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ABSTRACT
The objective of this report is to reflect on my learning and experiences using Gibbs reflective cycle
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[bookmark: _Toc39499952]Introduction
The aim of writing this report is to reflex and evaluate on the academic and employability s skills I have learnt in both my first and second semester. The skills I will be dwelling and reflecting on are all soft skills which are very important in the workplace, they are teamwork, presentation skills and cover letters. 
I will be using GIBBS reflective cycle to reflex on my experiences and how those experiences will help shape me in the future. Gibbs reflective cycle was developed by Graham Gibbs in 1998 to give structure to learning from experiences. This model is broken down in six stages and each stage is given a fuller description, guiding questions to ask yourself and an example of how this might look in a reflection. The procedures used in completing this research was analytically thinking, books and online research, Moodle and in class exercises.
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[bookmark: _Toc39499954]Description
[bookmark: _Toc39499955]Teamwork skills
According to Peter Morgan (2017) “teamwork is a collaborative effort of number of individuals working as one to achieve a particular goal to which they are all mutually committed”. Teamwork skills are the abilities and qualities that allows you to work with others.
In any team there should be collaboration, managing expectations, professionalism and reliability. Each person in a team puts efforts to achieve the goals of the team. Team members makes efforts to achieve success but on most cases this success is not achieved.
In a team every member plays a vital role in achieving the team’s goals and all these roles add new important approaches to interacting amongst team members. With the help of Bruce Tuckman’s development theory, a team can work together to complete a given task.
Belbin (1981) developed a model on team roles which was extended in Belbin’s (1993) publication. With implementation of Belbin’s model in a team, they can easily identify in certain task whether they will win or lose. With Belbin’s model all team members are allocate a role and strong representatives of all roles is likely to perform better and I have experienced the same in my group. A favourable balance in both functional roles and team roles is necessary for any team.
Forming, storming, norming and performing are described as Tuckman’s four stages of team development. However, the fifth stage of adjourning was added which involves the completion of the tasks, ending of roles and dissolving of groups. The features of these roles are identified by Belbin theory. Belbin’s theory explains that during team development conflicts and interpersonal issues arise and team development is dependent on effective communication and relationship maturity leads to better performance.
Belbin (1981) “no single individual in a group has all the qualities to complete a corporate role in a team. Team members are assigned roles of their choice and they usually avoid roles that are not best to their abilities. The successful completion oany task in a team is as a result of joint efforts of the team.
[bookmark: _Toc39499956]Feelings
This kind of reflection generated the practice knowledge that allows me to work with team members and adapt new situation during work. Teamwork encourages me learn from my mistake and to learn from my team members knowledge and experiences. I feel a sense of satisfaction with my teammates. I have learnt to build mutual undertaking and trust with my team members. Bound (1996) has stated that reflection is prompted by its positive states.
[bookmark: _Toc39499957]Evaluation
Watson (1995) says that team members faces many difficulties as teamwork is not a smooth path in individualistic behaviour, competitive, personality imbalances, cultural, philosophical, gender differences are all at risk. I have seen all these negative aspects of teamwork in my team and this has provided me with learning opportunities to balance situations in the future. The issue of language barrier and cultural differences will always be an issue as it cannot be averted
The positive reasons for working in a team are huge, being in a team I share the team’s resources, success and burden failure. I have always respected my teammates and will ask for their opinion before taking any decision.
[bookmark: _Toc39499958]Analysis
On reflection the analysis is to show how important teamwork is. Teamwork is something that we have to do everyday and without it certain tasks can be almost impossible.
I also have got the opportunity to learn in depth more about teamworking and to use different theories the importance of team roles and the stages of team developments.
[bookmark: _Toc39499959]Presentation Skills
According to Peter Morgan (2017) “A presentation is the oral delivery of information to achieve a particular objective(s)”. For so many reasons presentation can be frightening. For some is nerves and for other its being afraid of the crowd and the reason why people are nervous in giving a presentation is because they thought that presentation is about us. They tend to focus more on we and that brings up all the anxieties and insecurities who is watching, what will they be thinking and what questions they might ask.
I have learnt that presentation is very important in all works of life, and it is used to send messages across.
Presentation can always go well if I know my audience, knowing mu audience will always allows me to know what type of content they will be expecting. Knowing mu subject in and out is also important.
When presenting I should make an impact, ask myself why I am presenting and what does the audience wants to get from the presentation, twenty percent of the content is delivered through speech whilst eighty percent of presentation content is delivered through body language.
