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[bookmark: _Toc89524939]Introduction
A person presents issues and considers how his experience, feelings, expectation was before and after the event happened. A reflective journal helps to connect between the experience and the future outcome by taking lessons from past events (Bassot, 2018). Mistakes are made to be learned from them so that the future can give out a better outcome. This report will shed light on the reflection of my experiences during this module about time management, academic writing, reflection, and public speaking, and giving a presentation. For the reflection, Gibbs’ reflective cycle will be used to describe all 4 points.


[bookmark: _Toc89524940]Gibbs’ Reflective Cycle
This model facilitates the people to understand and describe an event very systematically during a specific situation, process, and activity. Using this model to reflect on some situations will be a structural phase; Gibbs stated that it is a process that allows a person to do better performance in the present and improve it for the future (Gibbs et al., 2016). 
[image: ]
Figure 1: Gibbs' Reflective Cycle
Source: (Adeani et al., 2020)
In these six steps model, a brief description of the experience or event is outlined. The feelings about the incident, what a person was thinking about the incident, and what his thoughts are after the event (Bassot, 2018). In the next part, the positive and negative aspects of the described event are presented by elaborating what key points went well, and what parts did not go as expected. Analysis presents the reasons behind the evaluation of the experiences. In the conclusion part, the key findings of the previous 4 steps are explored and an action plan is made accordingly in the last part. 


[bookmark: _Toc89524941]Reflection on the Time Management
The conscious control of time by planning and exercising the work and dividing them based on the importance to increase the effectiveness, efficiency, and productivity (Li, Chen, Liu, and Deng, 2020). Using the time productively gives the person to make sure he is spending most of the time at their speed and expediency. 
Description: at the beginning of this module, I started concentrating on the time management process as it helps the students to use their time effectively. With other skills development, it is one of the important and core baselines on which others are dependent (Pianpeng and Koraneekij, 2016). I did some research on time management, the models that help to make an effective timetable schedule, saw many videos, made a timetable of my own.
Feelings: before I learnt about time management, I could not finish my projects on time, even I could finish I was not satisfied with my works at all as well as I felt exhausted all the time. However, after making sense of my time management process I felt like something like this can make the achieve bigger results.
Evaluation: the good thing about the experience was the feeling of achievement in the time being but the negative aspect of managing the time is tiresome, it sometimes makes me feel like I am not good enough if I cannot finish a task.
Analysis: it makes me feel the success because many works can be done in a shorter time when a timetable is managed, lower the stress, helps to focus better. However, during maintaining a timetable, obstacles can happen and it can give a setback if not handled properly as well as working 24 hours is tiresome even though there is time to relax (MacKellar, 2019).
Conclusion: I could have followed some models like Eisenhower, and the Pomodoro technique so that I can divide the work and implement the time scientifically which would make more sense. 
Action Plan: I need to set my tasks, stay within my limits, take proper breaks, and relax time, prioritise the works, schedule the deadlines, organise the study place and material, keeping the distractions away while studying (J. Crawhall, 2017). 

[bookmark: _Toc89524942]Reflection on the Academic Writing
Description: academic writing is clear, concise, and structured writing which is backed up by proofs and evidence (Li, Chen, Liu, and Deng, 2020). During this module I needed to make reports, essays and I started learning the different structures of academic writing as it is one of the methods that help to understand the selected topic within very short sentences. 
Feelings: at first it seemed hard to follow all the rules and structures so, I was instructed to take little steps. However, following one step each time was good enough and I felt like I was improving by the marks I was getting into my scripts.
Evaluation: maintaining the structural format was tough but once I started to implement them in my academic writing, I could see the difference. I could easily collect information about my selected topic and put them in a very attractive format. But the negative thing about the learning process was, I did not get all the information very handy, I had to spend a lot of time on the internet and collecting information about the right structure and right format for my academic writing. 
Analysis: collecting the information seemed a time waste as I could talk with other students and took help from the instructor. Internet is a good source but sometimes there is too much information which makes it difficult to select just one format or for me it is confusing.
Conclusion: I learnt to analyse, convey understanding; it also increased my critical thinking ability and kept me focusing on my technique and styles. To be academically skilled and effective is one of the most important tasks one student needs to achieve during the academic period (Akhtar, 2020). 
Action Plan: before starting to write an academic piece, I need to plan the structure of the topic and try to collect constant feedback from the teachers, others. I need to keep in my mind the topic I am going to write about and make sure I put enough effort and information to persuade the readers. 


