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Introduction

In this report I have reflected on some of the chosen topics that I have learned during the lessons in this module. The way it helped me personally regarding the skills and competences. I made use of the literature, articles and website to get the right information I needed in order to conduct a quality research and to explain the methodology used in this context. There are many different ways of finding significant literatures and articles, however it is very important to understand the content of the subject to be reported, as well as the authenticity of it.
The goal of this record is to test my knowledge by displaying off the appreciation of how important the primary talents of educational and employability are.
In the subsequent phase i have introduced the best version of model reflection which it helps to understand better the following topics chosen.



GIBBS REFLECTION MODEL:
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Professor Graham Gibbs published in his book on called “Learning by doing” (1988).
This reflective cycle is about encouraging people to think systematically, about their experiences during a specific situation, event or activity.  Gibbs ‘Reflective Cycle’ helps to implement ‘Learn by Doing.’ He created a circle which enables us to effectively reflect on incidents and troubles, daily or occasionally and learn from them. It breaks down the experience, allowing us to reflect upon our experiences as they happen. Gibbs states that by reflecting on your learning experience, it will allow you to upgrade your performance, as well as improving it for the future. Without this reflection on your own learning, it is therefore hard to improve for the next time. He says that it is difficult to learn just by experiencing the situation, so in order to fully learn and progress. From the reflection, using the ‘Reflective Cycle,’ you can take away key concepts from the experience, as well as recognising what went well and evaluating what could be improved. 
The process is essentially a cycle or a loop, and it is structured by 6 stages:

1. Description: This element requires a description of the incident or of what happened. At this stage there is no conclusion to be drawn. Focus will be on the information received. Some of the questions are: What happened? How did it happen? When? Where? Who? Did someone react? What did you do? What was the result of the situation? This build up the background and an understanding of the misadventure.
2. Feeling: At this stage every emotion and reaction felt during the accident is being discussed. Question like : What did you feel when happened? What do you think other people felt? During it? After it was over? This is another short descriptive step, rather than being analytical.
3. Evaluation: The main focus at this stage is to determine whether this was a good or bad situation pointing up questions like : What was positive? What was negative? What went well on this situation? What went bad? What did you do in order to contribute on this situation (positive or not)? What did other people do..?
4. Analysis: In this stage is important to extract the meaning of the contest, to understand with academic theory the relationship between the outcome of it and the behaviour. Questions will be like: What can you learn from this experience? Why did you have this problem? Did other people have this issue? What is their feedback?  You want to target different aspects that went well or poorly by asking yourself why this happened in a specific way.
5. Conclusion: This element requires all the attention and focus on what you have learned from this experience. Summarise the situation and highlight what changes will be made in the future. Asking questions like: What have you learned in this experience? Is there anything you have done in order to stop it? What else could you have done? What can you change in the future?
6. Action plan: This is the last stage of the reflection cycle. You will need to come up with a plan to make sure that in the future things will happen differently. Focus on improving the weak areas. Questions like: What action can you take to improve your knowledge and skills? What will you do to overcome this problems? What will you do differently next time this occurs? 
Following next I will be writing on the chosen topics such as Public speaking/presentation, CV writing and Time management, using my personal experience with this model of reflection and by referring its: Description, Feeling, Evaluation, Analysis, conclusion, and action plan.



PUBLIC SPEAKING/PRESENTATION
What is public speaking?
How can you conduct a good presentation?


Public speaking is the act of talking in front of an audience in order to convey information, educate, to persuade and entertain the listeners. It covers a wide area of topics, and more often visual aids and slide presentation through an electronic device, are used in order to supplement the speech. This will increase the efficiency of the message and will make it more interesting for the audience. A public speaking presentation is different from online presentation which we are getting use to in this period of pandemic, it is limited to a specific date, location and time to make it happen. Different from the online one which it can be made everywhere and at anytime available without requiring strong effort.



