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Introduction
I will be writing a structured academic report where I have chosen to reflect my learning outcomes throughout the first and second semester on academic and employability skills. I will be reflecting my understandings from what I have learned on both terms, giving two topics of each term. The 1st term, time management and employability skills and the 2nd term reflective writing and cover letter stating what I already knew, learned and how they had a massive impact on my day to day life as well as how they were putted into place outside the classroom. I will be analysing published literature in relation to particular topics that I have learned and discussed in class for example Kolb Reflective Cycle and Gibb’s Reflective Cycle. Also, I will be giving a brief explanation of what is reflection.

What is Reflection/ Reflective writing 
Reflection is a way of learning throughout everyday experiences. The word experience mainly means to demonstrate your understanding of thinking and the capacity of your interpretation on your learning and thinking. Therefore, looking back at something that you have done and then analysing it from different perspectives will allow you to think into debt.  For a good reflective thinking these three main points should be taking into place, being able to give a good description, interpretation and a good leaning outcome. “Stoilov,2012”

Who developed the Gibb’s Reflective Cycle/ What is the Gibbs Cycle?

Graham Gibb’s also known as Gibb’s he created a specific cycle that leads to different stages of the life experiences. In 1988 Gibb’s created the famous so called “Gibb’s Reflective Cycle”. This cycle is a structure meant to be learned and applied from real life experiences. This model includes 6 particular stages and these stages can be used for single experiences or it can be used as a group experience, for example when you are going to a group meeting that you have collaborations with these 6 stages will be very helpful. 

[image: A circular diagram showing the 6 stages of Gibbs' Reflective cycle]
This is a diagram showing the 6 stages of the Gibb’s Reflective Cycle, alongside with sentences that I would normally use when this model is being applied.





Feelings- describe how you are feeling and the thoughts about the experiences
Description- describing the experiences
Evaluation- evaluating either good or bad experiences 
Conclusion- a resume about what you learned and what could you have done differently 
Action plan- how would you resolve certain situations that can easily be changed appropriately.
Analysis- analyse the situation ability to sense. 
    
Why did Gibb’s create this reflective cycle?
Using my own knowledge and what I have learn in class I can say that the Gibb’s cycle was created because Graham Gibb’s wanted to encourage learners to think of different stages of experiences and activities allowing students to build their own understanding’s and having their own knowledge.

Who developed Kolb’s Experiential Learning? 
Kolb’s Experiential Learning is a book created in the 1984 by the author called David A. Kolb. The purpose of this book is to motivate people to learn through discovery and their own experiences. David A Kolb named the book “Experiential Learning “it’s because intellectual origins are taken from several authors work such as Lewin, Freire and many others forming a perspective way on learning and development.
Kolb’s Experiential Learning Cycle consists into 4 stages 
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Abstract Conceptualisation- Concluding and learning from experiences, reflecting to new ideas or modifying things that could’ve been done differently.
Active experimentation- Planning and putting in place what you have learned.
Concrete Experience- Doing something that can encounter of existing experience and active involvement.
Reflective observation- consists in reviewing and reflecting, understanding a particular experience.

Term 1 
What is time management? Reflection about time management
Using my own knowledge and internet research, I can say that time management is a way of organising and planning a certain activity. Managing your time well helps you to complete tasks in a much easier and smarter way. This allows you to save your own time in a more efficiently form, leading you to have more time for another activity in the future.” Stoilov,2012” 

Reflecting to my learning about time management on the first term and relating into my own personal perspectives I can say that I am a bit disappointed with my performance. This is because I feel like much more should’ve been done. I would organise and plan ahead everything that I was supposed to get done. For example, when I was doing my assignment’s I wasted unnecessary time doing something else instead of completing it. My social medias were taking into more consideration more than anything else for example, Instagram. Instagram seemed to be my main focus reflective writing has theories/ cycles that can help a person to write a complete reflective report. For example, The Gibb’s Reflective cycle, this theory helps students to write a more constructive reflective writing report because it gives example which it can be followed.
Personal Reflection about reflective writing 
The model about reflective really made a good impact in my life it made me see that I have the ability to explore my own experiences and viewpoints. For example, reflecting into my academic outcomes, how I’m going so far and what it can be improved and changed. The reason why is that I would spend much of my time, almost a full day fidgeting on my phone and leaving my main task for the last minute. I thought that I would be capable of writing an assignment in less of a day, I felt bad when I realise that I had to write and rewrite again because of so many mistakes that I had encounter it felt awful. That’s when I decided that I had to put into practice what I have learnt in class “time management”. I did tables I calculated my time everything so I could manage my own time and get things done on time and correctly. Till this day I can say that I know how to manage my time properly it really allows me to have time for nearly anything that I want to get done in a day.