[bookmark: _Toc89524943]Reflection of the “Learning of Reflection”
Description: Reflection means to shed light on an event and evaluate, analyse the situation to make sense of it, and learn from what could be done more effectively. The importance of reflection is to understand the various steps and incidents that happened in the experience (Adeani, Febriani and Syafryadin, 2020). My instructor first gave me an idea of what reflection is and how to write that. According to his instruction, I searched on the internet for the demo, articles, formats, and other writing journals. 
Feelings: the first time I wrote e reflective journal it was like I am scrutinising every single detail and can see everything that I have already gone through. I could see the efficiency of taking another route for success and got very important learning lessons through my realisation. However, it was frustrating also, because I realised how many mistakes I did at the very event and it seemed like I would never get out of the feeling. 
Evaluation: the reflection on an event is a useful tool for understanding and learning from a long experience to a shorter one (Bassot, 2018). Looking back into the events can develop the skills one needs. But it seems like if I am not being honest myself with my reflection it would not do any help; being honest and transparent with myself is necessary when I am doing a reflective journal otherwise it would be much of a benefit to go all the way.
Analysis: not being honest while making a reflective journal can be caused because of not tending to learn, or it might generate regrets, or make a person more frustrated, depressed (Gibbs, Brigden and Hellenberg, 2016). Sometimes it is a lack of expertise or knowledge of how to reflect on myself but after doing it for sometimes I seem to get effective in that area. 
Conclusion: I understood that having feedback from others on my mistakes is less effective than identifying the mistakes by reflecting on my experiences. 
Action Plan: before starting a reflection, I need to make sure I am going, to be honest with myself no matter how hurtful it is, I will develop a perspective, information, and line of reasoning, a link between the experience and existing knowledge, showing understanding and respect to my points of views along with the creation of new perspectives. 
[bookmark: _Toc89524944]
Reflection on the Presentation and Public Speaking
Description: though both terms are used interchangeably there is a slight difference in the definition. Speaking is giving a speech or talk and presentation is speaking but it is visual. During this module, I learnt different aspects of presentation and public speaking. The presentation contains slides, audio delivery, video playing, and other incentives that attract and hold the people’s concentration.
Feelings: learning how to present or give a speech in from of people is not hard but keeping the focus on the topic and delivering it accordingly with confidence is nerve-racking (Li et al., 2020). I got nervous every time I practiced, it took several times to get along with the idea of being confident and delivering the topic without being hesitant and overwhelmed in front of the audience.
Evaluation: presentation and public speaking practice increase confidence and boost the energy directed to the audience. While practising I found out that even if my presentation slides and information were good and directed to the knowledge and topic my delivery was not attractive and effective enough. I was either smiling too much or keeping a straight face. 
Analysis: the reason I found out about my failure as a presenter was that I felt nervous and felt everyone’s eyes were on me. It made me feel that I am not saying things properly that I need to put more effort or I am showing less effort. I searched and spent a lot of time making slides, speech, and content in my presentation with the animation, visuals, but I put less energy and time into practicing the speech therefore I do not feel confident in presentation and public speaking. Another reason would be, I try to memorise the script instead of learning or understanding it. It is normal to forget things especially in from if people. 
Conclusion: I successfully identified my weaknesses and mistakes in my presentation and public speaking skills. I pointed out the reasons after reflecting on the skills and looking very critically so that I can reshape the skills needed to be a good presenter. 
Action Plan: setting my goals in a small task, showing passion in my presentation and speech, giving delivery with the right posture, making sure to eye contact with the audience and lastly, I must do practice repeatedly to be free from the stage fright (Pianpeng and Koraneekij, 2016).

