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University is a place where students learn a lot of skills and techniques. These skills help to complete academic requirements and enhance the possibility of better performance in a professional career. Time management is one of the most crucial skills that help to accomplish multiple tasks within a given time (Britton, 2011). Summarizing is very helpful in better note-taking in lecture time. It helps a lot before the examination. CV writing is the first step of being selected for a job. CV should be developed based on the targeted job. Public speaking and giving presentation defines the knowledge and self-confidence. Later in this study, all these skills will be discussed using Gibbs’ Reflective Cycle or the six stages model. 



There are so many models of reflection. Gibbs’ Reflective Cycle is one of the most effective reflective models. This is called the six stages model also. The total model is divided into six parts (He, 2018). These are the description of the experience, feeling, and observation about the topic or experience, evaluation of the matter from both positive and negative sides, analysis to make sense about the condition, the conclusion of the learning, and the action plan to deal with future (Markkanen, 2020). Application of Gibbs’ reflective models are as follows:
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Time management is a very useful and effective skill for everyone. It is a mandatory and important skill for both students and other individuals. It refers to the ability to accomplish assigned tasks and duties within a given time (Claessens, 2017). It is defined by the effectiveness, performance, and efficiency of individuals in different sectors. In our class lecture, we have learned about the meaning of time management and the importance of time management. It enables us to make proper coordination among multiple tasks. Once I along with my four group mates was assigned multiple tasks for academic purposes. We were given seven days to complete small research, company visit, and presentation. We thought all the assigned tasks will be done before the deadline. We were relaxed and doing tasks slowly. After passing day five, we called a meeting and observed that only 30% of our task was done and 70% need to complete within the next two days. At that time we met our course teacher for his instructions. He told us to follow some rules. We obeyed his suggestion properly and could complete the rest of the task on time. It felt great to complete all the tasks properly within budgeted time. It was a very good experience after completing the tasks on time. This was the good part of our experience. Because of our unconsciousness, we could complete only 30% after day five. So we had to work very hard in the next two days. We almost forgot to take good sleep and food on time. 
The whole procedure went in the wrong direction just because we failed to ensure time management. If we made proper time management before starting the task, it could be very comfortable for us. After taking instruction from a teacher, we planned a very tight schedule and maintained it strictly. All the group members were very active and determined. So we came out successfully finally. I have learned from this lesson that time management is important. It is more effective when multiple tasks are assigned for a given time. If we divide the task and allocated time for every single task separately, it could bring a better result. If I am assigned multiple tasks again in the future, I will be very careful about time management. As I achieved a lesson already, I will apply this in the future to avoid unbearable pressure at the eleventh hour. 
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Summarizing means rewriting any topic or matter in your own words or language but a short form. Only the main idea and key points are placed in summarized form. A summary can be in one sentence or a paragraph (Taylor, 2012). The matter is that the summary will carry an overview of the full matter. It is very important in the academic career. Students have to take notes of class lectures. Taking notes of full-class lectures is not so easy (Armbruster, 2018). It is effective to summarize the class lecture. In my first semester at University, I used to take class notes as it helps before the exam to overview the lectures in a short time. Almost everyone in our class used to do it. After passing two months, I started reviewing my class notes summary. It looked very tough and meaningless to me. My summary and notes were not helpful to me. Then I talked with my friends about the summary of the lecture. I have found that the method and style of summarizing are different between me and them. I got a bit frustrated. I have taken suggestions from my friends about taking class notes and summaries. They advised me to listen to the lectures carefully first. Then it is needed to make an understanding about the topic and to break them into several paragraphs. Then the key points need to be noted what will cover the full lectures. After taking notes, it is important to revise the summary. After following all these techniques, I could able to take summary properly from the next classes. 
In the case of evaluation, it was bad to take notes in the wrong way that cost me two months. After taking advice from my friends, I became an expert in summarizing any topic. The good thing is that the summary is helped me a lot before the class test. The things that did not work were that I assumed a summary can be taken easily. There are no specific techniques. So why my first attempts went in vain. To analyze summarizing, it must say that things went well because of taking advice from my friends and things went bad because I lack techniques. 
