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[bookmark: _heading=h.b2o6g0qnkh3u]Introduction 
Employability skills refer to the set of skills that enables additional value to the professional skills which are required in the workplace. It is an important set of skills which aids the individual to have good working abilities within the organisation. Some of the necessary employability skills include time management skills, communication skills and so on. Time management skill refers to the ability to manage time to carry out tasks without any delay. In this regard, the following is a reflective report which talks about learning time management skills. It presents the experience of learning this skill through the help of Gibbs's reflective model. 
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[bookmark: _heading=h.46yp8tfr7mp4]Main Findings 
[bookmark: _heading=h.vjhavk8n2dnw]Description 
Gibb`s reflective model is a concept which gives structure to reflect the learning experience The model explores six stages namely description, feelings, evaluation, analysis, conclusion and action plan (Gibbs et al., 1988). However, using this theory here follows a reflection on learning new skills which are time management skills in an academic context. The description is the first stage of the Gibbs reflective model which aids the user to give a brief description of overall learning experiences. As in the case of my learning journey, I was given a set of tasks to learn one of the necessary skills which is time management. However, the learning journey has been extremely rewarding as well as challenging as I came across many new things. At first, to carry out the activity I segregated all the points related to the topic which later on aided me to carry out the rest of the activities. I had expected good work to yield which was an exceptional outcome. The other activities which helped me develop time management skills include a presentation regarding the essence of time management skills, case studies, learning to reduce multitasking and so on. During the time of the task, I thought I would not be able to carry out the activity as it was completely new to me. As time passed I was more aware of the topic and the different aspects involved in it. Having this, made me realise that the whole learning experience was favourable. I had given myself enough time to deal with every hurdle I came across and realised certain things as well. Before initiation of the work, I was made to write facts based on the fostered skill to make a coherent piece of work. Therefore, I can say that the whole learning experience was good which favoured me in my understanding of the essence of the time management skill. 
[bookmark: _heading=h.tqopg7c1vwzf]Feelings
Feelings are the second stage of Gibbs's reflective model which helps the user to bring out the feelings gathered during the learning experience. As in the case of my learning experience or journey, I encountered many feelings throughout the completion of the tasks. Before I was given the task I was quite nervous but enthusiastic at the same time as I was eager to carry out the tasks. Having said this, nervousness and frustration were throughout the process of doing the tasks. Overall the learning experience made me gain mixed feelings which aided me to understand my reflex actions more briefly. As time passed I was quite frustrated because I thought I would be unable to carry out the given assignment. The thing which helped me to deal with emotion was about the time management skills where I understood the general importance of time management skills. Having known this I was able to carry out the rest of my activity without any delay. Therefore, I had little motivation to carry out the activity. Given that, I had to do the tasks with a strong presence of mind to avoid any kinds of challenging factors. Hence, here I can say that the feeling that I encountered while doing the tasks was a mix of emotions which made me aware of different feelings that can be gained during certain tasks. 

[bookmark: _heading=h.abbsieudhfwl]Evaluation 
Evaluation is the third stage of Gibbs's reflective model which allows the user to evaluate the learning journey in terms of what went well and what did not. Throughout the time of doing the given tasks here, I can say that there were certain things which went extremely well and some did not. The things which went well were the ability to complete the task on time with appropriate tools and knowledge. Having such a thing will enable me to carry out my future tasks productively. There were certain tasks such as the learning process on how to reduce multitasking that was completed on time which aided me to carry out the rest of the activities in an effective way. Thus this can be seen as the aspect of the learning experience which went well. Despite this, things which did not go well as expected were the ability to establish a to-do list. This is so because I was not aware of how to foster one to-do list. Upon that, I had difficulty in establishing a to-do list, which here I can say was the thing which did not go well as expected. 

[bookmark: _heading=h.4utl67ca7g6a]Analysis
Analysis refers to the fourth stage of Gibbs's reflective model which provides the user with a chance to critically analyse the learning experiences. This step aids the user to make sense of what happened during the whole learning experience. In my case of my, here I can say that my learning journey was extremely worthwhile and I even had to experience certain challenges. This is so because I was able to carry out certain activities which helped me gain valuable knowledge about time management skills. It shaped my understanding of time management skills where with the help of the learning process I was able to carry out course activities without any delay. It even helped me gain an understanding of the principles of time management skill which taught me the ability to distinguish activities into urgency and importance. Having understood this, I was able to carry out the activity without any delay or confusion. Despite this, there were certain things which were challenging such as workload pressure, lack of resources and so on. These things were challenging for me as they hindered my time to complete the tasks. Overall the whole learning journey was favourable as it helped me gain much valuable knowledge about the essence of time management skills.

[bookmark: _heading=h.ars3jeja8c4h]Conclusion
The conclusion is the fifth stage of Gibbs reflective cycle which offers the individual a chance to conclude the learning experiences in terms of learning outcomes, positive situations and so on. (Brown et al., 2022) With this understanding here I can say that the learning experiences I had were fruitful as they sharply shaped me to understand the importance of time management skills not only in the work field but in every aspect of life. I learned that time management skill is a must skill to possess by every individual and its benefits to the individual. Having done the learning process, helped me gain an understanding of practical and theoretical works which is very useful in learning certain things. Overall the learning journey was extremely favourable which made me gain perspective on time management skills. Now I can say that I will be able to carry out the activity without any delay. Moreover, throughout the learning journey, I was able to experience new things related to time management skills. Having such an advantage has even helped me gain an understanding of time management skills from different theoretical practices which were involved in the activities.  
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[bookmark: _heading=h.2hzjt4eb4lxf]Action Plan 
Lastly, the action plan is the sixth stage of Gibbs's reflective cycle which provides the user to develop actions to improve while doing such tasks (Brown et al., 2022). Despite the things which went exceptionally well there are certain things which I need to improve on. The things which I need to improve on are the habit of establishing a to-do list and prioritising my tasks. This is one thing which I need to improve on as it is useful in doing such assignments where I can jot down necessary information before starting the task. Not only this but I will even learn the ability to research effectively and so on. To achieve these lacking areas I will make use of various resources such as blogs, tutorials and so on which will aid in improving my lacking areas. Therefore, I will work on my lacking areas so that I will be able to carry out future tasks more effectively. 
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[bookmark: _heading=h.6gnvrbc2k89z]Conclusion 
[bookmark: _heading=h.a8v90yecwcrh]To sum up, here it can be said that time management skill refers to the ability to manage time without any delays as such. It is one of the necessary skills that are to be considered by every individual to improve in life or any aspect of life. However, the above reflective writing has been carried out to bring out the learning experiences gained while learning time management skills in the academic context. The whole report is a reflective report which revolves around the learning experiences. 
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