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                         Reflective Report Using Gibbs’ Reflective Cycle 

Introduction to the Model 
Gibbs’ Reflective Cycle (1988) is used in this report to provide a structured framework for analysing the Week 7 individual video presentation. The model consists of six stages description, feelings, evaluation, analysis, conclusion, and action plan which together support a systematic and critical approach to reflection. According to Gibbs (1988), this cyclical process encourages deeper understanding of professional experiences and promotes continuous improvement. It’s clear structure and emphasis on examining both positive and challenging aspects make it particularly suitable for evaluating practical tasks such as presentations (Jasper, 2013).   
Description 
This reflection focuses on the individual video presentation I completed in Week 7, in which I discussed my job role and responsibilities as an assisted living care manager. The task required me to produce a short, coherent presentation outlining the nature of my role and the skills involved. In the video, I described duties such as coordinating care plans, supervising staff, supporting residents’ independence, ensuring safeguarding procedures are followed, and communicating with families and external professionals. The aim of the task was to demonstrate my ability to present information clearly while connecting my practical experience to the module’s communication themes. 
Feelings 
Before recording the presentation, I experienced mixed emotions. I felt confident about the content because it related directly to work, I carry out daily and feel passionate about. However, I felt uneasy about presenting on camera, as I am more comfortable communicating face-to-face, where interaction feels more natural. Speaking to a camera felt unfamiliar and slightly intimidating. While recording, I became very aware of my tone and posture, which made me feel tense and self-conscious. After completing the video, I felt relieved that the task was finished, yet I also worried that my nervousness might have been noticeable and may have affected how clearly, I communicated. 
Evaluation 
There were several positive aspects of the presentation. My explanation of my responsibilities was clear and reflected my genuine experience within assisted living care. I also think my commitment to my role came through naturally, which added authenticity. Preparing notes beforehand helped me stay focused and maintain structure throughout the video.
However, there were also areas that could have been improved. My pacing was sometimes too fast, which is a common response to performance anxiety (Lucas, 2019). I also noticed that my eye contact with the camera lens was inconsistent, which may have reduced the level of engagement for the viewer. Additionally, the presentation would have benefited from more detailed examples to illustrate specific aspects of my role. 
Analysis 
Reflecting on the experience, I realise that my nervousness had a greater influence on my delivery than I anticipated. Research indicates that anxiety can cause rushed speech and reduced control over non-verbal communication (Verderber et al., 2021), which aligns with my experience. Although I felt secure in my knowledge, I relied too heavily on familiarity with the content rather than practising its delivery.
This reflection also emphasised the importance of presentation skills such as steady pacing, appropriate pauses, and consistent eye contact to support clear communication (Lucas, 2019). If I had rehearsed more thoroughly, I could have improved fluency and reduced the impact of nerves. 
Conclusion 
In conclusion, my content was strong and relevant, but my delivery skills require further development. My pacing, confidence, and engagement with the camera were affected by nervousness. I have also recognised the importance of balancing content preparation with practising the physical delivery of the presentation. 
Action Plan 
To improve future presentations, I plan to:
· Practise speaking on camera more frequently to build confidence.
· Record rehearsals and evaluate my pacing, clarity, and eye contact.
· Use structured notes with planned pauses to avoid rushing.
· Seek constructive feedback before submitting future presentations.
· Continue reading academic guidance on communication skills.
By following these steps, I aim to develop stronger, more confident presentation skills. 
Task 2 Report on Time Management 
Introduction 
Time management refers to the process of planning, prioritising, and organising tasks to make effective use of available time (Mancini, 2003). It involves making deliberate decisions about how work should be structured to achieve personal and organisational goals. In healthcare, where environments are fast-paced and often unpredictable, effective time management is vital for maintaining patient safety, staff wellbeing, and organisational efficiency. This report outlines the importance of time management in healthcare settings, explains different approaches to managing time, and identifies techniques that can help healthcare staff improve their time management skills. 
Importance of Time Management in Healthcare Employment 
Healthcare professionals face high workloads, competing demands, and time-sensitive responsibilities. Nurses, for example, must manage medication schedules, clinical observations, documentation, and communication with multidisciplinary teams. When time is not managed effectively, the risk of delays, errors, and compromised patient care increases (Finkelman, 2020). Efficient time management therefore promotes safer clinical decisions and enhances overall care quality.
Senior carers also rely heavily on strong time management. Their role involves coordinating personal care routines, supporting residents’ physical and emotional needs, and overseeing junior staff. Effective time organisation allows senior carers to maintain consistent routines, reduce stress, and ensure that each resident receives appropriate attention. Furthermore, poor time management is linked to higher stress levels and occupational burnout in healthcare workers (Ruotsalainen et al., 2015), emphasising the need for strong organisational skills.
Time management also enhances teamwork within healthcare settings. When staff complete tasks on time and communicate effectively during shift handovers, the entire care team benefits from improved coordination. West et al. (2015) explain that well-managed individual workloads contribute to overall team performance, creating safer and more efficient working environments. 
Types of Time Management Approaches 
Time management is not a single skill but a combination of approaches. One essential approach is prioritisation, which involves identifying tasks based on urgency and importance. In healthcare, prioritising correctly is critical because clinical tasks vary in severity and time sensitivity.
Another key approach is goal-based time management, where individuals set short- and long-term goals to guide their work. Clear goals help healthcare workers remain focused and reduce wasted time, supporting more efficient practice (Macan, 1994).
A further distinction exists between proactive and reactive time management. Proactive time management involves planning, anticipating pressures, and preparing resources. Reactive time management, by contrast, means responding to problems only after they occur. Proactive methods are more effective in healthcare settings because they reduce the likelihood of crises and improve productivity.  
Tools and Techniques to Enhance Time Management 
Several evidence-based tools can support time management development. One useful technique is the Eisenhower Matrix, which organises tasks into four categories based on urgency and importance. This tool helps healthcare staff prioritise essential clinical duties while identifying tasks that can be scheduled or delegated (Covey, 2004).
Another well-established technique is SMART goal setting, where goals are Specific, Measurable, Achievable, Relevant, and Time-bound. SMART goals help nurses and carers set clear expectations for their workload and maintain structured routines throughout busy shifts.
In addition, using checklists and structured care plans has been shown to enhance efficiency and reduce errors in clinical environments by providing clear guidance and reducing reliance on memory (Finkelman, 2020). Digital tools such as scheduling apps, electronic reminders, and electronic health records also support effective time management by helping staff track tasks more accurately. 
Conclusion 
In conclusion, time management is an essential skill for healthcare professionals, helping to maintain patient safety, reduce workplace stress, and enhance effective teamwork. As Finkelman (2020) explains, effective organisation of tasks supports safer clinical decision-making and improves the quality of care provided. Additionally, proactive planning and prioritisation contribute to better team coordination and reduce the likelihood of missed or delayed tasks, which aligns with the wider evidence on professional effectiveness in healthcare (Woods and West, 2015). Techniques such as the Eisenhower Matrix, SMART goals, and digital planning tools can assist staff in structuring their responsibilities more efficiently. Strengthening these time management abilities supports the delivery of high-quality, efficient, and person-centred care across healthcare settings. 
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