpoints (Keane, Keane and Prasad, 2014). So diverging style helped me to generate ideas in paraphrasing and reflective writing and developed my brainstorming capability (Hilton, 2012).
Assimilating: Assimilating learning style helps me to go for short and logical approach and this style has helped me a lot in shaping my concepts (Wheeler and Cyrus, 2012).When I start to take any short notes or write in reflective style this learning style has helped me to write with clear explanation with practical implication in logical format. (Hind and Moss, 2013). I have developed my ability to connect with conceptual theory and applied analytical model on my writing that may create practical value in workplace (Lin, 2015)
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Figure: Kolb’s learning style
Source: (Hind and Moss, 2013)
Converging: Converging learning style has helped me to solve problems and manage time efficiently. When I try to solve any problem such a writing any issue that require exact data and statistics, I choose technical task (Park and Banyai, 2008). Then I have to focus more practical situation so that I can present my writing relevantly and that will be useful for people to understand (Thimmesh, 2010). Converging style helped me to make decision on time through finding proper solution and now I am used to do technical tasks and, enables me to act as specialist and encourages me to experiment with new ideas with practical implications (Massé, Gingras and Roy, 2016).
Accommodating: Accommodating style is similar to “hands on” that means this learning style depends on intuition more than logic. So I used to follow this learning style when I have to go through other people analysis (Park and Banyai, 2008). In that case I preferred to choose practical approach so that I can analyze their perspectives and improve my reflective writing. In case of cover letter writing I try to improve them with challenges and experience so that it can create good impression among readers (Thimmesh, 2010).
During my courses, I have completed such topics as reflective writing, cover letter, paraphrasing, note taking and time management. I have learned these topics passing Kolb’s four stage learning process along with four distinctive learning style as each learning style has different charm to shape knowledge and convert them into skills. So Kolb’s reflective model is useful for students to create better learning opportunities and in future I can design the activities to engage the learners more effectively. 
Gibb’s reflective cycle: 
American socialist and psychologist Graham Gibbs developed reflective cycle model to provide a framework structure to learn from experiences (Feichtner, 2009). During my courses, I have gone through six stages of this reflective model to learn from repeated experiences and plan things that didn’t go well in the following way: 
Description: In this stage, I have the opportunity to describe the situation in details concluding with main points through the following questions: 
· What has happened?
· When did the situation occur?
· Where did the incident occur?
· Who were involved in that incident?
· What did you do by yourself?
· What did other people do?
· What was the result of your action? (Finch and Fafinski, 2010).
For example: In our written group assignment, my group has decided to divide the different sections between us (we were 4 members in a group) so that we can well research each section with detail study. We expected that we can combine the assignment the day before submission date that means we didn’t schedule time to sit together to write the assignment in a particular format (Gravells, 2011). When we sat together we see that the sections were written in different style. So I have to cut most of my writing like my other group members and I had to change most of the note taking and paraphrasing that I did. The experience we learnt from the group assignment work is we have given individually enough time to write well each sections but we did not plan to write them in a logical style. So we have to drop our evening plans to finish the assignment before deadline. 
Description 
Feeling 
Evaluation 
Conclusion 
Action Plans 

Figure: Gibb’s reflective cycle model
Source: (Park and Banyai, 2008)
Feeling: This stage is based on the situational feelings that individual had when the event triggered and their thoughts and activities during the situation (Hilton, 2012). Here the main point is emotions can’t be judged and awareness is important in this phase (Massé, Gingras and Roy, 2016). The experience that I had with my group mates can be pointed out through the following questions: 
· What did you feel leading up to the situation?
· What did you feel during the event?
· What did you feel after the event?
· How do you look back on the situation?
· What do you think other people felt during incident?
· How do you think others feel about the event now? (Keane, Keane and Prasad, 2014). 
For example: When we were going to face the real situation that we still had to do a lot of work to finish the assignment, I was quite happy to think that we had been smart enough that we divided the work between us and none of my group mate is irresponsible to arrive at the right time and finish the assignment. But I got frustration when we realized that we could not handle the assignment in right way (Hilton, 2012). But my other group mates still hoped that we can finish the assignment before deadline and I got little motivation to manage my time to rewrite the assignment and my other group mates have to drop the plans. So I felt guilty for the situation but the situation helped to work faster. When I looked back I feel satisfied that we really worked hard in shortest possible time to finish the assignment. 
Evaluation: Here we have evaluated what worked and what did not work well in the situation through the following questions: 
· What went well during the event or activity?
· Why was that?
· What did not go so well?
· Why was that?
· What was your contribution?
· What contribution did other people make? (Lin, 2015)
For example: The fact that worked well was that we each group mates produced quality work before deadline and the best part is we all had cancelled our evening plans. So I can say that we are objective and honest through contributing work ethic. The bad part was we assumed that we wrote the assignment in same style (Wheeler and Cyrus, 2012).
Conclusion: I can summarize the learning and highlight the changes to improve our actions through the following questions: 
· To what positive experience did the event, situation or activity lead?
· To what negative experience did the event, situation or activity lead?
· What will you do differently if the event, situation or activity were to happen again in the future?
· Which skills do you need to develop yourself in a similar event, situation or activity? (Thimmesh, 2010)
I learned from the whole situation that when we work as a team we must plan not only to divide the work but also to consider how we should feel the work and make it possible to put the sections together and we have to maintain the intentions to identify strengths and weaknesses. 

Action plan: 
· What will I do differently from now on or the next time this arises?
· What resources/help will you need?
When I will work with my team for written group assignment next time, I will arrange meeting that will potentially work as ice-breaker. Next, we will decide to divide the work and arrange time to time session to sit down together to finish the write up. 

[bookmark: _Toc47855076]Conclusion 
When individuals develop their academic and employability skills they are able to organize and execute their teamwork and individual work properly. After starting career in a particular organization they can contribute to proper time management. In that way they can manage time properly so that they can design long term and short term planning. Through resource utilization and problem solving ability they can deal with unexpected situation and revise their plans so that they can achieve certain objectives they have. 
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