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[bookmark: _Toc112710167]1. Introduction
This study is about reflecting on writing. Reflection basically refers to learning from experience. Reflection is written to take insights from a particular task or activity that has been experienced (Williams, Woolliams and Spiro, 2020). This reflective report has been written on the basis of the learning experience of the module. Four topics of the model will be reflected in this report. The four topics are public speaking, paraphrasing, giving presentations and time management. Reflection is very important for the learner. The reflective model that has been applied in this reflecting writing is the Gibbs reflective writing. Gibbs's reflective writing basically has six steps such as description, feelings, evaluation, analysis, conclusion and action plan. In this task, I will be reflecting the time management skill, paraphrasing skills, speaking and giving presentations and academic writing. 

[bookmark: _Toc112710168]2. Gibb’s reflective Cycle
Gibbs's reflective learning cycle is one of the most popular and extensively used models of reflection. Because of its effectiveness, it is widely used by learners  (Gorlewski and Greene, 2011). 
[image: Gibbs' Reflective Cycle - Helping People Learn From Experience]
Figure-1: Gibbs Cycle (MindTools, 2019) 
We have already identified that the reflection model of Gibbs or the learning cycle of Gibbs has 6 steps starting with the description of the topic or the experience, the next steps are the feelings of the experience that has been undergone, the next step of the reflective learning cycle of Gibbs is the evaluation followed by the analysis part. The analysis part is the key part of Gibbs's reflective learning (MindTools, 2019). The next stage of the Gibbs reflective learning cycle is the conclusion, followed by the action plan.

[bookmark: _Toc112710169]3. Reflection
[bookmark: _Toc112710170] Academic Writing
Description: Academic writing refers to writing that is concise, clear, structured, focused and obviously backed by the evidence. The key purpose of academic writing is to aid the learner or researchers; understanding (Sword, 2012). This focus on the formal tone and style and it is not complex. Good academic writing does not use long and complex sentences and it always avoids using unknown and complicated vocabulary. This academic writing skill is also an expectation of the teacher and the teacher is interested in knowing the knowledge of a student about what they can do for the class and what they learn from the class materials. 

Feelings: Initially, I was so confused and nervous about my academic writing skills. I was tensed by thinking that what I need to learn these skills and what resources I need to explore to ensure good academic writing. Certainly, I know a little bit about writing but as far as academic writing is concerned, I know nothing much as I have explored, many new things. I did not have a clear understanding of the writing of an essay or report. Now I felt that essay writing is an interesting thing. 

Evaluation: The good thing about the experience is that it was very enjoyable to learn new things. I have learned about academic writing like essays and reports which was very interesting and enjoyable for me. My understanding of the structure of academic writing went so well. But what did not go so well is the essay writing part. Also, I have some unclear ideas about the essay, I did not get the whole part and therefore this part did not go well at least for me. Other people also find it difficult to understand the essay part. 

Analysis: As explained before, I was nervous while starting to learn academic writing skills. Therefore, my initial understanding was challenging for me. It was not a pleasing experience. However, gradually I started to get the whole thing and enjoy the learning. I have come to learn about the proper ideas of academic writing (Sword, 2012). For this part of learning, I have gone through different materials on academic writing that assist me to learn in more robust and effective ways. 

Conclusion:  I have learned many new things from this experience of academic writing skills. I did not know how to write a report or essay. By undergoing this learning experience, now I know how to write essays and reports. It obviously enhanced my writing experience. I can now write anything in an effective way. My writing skills can be useful for making me a good researcher. 

Action plan: If I have to experience a similar situation in the future. I will be more careful not to get nervous or tense. I will take preparation beforehand to understand the whole thing clearly. I will be more active in exploring the materials and I will further take an online course to enhance my academic writing skill. 




[bookmark: _Toc112710171]
Paraphrasing
Description: Paraphrasing refers to expressing the meaning of some things or some writings in a different word to bring more clarity to the topic. It is a must-learn skill for university students (Kissner, 2011). It requires most when we write the assignment or assessment required by the different modules of the university. 

Feelings: Paraphrasing is not an easy task. It requires a lot of practice. Therefore, my feeling was not good before learning. I was thinking about how I will handle different materials to learn the paraphrasing skill. However, during the learning my feeling was good, I was quite happy to learn as I know this learning is useful for me. After the experience, my happiness has been increased as I exposed to new things about paraphrasing. 

Evaluation: Everything has both good and bad sides. Learning paraphrasing was also the same in this case. The good things were that the class was very interactive. The learning environment was very good. But the bad thing about learning is that I fail to concentrate all the time because it was new for me to learn these paraphrasing skills. Some of my classmates helps me to understand the concept which was a very suit gesture from them. 

