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                                 Introduction 
This report is based on the reflect of my own learning process, struggles during my learning and outcome. I will be analysing topics such as Time management, CV writing and Public speaking ang giving presentations. Topics I have covered with my lecturer and class during my first term of Skills for the Workplace (Health and Social Care) but it was a struggle for me to understand in the beginning.
I will write about how useful they were to me considering I thought I knew most of them and how they changed my view in a good, professional way and will be helpful in my chosen future career. 
I will also analyse how me and my colleagues worked together and how I felt about all that. How most of us were confused in different topics and how we all contributed towards the aspect of becoming better and understanding the topics.
I have chosen to analyse my experience in Gibb’s ‘Reflective Cycle’ (1988). As he said that reflection involves thinking about what we have done and experienced so this is exactly what I am doing in my report here, thinking about what I have done, experienced and learnt and the outcome for me. 
Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or did not go well. It covers 6 stages which I am going to cover one by one. 
· Description of the experience
· Feelings and thoughts about the experience
· Evaluation of the experience, both good and bad
· Analysis to make sense of the situation
· Conclusion about what you learned and what you could have done differently
· Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate.
I have purposely put Action plan before Conclusion so I can tell my action plan and then conclude all the things about my report.



1.1 Description

First when I started the course, I was not sure what we would cover in terms of topics, once I glanced at everything, we were going to study I though to myself that this was easy and I have done it before such as CV writing especially, all of us have done CVs before, even in school they used to teach us how to do them right?! Then we have Time management, everyone thinks they know to manage their time, but the answer often is they do not as there are key factors in time management that people do not consider in their day-to-day life. Then Public speaking, often a disaster for most of us especially in a front of a big audience, people get anxious and nerves. There was my mistake, I took a look and decided I know everything and did not pay much attention thinking it is easy but once our lecturer started explaining the key factors and the importance of knowing how to do them in professional way, I realized how much I have missed and how I have mistaken my skills and knowledge. 
All the examples above referring to as ‘people’ I really mean me!
I got really confused when we started paying more time to those topics, CV writing, time management and public speaking and all of my colleagues looked and sounded very sure about everything and I stared doubting myself and hoped I am not the only one who is a bit confused and just realized that everything I knew for those topics was wrong! 
I stared panicking first about how would I finish my course and instead of making plan about everything I got little bit depressed as I thought I knew it all but I was wrong. All I wanted was to know a bit more about the topics and regrated the time when I was in college in did not pay enough attention in class when we were all told how to write properly and professionally CVs and make presentations and the key factors in public speaking. 
For example, time management is important in our daily basis, it is not about work more but about work smart. Effective time management is linked to success, productivity, satisfaction and wellbeing. I think time management amounts to life management.
The CV is really important about your first chance you get to make a good impression on a potential employer and eventually get a face to face interview.
How important is to have nice and clear presentation so people can understand also giving speeches in a proper way, structure and a key thing about it is – know your audience! 

1.2 Feelings
All the feelings I experienced were confusion and a sudden rush to read and practice more in order to understand and become better in all the topics especially in time management as I have always struggled with it. I felt so disappointed at myself as I have almost let myself down, but at least the good thing was that I still had the time to change things, practise and study. This gave me hope as I had the opportunity to learn and  I knew if I did not know something I had my lecturer and my colleagues to ask. 
I got frustrated and asked my colleagues to stay in zoom after the lesson so I can ask them if they understood and how were they feeling about it. Turns out I was not the only one who was struggling with the same exact topics. 
There were other people feeling the same way and we all were making comments of how to make things better as in our course we have a lot of topics to cover and only two days in lessons with our lecturers. 
To be honest I felt even a little bit ashamed of myself as I am 23 years of age with a job and heading towards my dreamed career and not knowing how to manage my time or still felt nervous giving speeches in a front of big audience. All I knew was I had to fix that.

1.3 Evaluation 
The positive thing about me not knowing how to properly write my CV or manage my time was that I found out what I am good at and what I am bad at on time. And with more practise and research I will be better than ever at these basic skills I will need my whole life. I have now learnt from my mistake and I am proud of myself that I did everything to fix that. 
Me and my colleagues decided to make a different group chat in Whatsapp and discuss there further. 
It was great idea as we were asking questions or figuring out different problems and discussing the topics. If I was bad at cv writing someone who was good at would talk to me and if I was good at public speaking someone who was not would speak to me. It worked great for all of us working as a team even in these difficult times where we could not actually see each other in person but still being helpful and respectful to one another. 
We all started understanding it all, doing CV and sending them to each other for checks or practise public speaking before or after our lessons in zoom. We also planned for each of us to buy a notebook and start making plans for each day in order to manage our time better and be more proactive and then discussing it all once a week and thinking what went well or what did not. 
The bad thing about all of that was we are all grown up people and struggling with things such as time management or cv writing having that most of us are employed some even having children of their own I just though we should know better. But now we will.


1.4 Analysis 
I think everything went well and smooth due to the contribution each one of us put towards the project of becoming better. We figured it is better working as a team and help each other. 
I usually like working and understanding things on my own but became very surprised how good I was working in a team.
If I must analyse this situation, I will say that it may look silly to some that grown people like us did not know simple things that most successful people used in their daily basis but that is exactly why we were all there, to learn and become better and successful. We are all on our way to the career we desire. We do make mistakes and we are all allowed to not know something, we were not born smart right. We all need a little push or a little help on our way. So this is exactly what me and my colleagues did. 

1.4  Personal action plan                                                                                                          
When I get in a situation like that next time I would know better. I will not overestimate myself and pay more attention. This was a big lesson for me in life. I should stop thinking that everything is easy and I know it all as so far this behaviour did not help me. I promised myself that I will pay more attention to every detail as I realized every detail is important in every aspect of life. 
I will practise more often on my CV even offer friends to do their CVs for them and see if they like them. I have a weekly planner where I will be doing my daily plans in order to manage my time correctly. 
I will never be ashamed again to ask questions and ask people to work in team as this situation also helped me figure out how much I enjoy working as a team player and how much I enjoyed helping others and also being helped. 




2.Conclusion 
I learnt that every action has consequence.  Before when I did not listen and pay enough attention on college about the important things, I should know of is now reflecting on my time in university. This time and those topics should have been very easy for me as I once went through it but I never realized it then. I know now to never overestimate myself and I have the opportunity to learn I should do it properly because we all learn different things every single day of our life we should just pay more attention to the details. 
Now that I know how to write my CV properly, manage my time and feel more confident in speaking in a front of a big audience all of that will help me in professional way, these little steps to my future, dreamed career are precious for me. This has completely changed my mind over those topics and I see the difference between my old CV for example and the one I wrote after I understood the topic and paid more attention to all the key things about writing a CV, so that I can compete between them two and admit I was wrong when I was thinking I knew them all.
I am very positive with the outcome of this situation although it could have been better if I were smarter. At least I learnt what to do in my future in order to be more successful in life. I learnt how to properly work in a team especially when you truly want to achieve something with the team you are working with. I know now how important it is to be competent and careful, mind the details. 
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