


Reflective Report on My Presentation
The purpose of this report reflects on a personal presentation which I delivered during a five-week module on academic and employability skills. Where I had to choose a topic to explore a future career and present my strengths and weaknesses. I will be using Gibbs` Reflective Cycle (1988) to reflect on my report. In this report we will be looking at what happened, how I felt during the presentation and what I have learned for next time.
Gibbs’ Reflective Cycle: Reflection on Presentation Experience
1. Description
As a part of a five-week module, it requires to deliver an individual video-recorded presentation about my employability skills in relate to my future career. I choose social worker. I have done research and note-taking. The presentation was in a classroom setting, one-to-one with my regular teacher, while class fellows were waiting outside of the classroom. Even though I was nervous about facing the camera but my teacher`s calm behaviour helped me to settled down during presentation. I completed my presentation slightly before the five-minute mark. (Gibbs,1988).
2. Feelings
At first, I felt overwhelmed and confused by my decision between two career options. Once I Choose social work, it was easy to focus on the presentation. But facing the camera made me stressed and nervous. However, the behaviour of my teacher helped ease my nervousness. On the other hand, I felt so proud of myself in the presentation. I was well prepared, and I was capable of presenting presentations.
3. Evaluation
My experience in this presentation were positive and challenge to me. On the positive side, I have done good research, follow the topic and instruction closely. I include four employability skills, as three skills were minimum requirement in this topic. I also include successfully which area I need to improve to be successful in this job role. On the other hand, I found the digital skills and listening skills are difficult. As it is especially important to be social work. Also, my early finished shows discomfort.
4. Analysis 
Initially I felt well prepared for the presentation. I also mention that I need to improve my digital skills and listening skills. I lacked familiarity with this type of presentation formats. Additionally, my early finish suggests I need to do more practice on timing and add more content to presentation for future. As we allowed to take notes with us, I felt comfortable talking about topic and stayed focused on presenting. I doubt on myself how would I do without notes. I need to improve myself in this for future (SkillsYouNeed, 2023).
5. Conclusion
I learned that throughout preparation while challenges can come on your way, you just must prepare for that. You must be more comfortable and confidence. To archive that it needed well practice on time. In future, I aim to build confidence in digital and verbal communication, reduce rely on notes, and plan extra content to manage time effectively.
6. Action Plan
To improve myself for future, I will taking regular digital skills classes. Also, I should do more practice on presentation without relying on notes too. I should build confidence speaking naturally. Time my practice and prepared for extra speech for next time. I should work on my active listening skills that helps to stay focused. 
In conclusion, the experience of preparing and delivering video presentation provided both my current ability and requirement of growth. It needed strong research skills and good topic knowledge. The reflection of this report showing that I need to improve digital confidence, time management and verbal communication skills. By applying Gibbs' Reflective Cycle, I was able to assess my performance and create a new clear plan for my future to improve myself. These are important skills to be success in my career of social work. 
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The Importance of Time Management for Professional Success in Healthcare
This report explores the key role of time management in achieving professional success within the healthcare sector. Healthcare professionals often face constant interruptions, urgent demands, and shifting priorities. Unsuccessful time management can result in missed treatments, delayed care, and increased stress among staff. The report highlights how time management impacts specific roles such as nurses, social workers, and senior carers. It also examines How effective time management contributes to improved patient outcomes, reducing stress levels, and better task organization. Additionally, the report presents practical tools and techniques that support healthcare professionals in managing their time more efficiently.
Time Management in Healthcare
Time management refers to the process of planning, prioritizing, and organizing time to meet responsibilities and complete specific tasks. It involves making smart choices and setting clear goals to allocate time effectively to achieve desired outcomes. According to Skills for Health (2023), time management is especially important in the healthcare sector because it enables professionals to work efficiently and effectively. This, in turn, supports the delivery of high-quality care, helps achieve professional goals, and promotes personal well-being. Overall, effective time management in healthcare enhances productivity, improves the quality of care, and benefits both patients and healthcare professionals.
The Importance of Time Management in Healthcare Settings
Healthcare professionals such as nurses, senior carers, and social workers juggle multiple responsibilities, from emergency care to documentation. Poor time management can lead to stress, burnout, and compromised patient outcomes. According to Claessens et al. (2007), effective time management supports high-quality care and professional efficiency. Nurses rely on time management to balance clinical duties and paperwork without sacrificing care standards. Senior carers must prioritize tasks to meet diverse patient needs and provide prompt support. Social workers manage complex caseloads, and good time management helps them meet deadlines, stay emotionally regulated, and offer consistent care (Skills for Health, 2004). In summary, mastering time management enables healthcare professionals to deliver safe, compassionate, and well-coordinated care.
Types of Time Management Approaches
Time management strategies vary depending on individual preferences and workplace demands. According to MindTools, two key approaches include the prioritized to-do list and the weekly planner. A prioritized to-do list involves identifying and ranking tasks based on urgency and importance. A weekly planner encourages professionals to plan, schedule time for proactive problem-solving, and set clear goals for the week. According to BMJ (2009), these methods foster a sense of control, improve performance, and reduce stress and anxiety. In healthcare settings, professionals benefit most from a proactive approach especially when combined with the flexibility to adapt to changing circumstances.
Tools and Techniques to Enhance Time Management
Effective time management combines practical strategies with digital tools to help healthcare professionals prioritize tasks and make quick decisions. The Eisenhower Matrix helps categorize tasks by urgency and importance urgent tasks are done immediately, important ones are scheduled, less critical tasks are delegated, and non-essential ones are postponed. Tools like planners, NHS Digital Services, and Microsoft To Do support scheduling, collaboration, and reminders. These approaches reduce stress, improve decision-making, and free up time for patient care. Kaur P et al (2021) discuss the value of digital tools in improving task management and reducing overload, which aligns with your mention of planners and scheduling apps. Also using planners, digital calendars, and shift-management apps helps track deadlines, schedule breaks, and prevent overload. Overall, combining structured techniques with smart tools enables healthcare professionals to manage their time effectively and deliver high-quality care.
Conclusion
Time management is not only a professional skill but also a vital tool for enhancing patient care, reducing work-related stress, and supporting effective service delivery. Evidence from this report shows that nurses, senior carers, and support workers receive help from structured time planning to meet the high demands of their roles. Techniques such as prioritization, delegation, and digital scheduling support both individual efficiency and team coordination. By applying these tools and systems, professionals at all levels can support a balance between urgency and quality, improving delivery and strengthening workplace resilience.
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Task 2 (Part C)
Employability Skills
Task 1 Researching employability skills.
Use the National Careers Service website to research the employability skills required in different jobs / roles in the heath and care sector:
https://nationalcareers.service.gov.uk/explore-careers
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Academic Skills – Referencing 
Task 3: End-of-text reference for a website (with an organisation as the author).
Use the example below as a guide, write an end-of-text reference for the National Careers Service website below:
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Write your end-of-text reference for National Careers Service here:
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Available at: https://www.nhs.uk/conditions/covid-19/how-to-avoid-catching-and-

spreading-covid-19_(Accessed: 17 May 2021).
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Web address (begin with Available at:) The date you looked at it
(begin with Accessed: And end with full stop)
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