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Reflection refers to the process of exploring oneself including their perspectives, experiences, actions and attributes (Yan, 2020). It is necessary to develop skills and review the efficiency of a person that can help in future personal and professional development. I have analysed my skills through Gibbs's reflective cycle. This style includes six stages such as description, feeling, evaluation, analysis, conclusion and action plan (Pieper et al. 2021). 
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Figure 1: Gibbs reflective cycle
(Source: Pieper et al. 2021)
Description
In this stage, a situation is discussed in detail. In a written group work assignment, my three team members and I divided the work amongst us based on our skills and knowledge.  It was divided in a way that one member needed to study one topic. We conducted a meeting and decided that we would do our piece of work separately and assemble it one day before the assignment submission. I organised the team presentation but did not actively listen to suggestions regarding the presentation and assignment part. It has created a conflict at the meeting. However, we have identified that on the day of compilation, some of the parts of assignment have been missing and some of them have not been written based on the same strategy. We had to redo the parts which were completed by two members. Therefore, we could not maintain the quality in order to meet the urgent need of meeting the deadline. We had to work overnight to complete the assignment and could not do proper research on some parts. Therefore, we did not obtain the outcome that we aimed to achieve. 
Feeling 
In this stage, one’s feelings and thoughts regarding the situation are explored. In this case, I felt that organising the presentation and separating the work based on everyone's knowledge was the most important part of the teamwork before starting the assignment. However, we did not plan to assemble the assignment in prior time though we had enough time to meet the deadline. I feel stressed at the time of composition because some of the parts needed to be rewritten in a small amount of time which was difficult for us. There was little motivation in the team to rewrite the assignment. However, one of my team members and I helped other two members to rewrite their parts to complete the work faster.  
Evaluation
This stage includes evaluation of the situation by focusing on both the positive and negative aspects (Markkanen et al. 2020). In this situation, the thing that went well in our group assignment was that we separated the assignment based on the skills of my peers. I created a team presentation guideline that helped us to rewrite the assignment in a proper way in an emergency. Some of the tasks of my peers were completed by me that helped us to meet the deadline. It worked well in this situation. However, my peers and I did not communicate with each other regarding the writing style and strategy perspectives. We did not discuss the problems with each other which were faced by us at the time of completing the assignment. It has ensured some missing parts and incoherence in writing style. On the other hand, though we decided who would be responsible for certain parts in a team, no suggestive guidelines were there for writing and compiling the parts. 
Analysis
Quality of the assignment has become low because we decided to compile the work one day before the deadline. We needed to assign more time for compilation to submit quality work before the deadline. Moreover, we could provide good quality work if we communicated with each other and conducted a group study for completing the assignment. Some elements went well because I conducted a presentation plan and separated the work between team members.  I have conducted well research for my part and my part has not been redone. However, we had only a few hours to research the parts which were completed by my two peers and henceforth, the overall quality of the assignment have fallen.
Conclusion
I learned that lack of coordination and communication has affected the quality of assignments and we hardly meet the deadline. As mentioned by Morrison-Smith and Ruiz (2020), communication is the key part of the teamwork that ensures exchange of information and transmission of ideas. Time management is an important part of work that maximises coordination of work and effectiveness of individuals. Alongside, my lack of active listening, lack of open-mindedness and patience has ensured conflict in the team. 
Action plan 
I need to improve my communication skill, time management skill, planning skill and active listening skills that can help me to plan the way by which we would submit the assignment next time. 
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A personal development plan refers to a method that helps a person create an action plan so that personal goals can be achieved and it also tracks personal achievement (Callao and Lacson, 2021). The potential gap that I have identified in my skill is that I lack communication, time management and planning skill along with low open-mindedness and flexibility.  As mentioned by Darvill and Leigh (2019), communication, problem-solving, listening, collaboration and time management are essential parts of teamwork. Therefore, it can be stated that I lack team working skills. These skills are essential for planning and controlling organisational functions in a professional career. It can also help me to set priorities for the tasks. 
Objectives of my personal development plan
· To improve my communication and collaboration skills in 6 months 
· To develop my time management skill in 6 months
· To improve planning skills in 7 months
· To become more open-minded and adaptable in 4 months
	Specific objectives 
	Measurable 
	Achievable 
	Realistic 
	Time 

	Communication and collaboration skill development
	I can take feedback from my peers to determine whether I actively listen to them and communicate proper messages. 
	Communication can be improved through engagement and active listening. Encouragement to open communication and learning situations is also required to ensure a collaborative environment in the team. It is required to improve body language so that a clear and concise message can be provided to the people. 7 C’s of communication theory can be followed to present clear, concise, correct, coherent, complete, concrete and courteous messages (Karmarkar, 2022).  I can follow this theory to improve my communication and collaboration skills. I need to understand the perspectives of my team members to enhance collaboration. 
	I need to communicate clearly, use the right tool for combination and go beyond my comfort zone to communicate with my peers so that it can increase collaboration in a team. 
	4 months 

	Improvement in time management skill
	I can maintain a progress report to determine whether I have maintained a deadline for every task. 
	I need to make a personal work schedule and make a proper plan for the work required for completing the group assignment. It is required for me to set priorities for the tasks.  According to Gul et al. (2021), long-term thinking regarding work activities and goal setting are essential for managing time and reducing stress in urgent situations. Henceforth, delegating tasks, and setting up deadlines for each task are also required to meet time for each task. Starting  the work early and setting an early deadline is also required for the work
	It is required me to create a short-time schedule so that I can divide my work into some short deadlines to make sure it is completed in time.
Early-time planning makes the deadline meeting realistic. 
	6 months 

	Planning skill
	I need to prepare a to-do list and checklist to understand whether I properly plan the tasks and whether the tasks are going according to plan. 
	I need to set clear guidelines for every task. According to Goldsby et al. (2020), identifying critical tasks, arranging tasks in a logical order and establishing priorities is important for improving planning skills. Recognizing my strengths and weaknesses as well as accepting the difficulties is an important part of planning that can help me to make more effective decisions and solve problems at the time of designing activities. Alongside, prioritising tasks, coordinating resources, planning ahead of time and developing processes for routine tasks are also effective for me to develop this skill. Alongside this, I can segment the tasks among team members through Belbin's team role theory and assign work as per their expertise. Nine roles defined by Belbin are team worker, co-ordinator, plant, monitor evaluator, resource investigator, specialist, implementer, complete finisher and shaper (García-Ramírez, 2021).
	Using notes for planning the tasks along with deadlines is important to improve my planning skill. The actions considered here are feasible because maintaining notes and making lists for work activities is the only activity for planning. It is also financially feasible.
	7 months 

	Development of open-mindedness and adaptability in teamwork 
	I can monitor it by taking feedback from peers and gaining practical experiences in team
	Identifying the team dynamic is required for me to increase my adaptability and team working skills. As per the opinion of Bialystok and Ferkany (2019), seeking new experiences, mind exercising and critical thinking are important for enhancing open-mindedness.  Mutual respect between the team members is one of the key points to developing open-mindedness. Alongside, I need to improve my self-esteem, and deal with adverse situations to improve my experiences. I also need to understand the team objectives and make thorough analyses for enhancing my cognitive flexibility. 
	It is feasible because only practical thinking, respecting others' opinions and  communication can improve this skill
	4 months 


Table 1: Personal development plan
(Source: Created by author)
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