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This report is a reflection of my module that have been of great impact in my academic and employability skills. I will be discussing my understanding of three academic and employability topics specifically Time management, Reflection and Online learning, which I learnt this term. To do this I will consider what I knew before, what I learnt and the things I need to work on, I will also be discussing the feedback that I received during my learning.
I will be using the Gibbs model of reflection. The Gibbs reflective mode is reflecting on your learning experience and it allows you to better your performance as it is happening, as well as it is improving it for the future. (Learning Performance November 2019). I have chosen to use this model because it helps to reflect what is happening and what has happened. I will also include a diagram describing the Gibbs mode of reflection stages. [image: Gibbs' Reflective Cycle | The University of Edinburgh]


 The skills I would be reflecting on are: 
· Time management
· Reflection 
· Online learning  

Time management: at the beginning it was difficult for me to manage my time. I didn’t use to plan my days or what I wanted to do but the main problem was coming from me not being efficient because I used only do things when it comes and leave things till last minute. I felt overwhelmed that I couldn’t do things on time I couldn’t meet up with deadlines, I don’t get to places on time and having small time phrases was always a struggle for me. In my current studies I have learnt a lot in time management such as the 80-20 rule which has taught me to put the most important things first which will be my top priority and then discipline myself to get it done once I get started (Brian Tracy). Using this method made it so easy for me to plan my days and manage my time. 
I also learnt the Eisenhower method which helps me in dividing my tasks based on how urgent they are which helps me divide my tasks into 4 sectors; the urgent, the less urgent, the less important and the don’t do. (Eisenhower2016). The good thing is that now I understand the theory behind time management and I particularly like Eisenhower because I have learnt to prioritise things. The bad thing is that I am now looking at every aspect of my life and organising and even trying to organise other people’s lives which isn’t in my control, it’s made me focus on things that are out of my control. 
The urgent sector are the things that are important which the ‘do- first’ an example is my assignment which will surely have a deadline I have to beat. 
The less urgent are things are scheduled to be done for example going to the gym.
The less urgent are things that could be delegated which means I can suggest it should be done by someone else. 
The don’t do sector are things you shouldn’t do at all which are seen as just a waste of time such as using your phone just for fun and nothing productive.
I definitely needed to know everything I know now about time management because its important for me in my academic so I can put my assignments in on time, in my workplace to get everything that needs to be done on time.
This topic has been so useful for me because since I knew about time management I have been prioritising my things according to their urgency which has been working very well for me. It has also made a great impact on my working skills at work because I do things efficiently now and spend less time. 
Time management is important it is an academic and employability skills everyone needs to have the sooner one understands time management the more efficient work will be for them. I intend to take some time and to make a list of all my priorities and delegate what I need to delegate and remove those things that take my time so that I organise myself better.
 
Reflection: I didn’t know much about reflection before my course. When the topic reflection came up I was surprised reflection was even a topic because I didn’t know it had a deeper meaning to it. This made me feel blank to the course.
I have learnt reflection is a process whereby individuals consider their experiences to gain insights about their whole practice. Reflection helps individuals to improve the way they work and their practice as a whole. (Tony Ghaye 2007).
I learnt two models of reflection which are: Gibbs model of reflection and Kolb model of reflection.  The good thing about this module is I have been able to enhance my personal development which has helped with my self-awareness. The bad thing is it makes what to evaluate everything about people which is quite difficult for some people to open up. 
Gibbs reflective cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences. It helps you learn what went well, what you could have done differently and what action plan you will use to address your weaknesses. Gibbs covers 6 stages which are description, feelings, evaluation, analysis, conclusion and action plan. The first three stages talk about what happened while the second three stages talk about how you can improve what happened. 
The first stage which is ‘description’ where you simply describe what has happened without drawing no conclusions all you want to do in this stage is explain what has happened. 
The second stage which is ‘feelings’ where you talk about how you felt by describing your feelings and evaluating them. 
The third stage is ‘evaluation’ where you evaluate your experience on what went well and what didn’t go so well. 
The fourth stage is ‘analysis’ where you talk about what may have helped you or what was an obstacle and talk about the materials used or tools that helped you for your research.
The fifth stage is ‘conclusion’ where you draw conclusions on everything that happened and what you could have done differently next time. 
The final stage is ‘action plan’ where you create your plan based on your conclusion where you commit and take action to your plan. 
Some of the advantages are:
· It is easy to use and understand 
· Allows you to learn overtime 
Some of the disadvantages are: 
· It can be difficult for some people to open up about their feelings
· It reactive not proactive. 