What is summarising? Reflection about summarising. 
Using my own knowledge, I can state that the word summarising comes from “summary”. Summary means a gathering of clear short essential information that gives clear facts of a passage. It’s then that the word summarising takes place its basically reporting other compatible ides or works from another author/writer into our own words.

Reflecting summarising into a personal complex I can say that I learned a lot from this topic in perspectives I thought that summary/summarising was just reading a source then copying the most important bits and it was done. This topic taught me that to be able do a summary/ summarising inquires thinking, taking notes, write statements and organizing important details that can be included in summary. It was very useful for an outside experience that I had at work something had happen and my manager told me to summarise the story and it was then that I put what I have learnt into practice, I was so proud of myself I could finally do a proper summary thanks to my course and the teachers.

Term 2
What is reflective writing? Personal reflection about reflective writing 
Reflecting writing is a form of a reflective thinking, in an academic context it involves a more complexed version than just thinking. The usage of a deeper thought reflecting on your experiences and it also includes having considerations of other’s perspectives from people and a theory. For example, in the form of academic 

Using my personal reflection, I can say that reflective writing is a good way to reflect and think about your past experiences.  Reflective writing really made an impact in my ways of thinking. It stimulated my brain into looking back on what I have done. For example during class, I can reflect on simple experiences that I tend to  forget, like I sometimes feel frustrated with myself because I’m the kind of person that is very  quick to be distracted with simple things and with this topic I feel like it made my ways better into focusing as now I pay more attention so I can eventually go home and write a rapid reflection on how my day went in class and have extra measures to study and mentioning as well on one of the models that helps my reflecting writing flow. I use one or two models of reflective writing for example “Gibb’s Reflective Cycle” it helps me to have a complex thinking, analysing myself academically and changing my ways of creating paths that are easier in relation of my studying and learning.


What is cover letter? Personal reflection about cover letter 
Using the internet engine and my own knowledge I can state that cover letter is a personal document mainly submitted alongside with a person’s application. It states a brief summary in relation in why the applicant has the ideal credential for the particular assigned job. “Kagan,2020”.

Reflecting into my own perspectives I can say that I enjoyed learning about how to write a cover letter because now I can say that I have the correct assets to be able to write a proper cover letter it feels good knowing that I’m gaining new experiences and knowledge that can be helpful for a future job carer. I never had an idea that writing a cover letter I would have to do research about the job and a resume about my pass experiences at a past job. Therefore, I will be taking in board all the information that I got from this topic and apply  it for a future use, changing all my perspectives that cover letter was only to state for example, “ I’m good for the job because I’m very punctual” or “ I think that I’m suitable for this job because I’m a caring person:.

Personal Reflective Writing 
Overall including my personal reflection, I can say that I have learned a lot throughout the both terms. It really made me see the topics that the lectures thought me not only need for academic purposes but for my day to day life. I can see the growth of my knowledge, but I feel like if I had paid more attention everything would flow much easier. The reason why I’m saying this is because I’m a very distracted person and with is it makes it harder for me to listen and obtain the subject into my head meaning that I then have to find another way and spend more time trying to learn again instead of learning the first time. Therefore, time management was the best topic for me as it thought me how to manage well my time so I can do everything that is planned to do in only one day.

Conclusion 
Concluding to this reflective writing I can say that all analysis has been met. The theory of Gibb’s reflective cycle and Kolb’s reflective cycle is mentioned clear alongside with examples that can be reflected to the both cycles. I also can state that this was a nice project to do reflective writing as actually opened my head meaning that I did learn without even knowing that I would remember it so clear it seemed like is today. Four of my best topics is introduced with examples that can justificate why I pick them.
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