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[bookmark: _heading=h.gjdgxs]Introduction
Reflection is a very effective way to learn from the mistakes and it also helps to understand what could have been improved or done differently. In this reflective report, I will thoughtfully look into the assignment which I have completed in the module and the feedback which I received on both assignments. First was the class assignment of delivering a group presentation, and second, was the individual report. From both the tasks and their feedback, I learned different things which I will reflect on with the help of Gibbs’ reflection Cycle and then evaluate the skills which I require and how I will achieve them with the help of PDP.


[bookmark: _heading=h.30j0zll]TASK 2
[bookmark: _heading=h.1fob9te]Reflection of the project and skills required through Gibbs’ Reflective model 
I will use the Gibbs Reflective cycle which was a structure developed by Graham Gibbs conducted for evaluation of learning and experience gained. This framework of a reflective cycle can be helpful in self-examining the experience and learnings gained during a project completed, and judging if that was a good performance or not (Adeani, et.al., 2020). 
The reflective cycle of Gibbs has six stages which start at what was done and end at what needs to be done in the future (Sekar Winahyu, et.al, 2019). 


Gibbs' reflective model


Discription of the activities


Personal thoughts and feelings


Critical evaluation


Analysis of the situation 


Conclusion 

Action plan for future

Figure 1: Gibbs Reflective model
(Source: Author, 2021)
1- Description of the projects- The first and the most important feedback I got was about the Group presentation which I completed and presented with my group in the class activity. The presentation was about time management and what are the problems which need to be considered while considering time management. The presentation had a case study of Donna which needed to be considered while preparing and completing the task. While completing this presentation task me and my group were very confused and we have certain problems in collaboration and teamwork, and certain issues of managing and delegating tasks. We were in the end able to articulate a decent presentation and present it in front of the class and tutor through an online group presentation.
 Also, the second and the basic assignment which I had to complete Individually was task 1 of this assignment. Task 1 included writing a report explaining the two basic learning methods, which are traditional and blended. The report was constructed with a hypothetical scenario of explaining to the dean of IICL to explain to him which learning method is better considering its pros and cons for Certificate course students.    
2- Personal thoughts and feelings- While completing the presentation task I was very confused and had to struggle with communicating with my group members. At first, I was unaware that we will delegate the work between each member and how we will complete the task with a clear understanding of what the other person is achieving. All these misunderstandings were a part of this class activity, but at last, it went well and made me learn a lot of skills and knowledge about things which I was not familiar with such as the importance of time management, how to deliver a presentation with confidence. Also with the Learning system task one, I was not familiar with the concepts and their advantages and disadvantages, which made it necessary to research the subject for my report. But I completed the report and improved my research skills. 
3- Critical evaluation- The time management presentation was a group activity; it is usual to have miscommunication and misunderstanding between people. Similarly, in our group, there were lots of disagreements between people. But most of my team members were very collaborative so they know how to manage a conflict between any two members. Even though I was very active in providing my contribution, there were some mistakes and miscommunication on our part which turned into a last-minute change in the project. That miscommunication was the result of some missing practice, but the presentation came out as we expected, somehow with our handwork. 
4- Analysis of the situation- Both my task of the time management presentation and the learning system report were in my perception went well. But the feedback made me realize that most aspects of both projects could have been improved if I had used more skills and presented more knowledge. Such as in the case of a group presentation, I must have considered things like improving my presentation delivering skills, such as using more gestures, and building eye contact. Also, I should have considered memorizing my notes so that I could have been presented as more interactive.   
Also, while planning for the presentation our group should have analyzed our skills and weaknesses so we could have used our strengths to fulfill the task in a better way.  
5- Conclusion – from both tasks I achieve a lot of knowledge as to what my future strategy and what skills should I acquire to grow as an individual. Also, I got to learn about a lot of things and concepts which I was not aware of before these assignments were assigned. 
6- Action plan for the future – If I had a chance to complete these tasks again, I would have improved certain skills. 
	Objective
	Actions required 
	Potential Barrier 
	Results

	To improve communication skills 
	I would take personal development classes which can help me become more communicative. 
	I don’t have time, as my schedule is pretty tight, so I have to delegate my time.
	With these tasks assigned to me, I have become a little bit more communicative, and I have also started communicating better with everyone.

	To collaborate more actively in team
	I need to join college groups and different community groups which can help me become more active and confident.
	Due to COVID-19, these groups are currently inactive.
	I have started engaging in different groups online where I work and contribute on my level.

	To improve my presentation skills
	I have to attend more seminars and online sections on how to build my presentation skills. By learning from others, I can improve.
	The online seminars are not that much informative as the practical knowledge, so I want to attend them in person.
	I have gained confidence since the presentation task and I think I will do better in my next presentation. 



