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Employability skills by using Gibb’s reflective cycle
The learning cycle represents six stages of the learning cycle. These stages are examined based on the employability skills in the following. 
Description 
According to Keiling (2022), time management refers to doing tasks within a pre-defined time and specific periods. It is the way of planning and managing the required time to invest in certain activities. Effective time management skills provide facilitiesfor an individual to accomplish a task within a short period(Murray, 2010). It reduces pressures and is productive for a person to build a successful career. In the course, I gained detailed knowledge and skills on the ways of building time management skills. To accomplish a certain task, one needs to determine the goals of performing the task. Then, he or she will prioritise the tasks prudently based on urgency and importance. Then, the person will set up a definite time correctly for completing the task. If he or she does several tasks, the person will take a break between these tasks for increasing productivity(Cottrell, 2013). Then, the person will organise himself properly to complete the required tasks. He or she will also lessen the tasks that are not essential. Finally, the person continues the plan for attaining his or her goals. Thereby, one can ensure time management skills effectively. I also learned presentation skills by enrolling on the employability skills programme. Presentation skills refer to upholding information or a set of data towards target audiences productively. I gathered detailed experience on how to represent data items effectively. To increase presentation skills, a person needs to use suitable vocabulary and sentence structures for appealing to his or her speech. Besides, he or she will also strive to make visualise his speech by using some effective tools. Again, the person will also use non-verbal language for making the interaction more productive. Thereby, an individual can expand his or her presentation skills. 
Feelings 
During the learning journey of developing time management and presentation skills, I was somewhat nervous. I identified my strong points and weaknesses in working timely. My instructors provided effective directions for time management skills. However, I was assigned to complete a task within a specific deadline. I failed to complete my assigned task within the pre-defined time. Then, my instructor of course showed me my weaknesses in performing the task. He also guided me to overcome myweaknesses. After getting detailed outlines, I enjoyed the learning journey of improving my time management skills. My peers also enjoyed this learning journey of employability skills. During the learning of presentation skills, I was excited to know the information and required tasks for presenting smoothly and effectively. I work with my team to build presentation skills. We put our ideas into the group and developed a presentation to represent our ideas to audiences. My teammates were also excited to present our presentation suitably. Our course instructor also helped us for designing a suitable presentation. Therefore, during this course, I was nervous. Now, I can perform tasks timely and effective. As a result, these skills will help me make a bright career in future. 
Evaluation 
I gathered both positive and negative experiences during this learning journey of employability skills. By getting proper direction and guidelines from my instructor, I removed the stress of developing the skills of time management. To develop effective goals, I took helped my instructor with the ways of designing effective goals for my tasks. I developed a SMART target for designing the goals of my assigned tasks. As a result, the goals determined for the tasks became effective and realistic which were attainable based on the circumstances. However, I encountered negative experiences while analysing my tasks to prioritise them. My instructor directed me to prioritise those tasks based on urgency and necessity to obtain my goals. I developed a time frame effectively after prioritising tasks. In order to improve my attention and productivity, I've started setting time limits on my work. Making the additional effort to determine how much time I have to devote to each task will enable me to avoid complications in the future. So that I can prepare for how to handle them. Then, my instructor advised me to take a break between these tasks. When accomplishing a lot of activities without a break, it is tougher to remain concentrated and enthusiastic(Chell & Athayde, 2017). Therefore, I decided to take a break between tasks to refresh my mind and stay motivated. Then, I organised myself based on the time frame so that the assigned tasks can be done properly. I also avoid unnecessary activities to pursue these tasks productively. Thereby, I pursued my plan of completing these tasks within the assigned time frame. I gathered positive experiences in expanding my time management skills. However, while developing presentation skills, we encountered negative skills. In our group discussion, there were some conflicts among team members. As a result, we faced some complexities indeveloping the presentation. However, by taking concentration on collaborative efforts and getting proper direction from our instructor, we overcame the situation. Finally, we developed the presentation properly based on the requirements. 
Analysis 
The development of time managementskills in the learning module worked well. As I got several benefits by improving my time management skills, the learning was productive. The pressures of completing those assigned tasks declined as I properly set the time plan for performing these activities. For getting essential instructions from my course teacher, I managed time effectively. As a result, I found enough time to accomplish my tasks suitably. As a result, the functions of gathering time management skills from the module were productive. I understood the objectives of these tasks. Therefore, learning time management skills was suitable and enjoyable. However, the effort of attaining presentation skills did not work well. We fell into some difficulties indeveloping our presentation skills. The reason behind these difficulties was the shortage of effective collaboration and team working capabilities. To promote a presentation to the audience, good collaboration and coordination among team members are required(Bedford & Wilson, 2019). However, the instructor delivered relevant instructionsfor performing our tasks properly. He delivered proper guidelines for improving collaboration and productivity working within a team. Therefore, the experience of working in a group of building presentation skills was not very good. 
Conclusion 
From this journey, I learned time management and presentation skills. I built the knowledge and experience of completing tasks thoroughly withinthe assigned time frame. Moreover, to perform a task, I will determine my strengths and weaknesses. Then, I will try to remove weaknesses for completing the task properly. Then, I will engage in the completion of the required task. Thereby, I will do better at completing determined tasks. While working in a team for progressing our presentation skills, I learned also other relevant skills. For example, we came to know about the ways of working together and improving communication skills. To progress better my presentation skills, I will follow the instruction given by the course teacher. Besides, I gathered outlines from online sources to visualise the presentation. I may take further help from online journals, articles, and other sources. 
Action plan 
I faced some difficulties in enhancing my time management skills. If I engage in completing tasks atthe organisational level, I will follow suitable instructions for accomplishing the tasks considering time management aspects. To reduce the weaknesses in developing goals properly, one can thoroughly examine the assigned tasks. Therefore, I will deeply analyse the given tasks for completion to determine the objectives and goals of performing these tasks. As a result, I can overcome my weaknesses in designing suitable goals. Then, I will determine whether those activities are urgent and important. Based on these perspectives, I will develop a priority table of these tasks. After developing the priority table, I will construct a time frame foreach task. As a result, I can productively accomplish every task considering the time frame designed for me. I will try to take a suitable break for getting refreshments between these activities. Thereby, I will act differently in future for increasing work productivity by applying my time management skills. If I am assigned to do a presentation in future, I will ensure collaboration and team working capabilities. Then, I will strive to practice an inclusive environmental culture for building the presentation productively. I will implement some tools to make vivid the presentation.  Again, I will try to practise effective communication skills while presenting the assigned topic. Thereby, I will effectively materialise my presentation skills to represent a topic in future. 
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