To conclude, it should say that I have learned some effective techniques of taking summary in a short time. I will apply this learning in the upcoming days in my life. I need to learn to write quickly. If I had to do the same thing again, I would listen to the lecture carefully first and make an understanding in my own words then I would start summarizing the topic. I would do this as it helped me a lot every semester before the examination. 
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CV is the summary of an individual’s educational and professional career and achievements. It is very important for both students and business professionals. CV is the primary requirement of getting selected for a job. The employer makes a shortlist of the applicants after analyzing the CV. So, CV writing bears heavyweight (Knouse, 2014). It is a must to design a CV efficiently to attract the attention of the employer. In University, I along with my three friends participated in a job fair arranged by the University authority. All of us submitted our CVs there. We prepared our CV following a format given by a high profiled corporate officer. We wished to be short-listed for the job. But none of our names took place on the shortlist. We got frustrated. It felt very bad at that time as I expected to be selected. My friends also got shocked after that failure. After a few days, the University authority arranged a seminar about CV writing and we attended there. An HR manager from a reputed company was presented as a guest to provide guidance there. He explained the reason most of our CVs were got rejected by the company. He stated that a CV must very simple and understanding. All the key points must be easily visible to the employer’s eyes. As the fresher, our CV should not be very lengthy as we do not have any professional experience. Then we understood the reason for our CV rejection. 
The bad thing about this experience was to get rejected by the company and the good thing was to know the techniques of writing CV properly along with the differences between fresher’s CV and experienced professional’s CV. After facing the job fair and seminar, it made sense to me that making the CV lengthy does not add value for getting the job. A CV must be relevant and job-oriented. Now I know well how to design a good CV for a fresher like me. It could be more positive if we talked with our teacher or any other profession about designing a fresher’s CV before submitting it to the company. I need to learn the way of designing the CV according to the targeted job. It will help to get the employer’s attention. 
If I had the same situation again, I would write the CV following the directions given by the corporate guest. I would join in some CV writing seminars to learn more about CV writing and apply acquired techniques in the future. 
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Public speaking and giving presentation are two important skills of a human. It defines the ability and self-confidence of an individual. Public speaking is the art of speaking before the public or audience (Menzel, 2014). It can happen in formal or informal ways. Presentation is the skill of sharing information in a formal way about a matter before an audience. Both are important for students and business professionals. A presentation is a form of public speaking as it needs to present face to face of many people. It is a must for students in university life (Alshare, 2014). Once I formed a group of five members and we were assigned to present upon a topic named Academic integrity. It was a 30 minutes presentation and we were given seven days to prepare it.at first, we divided the full task and divided among us. Everyone completed their part within day five. Then we merged our parts and presented them before the audience on the fixed date. We were very excited and confident to provide a good presentation as we prepared everything well. But we faced a big obstacle before starting the presentation. We preserved the slides in a pen drive. But the file was lost, unfortunately. Then we had to collect the file again and it costs 15 minutes more and our excitement was gone. All of our group mates got frustrated. After starting the presentation we faced another problem. We have added a lot of information in slides and the slides were not clear to the audience as the font was too small. Somehow we could able to finish the presentation and the audience and teacher were happy as it was our first public speaking and presentation experience. After finishing the presentation our course teacher called us and advised us to take back up presentation files always on multiple devices. He also suggested showing only key points on slides that will look clear to the public. The description should take place in notes. 
In terms of evaluation, bad things were to face problems multiple times before and during the presentation. Good thing was to complete the presentation and appreciation the audience. We got an effective suggestion from our teacher also. All of my group mates were very supportive throughout the time and contributed a lot. I have got a lot of lessons from it. After that, we also presented much more times and done all these properly and successfully. It could be more positive if we talked with our teacher before the presentation. I need to develop time management and problem-solving skills to handle a situation like this better in the future. In the future, I will be very careful about file backup and slides designing as I experienced it already. 
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In University, students are assigned in different tasks. They learn the reality and face challenges while doing these assigned tasks. I have learned the effective way of managing time to complete multiple tasks efficiently in a given time. It will help me in my professional life also. Summarizing is a very tricky task. It is used in note taking most. I have learned different techniques of summarizing a topic details. CV is the first weapon of being short-listed for a job. A well-designed and decorated CV can attract the employer’s attention easily. I used to made mistakes in public speaking and giving presentation. University learning helped me to be expert in public speaking and presentation. 
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