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1. Task 2 (Part A): Reflective Report
 
1.1 Why I Chose This Model
For this reflection, I am using Gibbs’ Reflective Cycle, as it provides a clear and structured way
to think about my experiences. The model breaks reflection into six stages: description, feelings,
evaluation, analysis, conclusion, and action plan. This step-by-step process helps me
understand what happened, how I felt, and what I can do better next time (Gibbs, 1988). I also
found the model explained in a useful and simple way by the London Business School (2023),
which helped me apply it to my own presentation experience. Task 2 (Part A): Reflective Report
1.2 Description
In Week 7, I gave a video presentation where I talked about why I want to be a carer and the
skills I believe are important for the role. I shared that caring has always felt like more than just
a job for me it’s something I feel deeply about. I talked about five main skills I want to bring into
the role: empathy, communication, patience, teamwork, and adaptability. I also mentioned that
I’m still learning in some areas, like prioritisation and time management, and shared how I plan
to improve them.
1.3 Feelings
Before the presentation, I felt excited but also a bit nervous. This was my chance to finally
speak about something I’ve always wanted to do, and I really wanted to get it right. At the same
time, I was worried I might forget something or not say it clearly. While I was speaking, I slowly
started feeling more relaxed because I was talking about something I truly care about. After the
presentation, I felt proud that I had taken the first step in explaining why this career means so
much to me, but I also kept thinking about small parts where I could have done better.
1.4 Evaluation
One thing I think went well was how I shared my personal reasons for wanting to be a carer. I
think I came across as honest and passionate, and I was able to clearly talk about the five skills
 
that I believe are important for this work. I also liked that I talked about where I need to grow I
didn’t just focus on the good. But I also know there were things I could improve. I spoke a bit too
fast at times and didn’t explain some of my examples as well as I wanted. I also feel like my
tone was a little flat at the beginning, which might have made it less engaging.
1.5 Analysis
I think the reason some parts worked well was because I spoke from personal experience.
These are things I really feel, so it helped me sound more genuine. My communication skills
also helped, because I tried to speak clearly and respectfully, which is very important in health
and care roles (University of Minnesota, 2022). On the other hand, the things that didn’t go so
well were likely because of nerves. I realise that when I’m nervous, I tend to talk too quickly,
which can make it hard for others to follow what I’m saying. I also think I needed to practice my
time management more so I wouldn’t feel rushed when explaining my improvement areas.
1.6 Conclusion
This experience showed me that while I have the passion for this field, I still need to work on
how I present my thoughts. I’ve learned that being open about both strengths and weaknesses
is a good thing, and that feedback and reflection can help me move forward. I also learned how
important it is to speak at the right pace and make sure my message is easy to understand.
1.7 Action Plan
For next time, I will practice more before recording or presenting. I will write down my key points
and rehearse them, so I feel more confident and don’t rush. I will also use tools like the
Eisenhower Matrix to improve how I manage my time and decide what’s most important. Getting
feedback from others and recording myself ahead of time will also help me see how I sound.
Most of all, I will keep learning and remind myself why I chose this path in the first place.
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2. Task 2B: Written Report
Time Management and Its Importance in Healthcare
 
2.1 Introduction
Time management means using your time well so you can finish tasks without feeling stressed.
In healthcare, this skill is very important because workers often have many things to do in a
short time. According to Toggl (n.d.), time management helps people stay focused and
organised. For carers, using time properly can make a big difference in how they care for others
and look after themselves too.
2.2 Why time management matters in healthcare
In jobs like nursing or home care, time is always short. Carers need to look after patients, talk to
families, write reports, and sometimes travel between homes. If they don’t manage time well,
they can forget things, rush jobs, or make mistakes. Skills for Health (2023) says bad time
management can lead to stress and poor care. Also, some carers get tired or feel low because
they don’t have enough time for breaks or personal needs (Nurses Group Home Care, n.d.).
When carers are always busy and cannot rest, they may feel burned out. Chappell and Reid
(2002) found that many carers feel pressure from too many tasks. It affects their health and
happiness. Another study shows that when carers don’t have enough time for themselves, they
 
may feel frustrated or sad (Murray and McDaid, 2017). So, time management is not just about
work it also helps carers feel better and stay healthy.
2.3 Types of time management styles
There are different ways to manage time. Some carers make a list of tasks and try to follow a
schedule. Others decide what is most important and do that first. This is called setting priorities.
For example, if a patient is in pain, that job is more urgent than cleaning the kitchen. Carers also
need to be ready for change. A good time manager knows how to change plans if something
unexpected happens.
 