[bookmark: _Toc39499960]Feelings
Last month I was giving a presentation to my manager and the team leaders team. The purpose of the presentation was to give a feedback on an epilepsy training I have attended. I only got to slide four before the whole thing fall apart. One of the team leaders asks me a question on how to administer Buckle Midazolam (epilepsy medication) and I got confused. She already did not agree with the direction of my presentation, a big debate occurs, and I did not even complete my presentation.
[bookmark: _Toc39499961]Evaluation 
In the lead up to the presentation I felt nervous as it is not every day, I gave presentation in front of my manager and all team leaders. I felt panic when ask numerous questions, I felt like an idiot as my time was up and I did not went pass the introduction of the presentation.
On the positive side I heard from my manager saying that this things happens all the time in general meetings, afterwards I felt sad though that I messed it up and a bit mad with the team leader that interrupted me. 
[bookmark: _Toc39499962]Analysis
On reflection I should have sent a copy of my presentation in advance to my manager and all team leaders. I should have followed up with each of them in person to check they did not take issue with what I was about to present. This would have helped with my presentation nerves; I would have known as I have experience of going through with everyone.
[bookmark: _Toc39499963]Cover Letter
Peter Morgan 2017 “A covering letter is a professional business letter which provides an employer with an introduction to an accompanying curriculum vitae”. When applying for a job a covering letter introduces you to a forthcoming employer. If a curriculum vitae describes you as an individual and the experiences you have, then covering letter encourages the reader to read your resume. The French term it as a letter of motivation. It explains your motivation for both the job role and the company.
Covering letter should be written in good English, it must be well plan and look presentable whilst when writing CV, it does not have to be full sentences, it can be jotted. Covering letter is a one-page document that will set out why you want to apply for the job. It must be same font size as the CV so you can see they are meant to be together. It can be written in three paragraphs starting with Dear to whom you are sending it to, try to have a name at the end. It should be well formatted and presented in three paragraphs. In the first paragraph I should give an introduction of who I am ,include where i found the job advert, the title of the job identity if there is any and state a brief summary of my qualifications or my interest in the position.
In the second paragraph I should discuss about my qualifications and achievements which shows that you are fit for the position. If i want to stand out from the other hundred candidates that are applying for the job i should not just give few examples of what you have done in my last position, i have to show how you went above and beyond, mention a few quantifiable or measurable achievements in your career.
I have also learnt that in paragraph three that I should closed by mentioning how fit you are for the position based on your qualifications, ask them to schedule you for an interview and thank them for taking the time out to consider you.
[bookmark: _Toc39499964]Feelings
I have written many job applications in the past but never got any responses from the companies I applied for. I then change doing job applications online thinking I might be successful in my job hunting but to no avail. I now want to use what I have learnt about Cover letter to write better cover letters, to stand out of the many applicants and create a connection with the reader.
[bookmark: _Toc39499965]Evaluation 
I used to think covering letters are boring and should reflect everything that I have done and repeat the same information I have written on my CV. I always talk about myself, what I want to achieve and not what the employer wants. I used to think that I can write it with any form of salutation.
	
[bookmark: _Toc39499966]Analysis
Cover letter should help me summarise why I am suitable for the job; it should be tailored to the role applied for and demonstrate that research has been done about both the organisation and the job. I should be able to demonstrate if I can help move the company to higher heights.

[bookmark: _Toc39499967]Conclusion
In this reflective the advantages and disadvantages of a team are discussed with perspective of both Belbin’s and Gibbs theories. One very positive advantage from reflection is that now I can get further insight into processes and deliberation of each team. Overall, it has a learning experience for me, and I have welcomed every team member with different cultures and languages.
Belbin’s models are based about the team roles whilst Tuckman model talks about the development process. Gibbs reflective cycle is a role model to work within teams and it is described with its stages to improve my personal skills for the future work in the team.
I realise that this things happens and it is not the end of the world to have presentation go wrong like this, the good news is that I can see a way to go forward which has a good chance of a better outcome next time.
I realise that the reason I was having responses was because I was writing the wrong information on my cover letter and the good thing is that I am now confident in writing good cover letters.
I work as a support worker for Ashcroft Care Services, I want to use the employability skills I have learnt to better equip myself and forge ahead to become a team leader and also use my academic skills to pursue a degree in Public health because in the future I would like to become a social worker. 
[bookmark: _Toc39499968]Action development plan
Read more books and journals on teamwork
Distribute the presentation to all team leaders in advance and as the saying goes practice makes perfect, to practice every day in front of my mirror and friends prior to any presentation or book a room and invite my friends to come and challenge me.
Run through the plan with anyone who might have an issue with it. This will also serve as a practice at performing presentation.
Practice daily on cover letter templates
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