[bookmark: _Toc89524945]Conclusion
Reflection is a process to identify the mistakes within an experience and learn from them to understand and never repeat. The reflection on time management showed that to be able to use the time effectively I need to use different techniques and divide the tasks according to the techniques. The academic writing reflection identified that the critical analysis, format maintaining, delivering the information focusing on the topic. The next reflection was on learning how to reflect; it was one of the important skills that I got to know during the module which makes sure that I can find my lacking and have taken lessons from them. The last reflection on the presentation and public speaking presented that I must put a lot of effort into practicing and learning knowledge. 
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Academic skills facilitate academic learning and help to build up the skills that will be important in real-life work experience and employment. Academic skills help students to be effective learners and develop soft skills to make the best use of academic life by learning and participating (Mario, 2020). As I want to be in the health sector and help people as a nurse, I need to point out the academic and employability skills that I already have as my strengths and that I need to develop to be effective (Bassot, 2018). I will also find out my strengths, weaknesses, opportunities, and threats in this intended job, how I manage time to get things done, and my personal and professional development plan based on the skills I need to develop. 


[bookmark: _Toc89524661][bookmark: _Toc89524949]Academic Skills 
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As I mentioned I want to be a nurse, I need to have an academic degree in that certain area and must develop the mind to help the other from the out of the good heart (Tyrer, Ives, and Corke, 2016). I need to attend to the volunteer work and during my academic year otherwise, it would be too late to start practicing. 
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Essay writing: it is a part of the learning to the degree which increases the learning and helps to understand the topic clearly. The essay writing lets me think out of my comfort zone, pushes me forward, gives me the freedom of sorting out the ideas and information, make sure to reference it properly as well as judgement critically (Akhtar, 2020). 
Researching: a nurse needs to find out which treatment is going to be the best for the patients; therefore, it is necessary to learn how to research, gather information, find the answer to the unknown things, develop knowledge, and collect evidence for the better outcome (Gibbs, Brigden and Hellenberg, 2016). 
Academic Integrity: it helps the students by making them think they are doing the right thing by making the right choice and being honest with themselves. Academic integrity is not only helping to hold the respect and ethics in the academic life but also makes sure in the employability life they can also be responsible and accountable for what they do (Woith, Jenkins and Kerber, 2019). 
Time Management: it gives the students more control over their choice and preference between what they want to do or what they need to do (MacKellar, 2019). I can focus better on the tasks which will lead to better performance and efficiency. 
[bookmark: _Toc89524662][bookmark: _Toc89524950]Employability Skills
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Employers show value those skills and the employees need to have the skills so that they can highlight their achievements to attract the jobs. The employability skills need to describe the skills how the business and jobs can benefit from them (Skoyles, Bullock and Neville, 2019). To be a nurse, the skills that need to be in a person should be outlined and highlighted so that the employers can get an idea of how I can be effective to an organisation.
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Adaptability: I am enthusiastic to work in an environment where I can help people and it will be a big advantage that I will be able to learn from my mistakes and benefit both the patients as well as my employer (Mario, 2020). 
Patience: this skill is defined as the way to tolerate and capacity to accept the changes, mistakes, and pressures. This is a soft skill that presents the idea of resisting the urge of getting exploded and agitated in response to the irritating situation and workplace conflicts (Tyrer, Ives, and Corke, 2016).
Motivation: I am a self-motivator of myself and can give enough inspiration to others to go forward. It is natural to feel down sometimes but finding ways to motivate allows to change the behaviour, develop competencies, be creative, set goals, boosting engagement (J. Crawhall, 2017). 
Resilience: it means facing the challenges and overcoming them with confidence, handling tough situations, disappointments, and not letting the setbacks get in the way. I consider myself a very resilient person who breaks sometimes but does not bend over. 
