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Introduction

This reflective report uses The Gibbs reflective cycle 1988 to showcase my academic and employment experiences. The weaknesses and growth which I have experienced and the changes that I could possibly make if faced with similar situations in the future.



STAGE 1

DESCRIPTION
Time management
    I learned how to work effectively to meet deadlines also the Eisenhower’s method prioritizing based on urgency. Emphasis was placed on avoiding distractions, and YouTube   videos were watched. 
CV writing
      My personal marketing document to prospective employees. My learning experience about ‘CV Writing’, I have learned professional structuring of my CV, the relevant information to be included such as education, contact information and employment and mainly to tailor my CV based on the job I am applying for.
Analytical thinking
I have learned that analytical thinking is identifying a problem and being able to research relevant information without bias and arriving at an effective solution.   Different analytical skills such as problem solving, research and communication were also taught.     

Critical thinking
     In class I learned that critical thinking is basically analysing facts rationally void of personal biases.  I learned to listen to arguments put forward by two or more persons and determine who was right. I also learned to give the opinions of different authors and then give my opinion.   Videos were introduced to reinforce what was taught. 









STAGE 2

FEELINGS
Time management
     I consider the management of my time to be average but after being lectured about time management and given assignments I have improved considerably. I knew that I needed improvements and I was pleased to be given such assignments that could help me to accomplish this. The knowledge gained on these assignments and lectures were well received. I can now account for each hour in my day as they are all planned out. Before these lectures I was sometimes anxious about what I had to get done and the time in which I had to do it.

CV writing
      In the past my knowledge of CV writing was limited. When I was given such a task I was feeling overwhelmed. These lectures about CV have given me a wealth of information and my confidence has been boosted immensely. The lecturers and research materials have shown me how best to market myself in today’s job market.
Analytical thinking
I view analytical thinking as one of the most valuable skills to have in the workplace. It’s a skill I felt takes practice for me but once achieved can lead to growth both personally and professionally. 

Critical thinking
     I like to be furnished with details as I am naturally curious. I felt that this was a lecture that would undoubtedly be interesting and it proved to be exactly so. There were discussions that allowed me to be engaged in deep thought process and interaction with the lecturer and classmates and this allowed for an interesting debate.





STAGE 3
EVALUATION
Time management
     I am elated that my lectures, assignments and research done have improved my time management skills greatly. It was great having deadlines to meet. I had to plan my schedule so that my family time and work were manageable. These lectures have overall taught me to be more productive and efficient. They were done in a time frame that allowed me to relax and focus on what was being taught as well as to interact with the lecturer and other students. The feedback and lectures were clear and on point in all aspects of time management.

CV writing
       Good presentation can attract the recruiter to read through my CV instead of someone else and would instantly give them a positive feeling about me. However, poor presentation will hide any information I want the recruiter to see and will build a negative impression of me before I have even had a chance to progress to the interview stage. My CV will simply end up in the bin (or possible as a paper dart!). 
Analytical thinking
Analytical thinking is an invaluable asset to have. Knowledge was imparted as to how to build analytical skills challenges given in assignments such as action plans for improvement in my areas that require growth.

Critical thinking
     The ability to be engaged in discussion with the lecturer and classmates on the topic of critical thinking gave great insight as to how I versus other persons can view the same situation but arrive at a solution which is not the same but prove to be just as effective in solving the situation.






STAGE 4
ANALYSIS
Time management
    It was a positive experience for me to be lectured and have assignments on time management. Having this abundance of knowledge has allowed me to properly analyze my weaknesses regarding time management. What I also found great was being able to relate to this topic. I was able to communicate my areas of weaknesses to other students and discuss ways in which we could all benefit from better time management skills and those discussions were proven to be beneficial to me. This area of study went well due to how it was presented through the moodle and how the teacher impart various areas of time management and the overall participation and devotion of myself and the other students to master the topic.
    I can recall a particular situation in high school when I was given an assignment to be handed in a month from the date given. I felt I had all the time in the world so I procrastinated, hung out with friends every weekend and before I knew it I had only a week in which to get this assignment done. I also had other assignments along with home work. I became totally overwhelmed and completely stressed. I was not able to complete the assignments and the home work, my grades suffered and my average fell. I ended up doing classes in the summer. 