Kolb reflective cycle states that learning the acquisition if abstract concepts that can be flexible in range of situations. This cycle mostly called ‘experimental learning’. 
It is divided into 4 reflective practices which are: concrete experience, reflective observation, abstract conceptualization and active experimentation. 
· Concrete experience:  this means doing or having an experience in something 
· Reflective observation: this means reviewing or reflecting on the experience
· Abstract conceptualization: this means concluding or learning from the experience 
· Active experimentation: this means planning or practicing what you have learnt. 

Some advantages are:
It provided ready direction for application.
Provides effective connection between theory and practice. 

Some disadvantages are: 
The model may not apply in every situation.  
It is not a continuous process. 

I definitely needed to know about reflection because it has made me re-evaluate on my so many aspects of my life and helped me develop some skills. 
This topic has been really useful for me because I have more knowledge on reflection now and I can confidently choose my mode of reflection whenever I need to which will definitely be the Gibbs mode of reflection because it is much more easier to put theory into practice with this mode. 
Reflection is a very necessary skill in academic and employability because once one can reflect on things it will be much easier to put theory into practice. I intend to reflect more on my knowledge gained during my current study and put it into practice when needed in my work-place in the nearest future.  

 
Online learning: Online learning is the newest and most popular form of distance education today. Within the past decade it has had a major impact on postsecondary education and the trend is only increasing. (Joshua Stern Ph.D). I didn’t know much about online learning before this course which why in the beginning I struggled. I felt bad and depressed because there was no one to ask for help but with time I got used to it and figured it out by myself and found out it wasn’t as hard as I thought in the first place. 

After a while I became more confident and since then I found it to be time saving and much more comfortable because I am learning from home I don’t have to go through the stress of travelling and spending money on transport. 
During this experience I have learnt there are so much information on my university Moodle app which is very good and useful information such as, modules, online library, referencing guides, access to emails, help desk, videos for modules and links for more helpful information on the particular module and so on. This experience has also made me put my digital skills into practice like using power point, excel and other applications. I have also had the opportunity to find different things on the internet due to the research I have been doing on different course works.
The software used for our interaction which is Microsoft teams has also been a great contribution to our lessons which plays a big role in our classes. With this software we are able to hold multiple group calls o our own without the help of our lecturer or anyone and best part about it is that we can also form groups on it and with our team. I am happy with the fact that online learning saves everyone’s time and is very convenient but it would be much better if the communication skills are improved. From my experience I would make more effort to gain more knowledge on the technological aspect I am struggling with to have a better experience with online learning. 
The good thing is I realised what I needed this experience of independent study because I knew more about what I can do by myself without the help of a lecturer or tutor. The bad thing is if I need help I don’t get it right away unlike the traditional way of learning where I could easily approach a lecturer or any of my class mates for help. 
I intend to pay more attention in class because usually I get carried away easily because I am having classes in my comfort zone. I would remove anything that will take my attention away from my class be it my phone or anything and stay in a more conducive environment for learning. I also intend to ask questions more often when I am unclear in classes rather than not ask and going online to find answers to my question which sometimes is more difficult. 
This experience has made really independent in my academics from being able to do my research by myself, exploring the internet sourcing tools for my work due to lack of having one to one with the lecturers and so on, but overall I am happy with the impact of online learning on me.  

My conclusion overall is all this skills have been very helpful for me in many ways beyond academics  such as time management which is very essential in everyone’s life and I have really learned a lot from each every topic.  I will also do independent research next time on things I am not familiar with to have a better understanding about and not wait till I am being taught before I can do some research about it. I would implement all the skills I have learnt in my daily life as they have been of great impact on my studies. All this academic and employability skills I have analysed in this report are necessities which must be apart of an individual in the health care sector and which is put mostly into practice in a day to day life at work places. 
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