Some people like to plan everything, while others work better with flexible routines. Both ways
are fine as long as they help carers stay on track. It’s also useful to think about how long tasks
take and what things might slow them down.
2.4 Tools and techniques to help with time management
One helpful method is using SMART goals. SMART means Specific, Measurable, Achievable,
Relevant, and Time-based. This helps carers set clear and simple goals. For example, a goal
like “I will write care notes after every visit, in 15 minutes” is better than just saying “I’ll try to be
quick.” SMART goals make work easier and help carers feel more in control (Skills for Health,
2023).
Another good tool is the Eisenhower Matrix. This tool helps carers know what is urgent and
what is important. It has four boxes:
 
1. Urgent and important
2. Important but not urgent
3. Urgent but not important
4. Not urgent or important
Carers can use this to decide what they need to do now and what can wait. This is very
useful when there are many things to do at once.
2.5 Conclusion
 
Time management is a key skill in healthcare. It helps carers do their job well, stay calm,
and feel good about their work. Without it, they may feel tired, stressed, or even make
mistakes. Using tools like SMART goals and the Eisenhower Matrix can really help. These
tools give carers a way to plan their day and focus on what matters. Anyone who wants to
work in care should learn good time management to succeed in the future.
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3. Task C: Coherence and Cohesion Activities
3.1 Activity 2: Comparing Two Paragraphs
 
Paragraph 1:
Time management is an essential skill for university students. A lot of students have
assignments, part-time jobs, and social activities to balance. Planners are helpful because they
help students see what they need to do. If a student doesn’t manage their time well, they might
miss deadlines. Deadlines are important because they are when assignments are due.
University can be overwhelming, but organizing one’s time makes it less stressful. Time
management is important.
Paragraph 2:
Time management is an essential skill for university students as it helps them balance
academic, work, and social responsibilities effectively. For instance, using a planner to organise
tasks and deadlines ensures that students can prioritise their assignments and avoid last-minute
rushing. Furthermore, this not only improves the quality of their work but also reduces the
likelihood of missing important deadlines. Therefore, by staying organised and managing their
time wisely, students can maintain better control over their busy schedules and achieve greater
academic success.
 
Answer :
I think paragraph 2 is more clear and better connected than paragraph 1. The ideas are linked
well and the sentences flow naturally. The writer uses linking words like “for instance”,
“furthermore”, and “therefore” to explain and add more information. These words help the reader
understand how each point is related to the next one.
Paragraph 1 has good ideas but they are not well connected. Some ideas are repeated, like the
word “deadlines”, and the paragraph feels a bit choppy. It says “time management is important”
twice and doesn’t explain how or why very well.
So, paragraph 2 is more cohesive and coherent because it uses linking words and explains
ideas clearly without repeating too much. It shows the connection between ideas and makes the
message stronger.
 
3.2 Activity 3: cohesive devices table
 
Below is the table with all the cohesive words sorted into the correct categories. These linking
words help connect ideas and make writing more structured and clear.
Answer table: 






	Causes and
effect

	contrast
	similarity
	Adding/
reinforcing

	sequence
	Giving
examples


	because
	however
	similarly
	furthermore
	firstly
	Such as


	Because of
	Although
	Like wise
	In addition /
additionally

	secondly
	For example

	consequently
	nevertheless
	
	moreover
	finally
	including

	As a result
	But on the
other hand

	
	
	
	For instance


	so
	Despite the
fact

	
	
	
	In particular


	Due to the
fact that

	while

	
	
	
	

	therefore

	
	
	
	
	


 