CV writing
     Knowledge is indeed power. Being lectured about a topic such as CV writing and being furnished with relevant information in which to create such a professional document, I was curious about learning all that I could about this topic mainly because this is how I get to market myself. When I had to create my first CV, I was stressed as I knew almost nothing about doing a CV. I chose the wrong format and my CV was focused on what I wanted and not how the prospective employer could benefit from employing me. My CV was also not tailored for the job I was applying for and also proofreading was definitely not done because after months of waiting for a reply from prospective employers, not receiving any reply I revisited my CV and found many errors.
Analytical thinking
Being able to make sense of any situation first requires focusing on the root of the matter. A matter relating to how I use my analytical skills in a work related situation. Working as a cashier supervisor with six cashiers on staff, having three turn up to work because of a bus strike on the weekend. I first had to think about how not to have customers waiting too long to cash out so I spoke to the cashiers before we opened to ask if they would volunteer to reduce their lunch time to ½ hour instead of an hour then I offered to supply them with lunch and to fill in for each of them when they were on lunch and fill in on their bathroom break. All the cashiers were on board with my suggestions.

Critical thinking
     Critical thinking is essential in the workplace and everyday life as problems will suddenly arise and this calls for quick logical thinking and assessment to find a solution. The following is an instance whereas I had to use critical thinking while working. Reporting for work while working at a clinic, there are usually two individuals who are assigned to wound care. However, the nurse that should have reported for work was sick along with countless other staff members. It was then that I realised that I would be the only person doing wound care that day. The task was given to me to dress 24 patients that day. 16 of which had major wounds. I approached the situation from a strategic standpoint. I checked to see the patients who had major wounds then ensured that they were registered first, their dockets brought to me and that my supplies and instruments that were needed were sufficient. I dressed 12 of the patients with major wounds first then I ensured the other 8 with minor wounds were registered and dockets brought to me. I proceeded to dress the last 4 patients with major wounds. The dressing of the other eight patients remaining went by quickly as expected.














STAGE 5
Conclusion
	
Time management
     I have concluded that I have benefited from this experience. The platform Moodle aided tremendously, I have now been geared in the right direction. I have learned to plan ahead in order to be productive and efficient. I can now prioritize, avoid distractions and set boundaries. Management of time requires planning, positive attitude, and discipline resulting in greater productivity and reduction of stress.

CV writing
       Creation of my CV document, I now realise that it requires the highest form of professionalism. This is the prospective employer’s first impression of me which will ultimately determine if I am the best candidate suited for the position that I am applying for.   
 
Analytical thinking
I learned that people are willing    to cooperate based on how things are communicated to them. You have to be respectful of their time, and take action to show that you are appreciative of their efforts, and they will undoubtedly work well with you whenever they are needed to go the extra mile. 

Critical thinking
     Regardless of the situation that you are faced with, it is best to have a positive attitude in order to have the best results. Panicking, and being scared of the problem will only waste time and make matters worse. Critical thinking is best done when calm and composed with a positive mindset and once keen observation of the problem has been done, the problem can be solved as quickly and effectively as possible.

Analytical thinking
I learned that people are willing to cooperate based on how things are communicated to them. You have to be respectful of their time, and take action to show that you are appreciative of their efforts, and they will undoubtedly work well with you whenever they are needed to go the extra mile. 
STAGE 6
ACTION PLAN
	
Time management
Begin my days with positivity and focus always have a list of task I will prioritize task in order of urgency.  Limit multitasking and procrastination whenever I am assign to a task.
 
CV writing
Use the knowledge acquired from my lectures and personal research to create an exceptional CV.
Always do proofreading.
Update CV documents as achievements and job experiences increase.

Analytical thinking
Going forward I would have ensured I train other persons that are on staff to cash in the event that there is a shortage of cashiers at any point in the future.

Critical thinking
Remain calm in all situations.
Observe situations keenly.
Consult co-workers and higher ranking personnel about problems and arrive at the best possible solution.
Operate within your scope of practice, how skilled you are in your field of work.





Final Conclusion

Reflecting on my academic and employment experiences was a rewarding challenge. The Gibbs reflective cycle 1988 made reflection rather interesting. I have arrived at the conclusion that during reflection a person is able to understand where they have been and the level of growth they have achieved.
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