Analysis: The thing that has been going well is the understating of the paraphrasing. I have understood to propose writing to express it in a better way by bringing clarity to the writing. I have understood that I need to change the structure of the sentences and I need to use different vocabulary to paraphrase writing appropriately (Kissner, 2011). What did not go well is the vocabulary part as it was my weak zone. It was very difficult for me to find the appropriate vocabulary for a particular sentence. However, in this case, online materials help me a bit. I have tried to understand some vocabulary from GRE books. 

Conclusion: Paraphrasing skill is necessary in case of both academic life and professional life. To get good marks in case of academic assignments, I must have excellent paraphrasing skills. By undergoing the experience, I have learned new insights about paraphrasing. Now I can paraphrase anything. I have learned that I need to use vocabulary, find different terms and put the writing in my own viewpoint. 

Action plan: As I did not have prior experience, I was nervous initially. To overcome this in a future similar situation, I will explore the lecture part night before the class. I will take help from different vocabulary-based books . I would like to improve my paraphrasing skills more by exploring readily available material on the internet. 

















CV Writing 
Description: “A  curriculum  vitae, often  abbreviated as  CV, is  a  document that  job  applicants  use to s howcase  their  academic  and  professional accomplishments. It  is use to apply for positions  within areas where person’s specific  knowledge or expertise  is required. A CV is usually longer than a resume and must include  the information  that the recruiter needs to verify the skills , experience ,and  educational qualifications of  an applicant .”

Feelings: In the past five years I’ve changed my CV two time . I never knew how important is to creat an excellent curriculum vitae , I never knew how long it has to be . And therefore, it was challenging for me to learn this skill. I had mixed feelings about the experience. I was both happy and nervous. During the experience of being a Cv writing  skill learner, I have tried to keep my whole concentration as I wanted to learn. The class environment was also pleasing to me. 

Evaluation: It was a good journey of learning Cv writing  skills. The goods things were plentiful materials. However, I find it difficult to keep complete concentration and to create the perfect CV. 

Analysis: I was excited to learn about Cv writing skills. The learning part was going very well. I was very happy to understand the methods of having a good curriculum vitae properly . However, the application part was not very well , but I’m willing to focus more and I’m sure by practising I will get there . 

Conclusion:  I was not good at this skill but after learning it now I can see things from another perspective and I know from wheren o start even though, sometimes I find it difficult I promise to my self to get better.
Action plan: As I was facing difficulties this time, I will try to keep my concentration. In future, I will be more careful about keeping my head up and to make my dreams come true .

[bookmark: _Toc112710173]Speaking and Giving Presentation
Description: Presentation skills refer to the ability to interact with people properly and transmit the message clear (Emden and Becker, 2016). It is one of the great employability skills that is valued by employers. 

Feelings: My feeling was good before creating and giving the presentation. As it was individual work, I was excited to do things in my own way. However, I was also thinking about how I will be able to able to give a presentation in front of the audience knowing this as my biggest fear.

Evaluation: The good thing about the presentation was the easy topic. We have analysed the topic of the presentations in detail. The bad thing about the presentation was that making attractive slides was difficult .

Analysis: The presentation-making and the practising part went very well.  The thing that does not go as expected in the presentation is the delivery of my feelings regarding the presentation . I became nervous a little bit. Support from the audience enhanced my confidence. 

Conclusion: I have learned how to make attractive slides, how to make a good presentation and speak publicly in the presence of an audience. I have successfully improved this important employability skill and I will defenetly work more on it.

Action plan: If I experience a similar situation in future, I will take more presentations on practising the presentation. For improving my presentation skill, I will take different online and offline courses.





[bookmark: _Toc112710174]4. Conclusion
Reflection makes the learning of the learner complete. . Reflection is also important in the sense that reflection gives the human brain an opportunity to pause amidst the untangling and chaos and sort the experience and observation and also consider different possible interpretations. By using reflection, I can explore and examine myself, my views, my perspective, and my interactions. It also helps us to gain and see how to move forward. It ultimately helps to make us think and believe that if we really want we can acchive our purpose in life , we just need to work hard .
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Definition

“An assistant manager is usually responsible for
scheduling employees, training new employees,
and hiring new employees. Depending on the
industry they may also be asked to handle
escalated customer complaints as they often
work in a customer facing role.” (Indeed, n.d)
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Assistant manager

Skills:

Organising team schedules, handling staff issues and
authorising vacation annual and sick leave

Managing various department-specific initiatives and
ensuring that these are completed within the scope, time
and budget

Interviewing, hiring and training new employees

Ensuring a high and consistent standard of customer
service

Applying knowledge of emerging and consistent trends to
inform purchase and inventory decisions and solutions .
Indeed (n.d)
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