What you need in order to give a good speech is to :
I. Write an effective and authentic speech.
II. Overcoming the fear of speaking
III. Preparing slide presentation
IV. Practice
V. Behaviour
VI. Body language
VII. Know your audience, keep it simple
VIII. Share your story



I have chosen this topic because personally I always had problems in opening myself to a vast audience, such in school or at events at work. During this period I approached to a business of relations which requires a lot of interpersonal work and presence. I really believe that in order to get where I want to be in the future and develop a strong leadership, public speaking plays a big role in it.




I gave a presentation of my business the other day in a beautiful place here in London, to a friend of mine. In the meantime I was explaining the project i felt bad because I didn’t prepare nothing and haven’t practice, and so I focused on what he could think about me. Suddenly i realize that in order to obtain good results, I needed to get firstly and most, a positive perspective and attitude with my thoughts and to delete any kind of expectation from him. Thanks to this model of reflection I learned that I needed to improve my focus and my pre-preparation. Therefore my next step was to work on my strength by putting in action plan my knowledge, so I read more books, studied more and practice more to gain the confidence.











CV WRITING
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I have always worked yearly on my CV to improve my knowledge and to go to the next level, as I have done a lot of experiences in educational and working environment. During this class I have sharpen my tools , because I always thought about getting the perfect curriculum when I realized that by following the right steps and keeping it simple it is more efficient.


How to structure an efficient Curriculum Vitae:
· Keep it simple
· Personal Details such as (Name, Phone number, Email)
· Profile description
· Education
· Work experiences
· Core Skills
· Languages
· Hobbies/Activities

Before starting this course I was looking for opportunities in the real estate field meanwhile I was busy with other jobs. I haven’t received many calls so this made me feel incompetent and anxious for an answer. I evaluated the fact that I had to re-elaborate my curriculum in order to find space in real estate, so I took the initiative and analyzed everything, too much information and too long. After I understood the way to structure it thanks to the knowledge gained in university, I did an action plan, helping my self with some research and outlining my strenghts. Thanks to this course I learned that what is simple is great. 




















TIME MANAGEMENT

What is time management? How useful can be?

Time management is a process and helps you basically to manage your time, so by being productive during your day and allocating the right effort at the right time for your business, relationships, education etc.. We often ask ourselves why some people do more and achieve faster during a day then other people , who just can’t get out of procrastination.


Time management is divided in five important steps:

· Organization
· Prioritizing
· Goal Setting
· Planning
· Stress Management


I have chosen this topic due to its importance in the world of work and business, as before, I was often finding myself in an uncomfortable and stressful situation due to my inability to manage the time and planning my days. So when I took this course I promised to myself to take action and to learn as much as I can in order to take control of my time and to be more productive.


For personal experience in the early stages of my career, I found myself with the door slammed in my face precisely because of my organizational lacks. The first job I did, and I still remember like yesterday, was the position of waiter in a big restaurant in Italy, then I was very busy with the school and I was doing Muay thai as an amateur.


I arrived at work late, with that sense of panic thinking that my boss could have fired me straight away. I realized consciously that I was in a bad position, and rushing like this couldn’t help. I started few minutes later to take control of my emotions and to face the situation with calm. What I realized was that I had simply lost a couple of minutes and had created a stressful situation out of the ordinary alone. My boss came and nothing happened, he patted me on the shoulder and I started working quietly until late in the evening. The next day I wrote a note on a paper by citing my working hours and the days, as I kept doing it , I haven’t got troubles by getting stressed and coming late at work, so I was able prevent it. 



What I learned in this course is the same I learned in that day, but in different times, how my time management can affect in an emotional and rational aspect. 

	








CONCLUSION

In this course I finally got the right awareness about the various topics that I have chosen which for me are strictly concrete in the working life I lead. I have learned a lot during this period, this knowledge now is helping me and will improve my potential in a nearly future. At the moment I am working in different fields such as hospitality and online business, and I am having a huge impact by applying what I’ve learned from this module, making remarkable results day after day.
.
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