Reliability: being reliable means doing what is said and promised and being consistent. I want to be a great learner so I always look around and search for what needs to be done. Reliable also indicates being responsible and accountable for the work by respecting the work, showing on time, taking off the burden from the co-workers (Gillespie, 2020). 
Initiative: initiating something is the most crucial thing and is the key to function and working as a support to other skills. To initiate a work takes a confident, strong mind so that no setback can stop the working (J. Crawhall, 2017). I always prioritise and divide my works into small tasks so that I do not have to face the fear of initiation. 
[bookmark: _Toc89524663][bookmark: _Toc89524951]Personal Analysis
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As I have already pointed out in which academic and employability skills, I am good at and what I need to develop. The skill I think I can use effectively in an organisation are my strengths and the skills that I will improve in the meanwhile are identified as my weaknesses for now which I will turn into strengths to create and enlarge my opportunities in the nursing career (Gillespie, 2020). The threats will always be there but the important thing would be how I manage them with implementing my skills effectively. 
[bookmark: _Toc89524664][bookmark: _Toc89524952]Time Management Tool
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Time management tools help to write down the notes and tasks that need to be done and organise the work daily, weekly, and monthly (MacKellar, 2019).  All the tasks need to be outlined with the deadlines and activities to reach the goals. Tasks should be divided by prioritising and all the spent behind one task needs to be recorded and analysed carefully (J. Crawhall, 2017). Minimising the distraction from time to time reviewing and reflecting on the tasks would simplify and manage the administration and meetings better. 
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Calendar: in the recent era, technologies have made things easier and effective. Mobile calendars remind the tasks we have at our hand and can make sure we get the notification in time (Boryshkevych, Zhuk and Piatnychuk, 2020). I use my phone calendar according to tasks with different colours listing the study time, meetings, group works, family time, and other work commitments. The calendar reminds me of my tasks before one 1 hour so that I do not forget any important activities.
Time-tracker: this is also an app that can be used to see how much time we are spending on the phones and other activities and based on that we can limit our timetable. There is a saying that, the only things that can be managed are the things that can be measured (MacKellar, 2019). So, if I can measure how much I am being effective or how I am spending my time daily will be the best tracking. 
Note-taking Apps: I use these apps for long-term or short-term goals or every day whenever something important pops up in my head I can write it down very quickly. And going through them reminds me of the things I need to do along with the reflection I can make. 
[bookmark: _Toc89524665][bookmark: _Toc89524953]Personal and Professional Development
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The PDP tries to fill out the gaps identified in the personal analysis and set out a clear path to show how to achieve the goals (Hinojosa, 2018). It also creates a structured plan and a timeline for achieving goals, builds the current skills, shows the way to learn something new, and puts a new leaf in the hat. 
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The weaknesses I identified are organised in a structured way with the activities, success criteria, implementation process, and a deadline so that I can develop myself (Skoyles, Bullock and Neville, 2019). The time management tools can also be used in this PDP so that I can track my improvement and take into considerations improvisations after reviewing. After reflecting on a period, I can take the necessary steps or give more time to the skills. 


[bookmark: _Toc89524666][bookmark: _Toc89524954]Conclusion
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The skills that need in studying and make academic life easier and give out the best result are known as academic skills. Academic life is the best period to improve other skills that will be needed in the workplace and employed life. a person can better understand himself doing a personal analysis, making judgements, and keeping track of own records, achievements, lacking, and improvement. Time is the most precious and underrated thing and it needs to be used very carefully because the time goes, never comes back. A PDP is a well-developed plan enlisting all the weaknesses or improvement areas with necessary success and measurement tools. 
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