             Reflective Essay for Academic Skills


introduction
Starting university as an adult student while also running a building and tiling business has been a big challenge for me. I have a lot of responsibilities outside university, and sometimes it is difficult to balance everything. During my first term, I had an experience that showed me clearly how much I need to improve my organisation, time management, and digital skills. In this essay, I will use Gibbs’ Reflective Cycle to reflect on what happened, what I felt, what went well and what did not, and how I will improve these skills in the future.

Description, what happened? 
 
This situation happened in Scott’s Academic Skills for the Digital Era class. On that day, students had to present their work in front of the class. I did not know we were supposed to present, because I had not read the email Scott sent earlier in the week. I came to the lesson with no slides, no preparation, and no idea that a presentation was expected.

When the class started, I saw the projector turned on and I noticed other students opening their PowerPoint slides. At that moment, I realised that today was the presentation day. I quickly checked my phone and saw that Scott really had sent an email about it, but I had not opened it. I understood immediately that I had made a mistake by not checking my university email regularly.
To make the situation even harder, after two hours I had to leave the class because something urgent happened with my building business. There was a problem with one of my work teams, and I received several calls about it. I needed to go to the job site to sort things out. Because of this, I missed the chance to present in person with everyone else.
 
Later, Scott allowed me to do my presentation online, but I felt disappointed that I missed the live session and could not be part of it like the rest of the class.

Feelings, what was I thinking and feeling?
 
When I heard that we were presenting, I felt stressed immediately. I knew I was not ready. I worried that Scott would think I did not care about the class, even though that was not true. I also felt embarrassed because everyone else had proper slides and I had nothing.
 
I also felt a lot of pressure because of my work situation. Running a building company is not easy. Sometimes emergencies happen, and workers need answers quickly. When I got the calls about the problem at the job site, my stress became much worse. I felt stuck between two responsibilities, the university and my business, and I did not know which one to put first. This made me feel guilty and frustrated.
 
Another feeling I had was disappointment. I wanted to be part of the presentation day with the rest of the group. I wanted to show my work and listen to everyone else. Instead, I had to leave early and later do the presentation alone, online. It felt like I missed something important, both for my learning and for my confidence.
 
At the same time, I felt angry at myself for not being more organised. I know I should check my email more often. I know I should plan better. This situation showed me very strongly that I need to change my habits.

Evaluation, what was good and bad about the experience?
 
There were many negative parts:
·       I was not prepared because I had not read the email.
·       I felt embarrassed in class.
·       I had to leave early because of my job, so I missed the live presentations.
·      I became stressed trying to manage work and university at the same time.
·       I felt like I disappointed my lecturer and myself.
 
But there were positive parts too:
·      Even though I missed the class presentation, I was still able to do the presentation online later.
·      Scott was understanding and gave me the chance to complete it.
·      The experience showed me exactly what I need to improve: my organisation, email checking, time management, and balance between my business and university.
·       It helped me realise that I cannot try to handle everything alone, and I need better planning with my work team.
 
This experience was uncomfortable, but it helped me understand my weaknesses and what changes will help me succeed in both university and work.

Analysis, why did it happen this way?
 
The main reason this happened was because I was not checking my university email regularly. I am still getting used to the digital systems at university, like Outlook, Canvas, and Teams. Sometimes I focus more on my business and forget to look at the emails from my lecturers. This caused me to miss important information.
 
Another reason was poor time management. I try to manage university and a full-time building business at the same time, but I often do not plan ahead. I do not always set clear times for study, and I do not always let my clients or workers know when I am in class. Because of this, emergencies often interrupt my study time.
 
I also realised I do not use digital tools like calendars, reminders, and notifications. These tools could help me organise both my work and university life more effectively.
 
Finally, I have a habit of trying to solve every problem in my business myself. I do not delegate enough to my workers or ask for support when I need it. This puts too much pressure on me and makes it hard to focus on university tasks.

Conclusion, what could I have done differently?
 
Looking back, I can see many things I could have done better:
·      I should have checked my emails every day.
·      I could have opened Scott’s email earlier and prepared a simple PowerPoint before class.
·       I should have organised my work schedule better so that I would not have to leave class due to emergencies.
·       I could have told my workers that I was in university that morning, so they knew not to call unless it was extremely urgent.
·       I should have used a calendar or reminders to help me plan my week.
 
If I had done these things, the experience would have been much less stressful, and I would have been able to present with everyone else in person.
Action Plan, what will I do next time?
 
To improve in the future, I will make the following changes:
·      Check my university email every morning and evening.
·      Use my phone calendar to add all lecture times, deadlines, and reminders.
·       Let my workers know when I am in class, so they only call me for real emergencies.
·       Prepare presentations at least one week early.
·       Use Outlook notifications so I do not miss important messages.
·        Try to separate my work time and study time more clearly.
·        Delegate more tasks to my work team so I am not the only one handling problems.
 
These steps will help me be more organised, reduce stress, and succeed both in my business and at university.




SMART Action Plan
 
Specific:
I will check emails twice a day, use a calendar for both work and university, and prepare coursework at least one week before the deadline.
 
Measurable:
I will follow a weekly schedule and review my progress every Sunday.
 
Achievable:
These actions are realistic because they only require a few minutes each day.
 
Relevant:
Better organisation will help me manage my business and my university work effectively.
 
Time-bound:
By March 2026, I want to follow this new routine consistently and avoid missing any more presentations or deadlines.
