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Task 3 of 3 – Reflective report
Introduction
Reflection on learning is the process of critically reflecting on one's learning experiences and the knowledge and skills obtained from them. It entails reflecting on what one has learned, what worked well, what did not work well, and what may be done differently in future learning situations (Chang, 2019). Reflection on learning can assist to enhance learning outcomes by allowing learners to become more self-aware of their own strengths and flaws, as well as their progress and potential. Reflection is a key tool for improving the quality of learning and should be included into the module by giving students opportunity to reflect on their learning experiences and evaluate their progress (Moon, 2013).
This reflective report assesses how the program Business Skills for the Workplace (CertHE) has aided in the development of my academic talents, namely my time management, academic writing, and information/research skills. This report is based on Gibbs' Reflective Cycle, a six-step reflective paradigm that includes the following steps: Description, Emotions, Evaluation, Analysis, Conclusion, and Action Plan (Markkanen et al., 2020). I will analyse how I grew in each of the academic abilities I concentrated on in my reflective report, as well as how the module helped me become a better student.
Description
The Business Skills for the Workplace (CertHE) program was created to provide students with the information and abilities needed to be successful in the workplace. It included a variety of themes, including academic skills, digital skills, effective teamwork and communication, problem-solving and decision-making, employability and career development, and enterprise and entrepreneurship. Among these themes, I choose to concentrate on academic abilities in particular, such as time management, academic writing, and information/research seeking.
Time Management
I was able to learn how to efficiently organise and schedule my time thanks to the program, which has helped me guarantee that I can do my assessments on time. This was particularly useful because I had a deadline for submitting homework and attending online courses. I was able to prioritise the things that were more important to complete by the deadline or had shorter deadlines by dividing my assignments into smaller, more manageable portions. I also discovered how to make a to-do list and plan my duties on a calendar, which allowed me to be sure that I was doing my work on time. Achievable goals that can be broken down into smaller steps are another skill I have developed. This made it possible for me to monitor my progress and maintain motivation, which in turn aided in my ability to finish my task on time. I also gained the ability to recognise potential difficulties and devise strategies for getting through them. In order to prevent feeling overburdened and burned out, I also learned how to schedule frequent breaks and manage my time. This proved to be of immeasurable assistance to me in maintaining my productivity and keeping up with my academics.
Academic Writing
The curriculum gave me the ability to write effective essays and reports in terms of academic writing. I learned how to employ several academic writing strategies, such summarising, paraphrasing, and referencing, as well as how to arrange my essays with an introduction, body, and conclusion. In order to properly support my points in my articles, I also learned how to properly cite sources and references. 
Research Information
Last but not least, the program gave me the knowledge and abilities to identify and assess the reliability of information sources. I needed to conduct a lot of independent research for my projects and tests, so this was extremely beneficial. I acquired knowledge of using a variety of search engines, including Google Scholar, and databases, like JSTOR and ProQuest. I also gained knowledge on how to assess the reliability of the sources I used and critically examine the data I gathered.
Feelings
I must admit that when I initially began the program, the quantity of work I had to perform left me feeling completely overwhelmed. I was concerned that I would not be able to finish my assignment before the deadline and that I would not be able to comprehend the subjects. I became concerned and irritated by this. Yet as I moved through the curriculum, I started to feel more assured and competent. I started to comprehend the subjects more clearly, and I was more eager to do my task. I also started to realise that I was more capable than I had first believed and that I could manage my time better. I felt strong and proud after learning this Also, I discovered that I could forge deep bonds with my professors and classmates, who gave me priceless advice and support. No matter how challenging the work at hand was, this gave me a sense of security and encouragement and made it easier for me to keep focused on my goals. I appreciate the information and experience I have obtained from this module, and I am eager to put it to use in my future endeavours.
Evaluation
Overall, I think the module has been effective in assisting me in honing my academic abilities. Time management, academic writing, and information/research gathering are just a few of the useful abilities I have picked up. I am now better able to manage my academic burden thanks to these abilities, which have helped me become a more productive and efficient student. The curriculum has also improved my ability to think critically, which makes it easier for me to analyse and evaluate data. All in all, I am grateful for the opportunities to have studied for this module and would heartily endorse it to others.
Analysis
The way the program was designed helped me to improve on each of the academic abilities I paid attention to. The course materials were simple to comprehend, and the lectures and tutorials were interesting. The module gave me the chance to put the abilities I had learned into practise and get feedback on my efforts. I was able to do this to determine my strengths and limitations and alter my learning strategy. I have the chance to improve my digital abilities thanks to the module. For example, I learned how to identify and assess information sources using various search engines and databases. I also learned how to utilise video conferencing software and generate online presentations and papers. These abilities have allowed me to become more efficient in my research and to interact with my colleagues and instructors more effectively.
Conclusion
In conclusion, the Business Skills for the Workplace (CertHE) subject has been helpful in developing my academic skills. I have learned vital skills including time management, academic writing, and information/research seeking, which have helped me become a more efficient and productive student. The module was designed in such a manner that I was able to advance in each of the academic skills I worked on, and the course materials were simple to grasp. The subject has allowed me to improve my digital abilities, which has allowed me to be more efficient in my research and interact more effectively with my peers and professors.
Action Plan
In order to continue to strengthen my academic skills, I plan to: 
• Continue to practise and perfect my time management abilities, such as making a to-do list and arranging my tasks in a calendar
• Continue to practise and improve my academic writing abilities, such as appropriately referencing sources and employing various academic writing approaches.
• Continue to practise and improve my information gathering and research abilities, such as discovering and assessing information sources.
• Maintain and improve my digital abilities, such as preparing online presentations and papers and using video conferencing software.
• Review my progress on a regular basis to discover areas where I may improve.
• Get feedback on my work from peers and instructors to better understand my strengths and limitations.
• Seize opportunities to learn more about areas of interest in order to expand my knowledge.
• Look for new ways to utilise my talents in the job to obtain additional experience. 
Long-term Goals:
• Understand the academic writing styles and how to use them successfully to my own work.
• Improve my ability to locate, evaluate, and cite sources for my work.
• Get an awareness of the digital tools on my own and how to utilise them effectively.
• Learn how to make online presentations and documents.
• Learn how to use video conferencing software.
• Improve a grasp of the issues I am interested in, and obtain additional knowledge in those areas.
• Get job experience by putting my abilities to use. 
Short-term Goals:
• Practice and improve my time management abilities at least one hour every day.
• Practice and improve my academic writing abilities at least one hour every day.
• Spend at least one hour every day honing and enhancing my information-finding/research abilities.
• Practice and improve my computer abilities at least one hour every day.
• Reflect on my development for at least one hour each week.
• At least once a month, I seek input from my classmates and instructors.
• Take at least one opportunity to learn more about the topics I am interested in, each
This reflective report has allowed me to evaluate how the module Business Skills for the Workplace (CertHE) has helped me develop my academic skills. Through reflecting on my progress, I have been able to identify areas where I need to improve, as well as areas where I have made significant progress. This has enabled me to develop a plan of action in order to continue to develop my academic skills, and I am confident that I will continue to progress and become an even more effective student.
References
[bookmark: _gjdgxs]Chang, B., 2019. Reflection in learning. Online Learning, 23(1), pp.95-110.
Markkanen, P., Välimäki, M., Anttila, M. and Kuuskorpi, M., 2020. A reflective cycle: Understanding challenging situations in a school setting. Educational Research, 62(1), pp.46-62.
Moon, J.A., 2013. Reflection in learning and professional development: Theory and practice. Routledge.

