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Introduction:
This academic report is to reflect on what we have learnt in the module academic and employability skills in term one and term two. The report will use different reflective models such as Kolb’s learning cycle and Gibbs reflective model to reflect on the topics we did in class such as PERETO`S RULE and SWOT ANALYSIS. To reflect on these topics, the report will analyse literature on the topics we make in class and literature on the reflective models to use it to support my reflection on the topics. Also, the report will look at the what I know about the topics before we learn it in class, what I learn in class about the topics, how these topics have help me outside in my personal life or work life, and what to do in future to improve on what I know. 
Reflective learning and reflective practice: Reflection is a way or the process we use to look back at what we do, how we do it and checking to see if we can improve it. Reflective learning is about learning from our experiences and try to always improve by writing down our experiences and thinking about the experiences we have. Reflective learning is important to students because it helps us learn about ourselves and to know how we are doing and areas we need to improve (Jasper, 2013; Morgan, 2017; University of Kent, 2012). Relective practice is also one of the most important ways we learn in our work as professional especially in health care. According to Jasper (2013.p1), reflective practice ‘’enables you develop your knowledge and skills towards becoming a professional practitioner and to continue to learn and develop throughout your career’’.
Models of reflection: There are different recognised models of reflection that we discussed in class including Kolb’s, Gibbs’s and Driscoll’s models. 
Kolb’s Experiencing Learning Cycle: Kolb’s cycle which was developed in 1984 by David Kolb. According to Morgan (2017) Kolb’s model is based on someone having an experience thinking about that experience instead of just accepting what the learn like that and trying to do it. In Kolb’s reflective model we learn by going through four activities or stages. First one is Concrete experience, Reflective observation, development of ideas and last stage is testing of ideas or Active experimentation. In the first stage of concrete is when we have an experience of something or learn something new, second stage is when we reflect on that experience we have and observe whatever we have not seen before with that experience. The third stage is when we development ideas because of the new experience we had. The new ideas we develop can come from us or with the help of our teachers, fellow students or feedback we got from that experience. The final stage of Kolb model is the when you test the new ideas that you have formed to new events or new experiences, this help us to learn from our experience when there are new situations or events (Morgan, 2017). 
Gibbs’s Reflective Cycle: Gibbs’s cycle was developed by Graham Gibbs in 1988 and is formed of the following six stages that guide you through the process of reflective practice. The first stage is description, second stage feelings, third stage is evaluation, fourth stage is analysis, stage five is conclusion and stage six is action plan. The first stage called description, is where you describe your experience by describing what happened, when it happened and how it happened. The next stage is the feelings where you recall and think about how you felt during the event, what you were feeling, what you were thinking as the event was happening and how what happened make you feel. Stage number three is evaluation where try to try to understand what was good or bad about the experience, what we liked about the event or what did not go well. Stage number four is the analysis when we try to understand what went well, what did go so well, what others did or what you could have done better. In this stage we want to understand knowledge we had to handle the event or the knowledge that we lacked that could have helped us. The next stage is the conclusion where we use the analysis that we have made in stage four to conclude if we handled the situation well and how our actions or that of others would have affected the result we had or how things happened. The final stage is the action plan stage where you think of what you will do different if the same event happens or if you do the same as before (Jasper, 2013; University of Cambridge, 2020).
Driscoll’s reflective model: Driscoll’s model is based on asking three questions ‘What’, So What and What next. By asking oneself these questions we will enable us to begin to look at our experience and learn from them. The ‘What’ question is to describe the situation, to describe what happened or what you are dealing with. It is helping you to understand the matter that you face and describe your experience. The ‘so what’ question will help you to reflect on the experience you are having and to understand what happened in that experience and what we learn from it. The ‘what next’ question is the question that will help us to know the type of action to take from what happened and what we learn from going on reflection (University of Cambridge, 2020).

Reflecting on topics we learn in class: One of the topics we learn in class that I will reflect on in this report is SWOT analysis. SWOT means strengths, weaknesses, opportunities and threats and it is a tool mainly used by businesses to check factors that can support a business and factors that could cause them problems (Investopedia, 2020). However, according to Morgan (2017) planning to get where we want to be requires getting the right information that can show the gap you have, doing a SWOT analysis of yourself can help achieve this. Before we learn this topic in class, I did not know anything about it and have not used it before, I can also see that some of my fellow students sitting beside me did not know about it as they kept looking at the teacher. As the class went on, I began to feel that I really need to understand this topic because I can see how it can help me. During the class, I was able to write down some of my strengths and weakness and I could see areas that I need to develop. By the end of the class and after class activities where we write down our strengths and weaknesses, also I write down the opportunities to improve in school and the threats to my studies like poor time management. Based on the topic we learned, my feeling of not knowing my strengths, my evaluation and analysis of what I need to do, I decided to change some the way I organised myself, my work and my studies. What learning the topic on SWOT has helped me do is that I was able to identify areas I had weaknesses such as my interview skills, I asked for help with writing my CV and preparing for interviews because I know it was one of my weaknesses. I also took action to go for new opportunities because I was able to reflect on them during and after the class, I write the opportunities down and started making phone calls to the companies. I would not have thought about taking those actions if not that I used the topic to help me move forward.
Another topic we did in class that I would want to reflect on is the PARETO’s rule. Pareto’s rule or the 80/20 rule states that for many of our activities, 80% of the result we get comes from 20% of the effort. The Pareto principle has been named after Vilfredo Pareto who is an Italian economist who, back in 1895, noticed that about 80% of Italy’s land belonged to 20% of the country’s population (Duszyński, 2020). Reflecting on this topic using Kolb’s reflective model helped me to understand my time management better. According to Morgan (2017.p52), good time management is ‘’the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension’’. Last term, I worked part time and had to prepare my exams. However, when I got my result, I found out that I didn’t do as well as I thought I would have done. I reflected on the effort I put in, the topics I studied, how I managed my time with work, my studies and leisure. I look back at those things that I did and checked to see how well I managed my time. Pareto’s rule helped in my reflection. Duszyński (2020) argued that to prioritise is important because once you realize that 80% of your outcomes come from 20% of the time and effort you spend on them, then you can put your whole effort into doing the key things first. My reflection of my time showed that I spent a lot of my time work and leisure and when studying, I was not managing my studies well. There are key tasks in my studies that I could have focused on more, completing those tasks with 20% of the time I had left after work , would have given me an 80% result or achievement. Based on my reflection, I began to plan my study timetable differently, concentrating on key skills that I need to develop, key topics that will require me to put in more effort to understand and planning my work around my studies. This the plan that I am using in term 2 and can see that it is helping me achieve more.

Conclusion: This report showed the importance of the practice of reflecting on our actions as students and as working professionals because it helps them to learn and improve better by looking back at their experiences or events that happened and to find ways to improve on it. The report also discussed different recognised models of reflection that included Kolb’s, Gibbs’s and Driscoll’s models. Kolb’s model is made up of four stages of activities that one goes through in the process of learning which are: experience, reflective observation, development of ideas and putting those ideas into practice. Similar to Kolb’s is the Gibbs’s model which is made up of six stages including: description of what happened, feelings, evaluation, analysis, conclusion and action plan. On the other hand, Driscoll’s model is based on asking three questions: what? So what? And what next? Finally, the Gibbs’s model was used to reflect on the topic of SWOT analysis that was learned in class and how it helped the writer both in class and outside the class and Kolb’s model was used to reflect on Pareto’s rule. Reflecting on these topics using these models enabled the writer to better understand these topics and plan new ways of applying them both at work and school studies.
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