[bookmark: _heading=h.3znysh7]Tools and techniques used to build and develop new skills 
To understand and build these skills I can use certain tools and techniques which will help me develop these skills into personality.
	Skills 
	Tools and techniques
	Development strategy 

	Management of time
	Toggl Plan tool (Keef, 2021).
Priority Matrix tool
Eisenhower matrix technique
	Time management will help in coordination and to complete the given task on time, it can also be beneficial for efficient use of resources. By achieving time management, I will gain more confidence in fulfilling the task on time with punctuality and discipline. I will use resources such as these tools and try to delegate my work properly with techniques such as the Eisenhower matrix. Also, I will try to be more on schedule by making proper guidelines for the day. 

	Noting down important points
	Evernote tool
Simplenotes tools
Google Keep tool (Cool Tool For School, nd)

	Taking notes is very essential as human memory cannot remember all the vague details shared at every part of the day. So, I will try to take notes of everything important discussed during any class discussion or any group activity. It will help me achieve better as I will remember everything important discussed during my lectures, meetings, etc.

	Planning of tasks and activities 
	MylifeOrganized Tool
Noisli tool
Gantt chart
PERT Chart
	By proper planning of any activity or task, things become more coordinated and flow easily. I will improve my planning skills; I will start with making a proper list of what needs to be done. So, by that, I can understand what is important and how much time it will require to achieve. I will learn tools like the Gantt chart which helps in the delegation of tasks per day, etc. I will also use apps such as Noisli which will help me concentrate more. 

	Presentation skills 
	SpeakerClock tool
Prezi tool
	By completing the group presentation task, I have understood that my presentation skills need to be better, as the feedback I received, my way of delivering the presentation could have been better. I will start to be more prepared for my next presentation by using tools and tricks such as Prezi which improves the visual aids of the presentation, and I will work on being more confident.  



[bookmark: _heading=h.2et92p0]Personal Development Plan for skills
PDP can help in getting more aware of my skills and knowledge and to understand how to achieve the skills to grow in the future. I have developed this PDP for each skill I want to acquire (Bitani, 2020).
1.  Management of time
	Skills which I want to learn
	Things to do to achieve them 
	Support and resources required 
	Success measuring points
	Target to achieve them (Heatley, 2019). 

	Management of time
	By setting a daily goal (Indeed Editorial Team, 2021). 
	I will require a planner and support from my friends and family to help me become punctual.
	If I get to achieve my schedule, daily. 
	2 months 

	
	By focusing on one thing at one time. 
	I will require concentration, for that, I will use apps and music which can help me in building concentration.
	If I can achieve all the tasks I have decided for each day in a month (Maguire and Blaylock, 2017).
	2 months



2.  Noting down important points
	Skills which I want to learn
	Things to do to achieve them 
	Support and resources required 
	Success measuring points
	Target to achieve them
(Heatley, 2019).  

	Noting down important points
	being able to get details of every lecture or meeting I attend.
	A diary and support from my tutor to guide me on how to take proper notes. 
	If I get all the notes from my classes and lectures. 
	1 month

	
	If I can become more efficient in using those notes. 
	I will require detailed and structured notes taken by me. 
	If I have the collection of all my notes.
	1 month



3. Planning of tasks and activities
	Skills which I want to learn
	Things to do to achieve them 
	Support and resources required 
	Success measuring points
	Target to achieve them (Heatley, 2019). 

	Planning of tasks and activities
	Recognizing my strengths and weaknesses (Saunders, 2017). 
	I will be required to develop a SWOT analysis and judge myself on that basis, and I will also need the opinion of my tutor to guide me on how to conduct a personal SWOT analysis.
	If I get to develop my SWOT analysis which is unbiased.
	1 week

	
	Getting more efficient in finding solutions.
	I will need to read more and get more experience in tough situations.
	If I get to improve my daily reading time. 
	2 months



4. Presentation skills
	Skills which I want to learn
	Things to do to achieve them 
	Support and resources required 
	Success measuring points
	Target to achieve them (Heatley, 2019).  

	Presentation skills

	Improving my communication skills and building up my confidence in delivering a presentation. 
	I will join a personal development class.
	Based on my performance in the PD class.
	3 months

	
	To become more presentable and improve my vocabulary.
	I will join a vocabulary-building class
	Based on my improved skills and my class results.
	3 months





[bookmark: _heading=h.tyjcwt]Conclusion 
Understanding the mistakes and identifying the strengths is useful information for growth in life and success in achieving the target. In this report, I have used Gibbs’s reflection theory, skills required with their development strategy, and I have also built PDP to reflect on the assignments I completed. With this report it was easy to understand that I need to acquire skills such as Time management, Presentation delivering, Note-taking, planning skills, etc to become more efficient and achieve growth in life. With the help of PDP, I have understood what needs to be done to acquire these skills.
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