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[bookmark: _Toc112843917]Introduction

This report is written with the purpose of presenting and discussing the four topics selected from the list provided, with the aim of understanding their value in the student`s everyday life and future work environment. The four chosen topics are time management, using the library and gathering information, summarising and public speaking and giving presentations. Furthermore, the report will briefly explain each topic and justify the chosen model of reflection by applying it to each chosen topic. The selected model for analysing each topic is Gibbs' Reflective Cycle, as I have found it most suitable for the reflective process presented in the report. By the end of this reflective report, I should be able to identify my strengths and weaknesses and create an action plan for future development.
1. [bookmark: _Toc112843918]Time Management

[bookmark: _Hlk110932384]Time management for students and employees as stated by Williams and Reid (2011) should not be seen as a series of timetables and rigid schedules that cannot be meet, but it should be about finding a working pattern that allows the student to meet all deadlines without much stress and work overload. This type of strategy is considered acceptable due to constant changes that might affect one’s everyday life, without influencing the overall academic or work results. However, poor time management can negatively influence overall student performance when the workload becomes too much as found by Nasrullah and Khan (2015) when performing research on the performance of the students of Qurtuba University. Moreover, the concept of time management is widely used in the studying and work environment, however the practice is completely driven by the student or employee “ability to use time effectively” within the given timeframe (Morgan, 2021,pg.50).
Therefore, I will be using Gibb`s Reflective Cycle (fig.1), to reflect on lecture experiences and assessment development to create new work patterns that with help break down tasks into more manageable amounts of work for either short-term or long-term projects (Jung, 2007).
Time management was a completely new topic for me when it was introduced in class in the Academic and Employability Skills module. The notion, at first, was complicated and hard to understand it`s application in real life events. However, that changed when the lecturer stated to explain its importance in student and work life, and how much easier to manage the large amounts of workload will become when creating structures and celebrate small achievements. 
Furthermore, as presented above, effective time management can ease a student`s life when writing assessments and studying for exams, however, on the other spectrum poor time management has been proven to affect performance as stated by Morgan (2021).
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[bookmark: _Toc112843919]Figure 1. Gibb`s Reflective Cycle. Source: Mindtools (2019).

By identifying my week areas in managing time while studying and working, I was able to work on creating working patterns to fit my schedule and my realistic time I can allocate for each topic weekly. I also realised that I can now integrate time management schedules into my everyday life to become more organised and effective when dealing with set deadlines, as its is proven that better time management helps boost confidence as stated by Nasrullah and Khan (2015).
2. [bookmark: _Toc112843920][bookmark: _Hlk110938517]Using the library and gathering information 

Using the library effectively has always been an important step in a student`s life, since most reading materials for research are found in the books, journals and data bases contained by the library in either physical or electronic format (Morgan, 2021).Furthermore, the use of library by each student is done differently since each individual has a different approach to information gathering and storing, that will later be used for written assessments and exams (Lynch, 2004).
There are several ways of creating note taking systems such as diagrams, lists, or tables, that allows the reader to follow the course of information easily. However, using the library and gathering information at academic level was new for me as a student, since this is my first higher education course. The expectations of information quality were above my prior knowledge of information gathering, making the process harder to handle than expected, as academic research differ compared to any other forms of research I had done previously.
Furthermore, the most important aspect that I have learned in relationship with information gathering, is reading through large amounts of text, and extracting only the necessary information and develop an understanding of information analysis, since it`s an important factor in banking working life (Morgan, 2021). By understanding the importance of library usage and information gathering in my student life and later working environment I was able to create an action plan for future research projects.
Realistically, since this was my first semester as a student, I have collected either excessive or not enough information due to inexperience in that regard; however, based on my experience during this semester I was able to design a research structure including the following points to help me with information gathering in the future, such as:
· prioritizing the reading of essential materials over further resources
· get familiar with how books are sectioned in the library to make the process of finding the physical resources easier
· learn how to use digital resources 
· ask for help from librarians if usure of further reading materials available for the specific topics of study
· draft data logs with important points that will later be used for written assessments and presentations
· take notes in class during lectures and seminars
3. [bookmark: _Toc112843921]Summarizing

The term summarizing refers to the activity of highlighting the most important ideas form a paragraph or text, by either a student or any individual reading a material with the purpose of discussing the main concepts (Cortell, 2019). This can apply to book, journals, news publications, lectures and many other written or audio types of content (Bailey, 2015). 
For students, especially, summarizing provides a great opportunity to present concepts and ideas in written assessments, avoiding plagiarism without exceeding the acceptable word count limit provided by the academic institution. Gibb`s Reflective Cycle could be used in the context of summarizing as it creates boundaries to keep the researcher grounded and on track with the project`s purpose (Morgan, 2021).
One of the characteristics of summarizing that I was not aware of was how it differs from paraphrasing in a text. This was an important point when writing assessments, as some information was highly valuable, and I was afraid of loosing its meaning when paraphrasing. In this semester I have learned to read the text carefully until the main ideas emerged, taking notes along the way to avoid missing any important parts that could become crucial in writing a well-researched assessment. 
Furthermore, I had to constantly check the notes taken with the original text to make sure that the main points have been identified correctly before moving to the next point. By performing this activity and understanding how long it takes for each piece of material to be summarized before moving to the next, it allowed me to plan accordingly to meet the project`s deadline. 
The summarizing process was quite challenging since I had to make sure the information extracted was a resume of the material read, as misunderstanding of information could affect the outcome of my projects. Since summarizing is an activity used daily in working environment when dealing with reports and important documents, I will work on improving my summarizing skills during my university days.
 
4. [bookmark: _Toc112843922]Public speaking and giving presentations 

Public speaking and presentation giving is an important activity often encountered in student and employment life, therefore by practicing and preparing for it will help the presenter significantly (Morgan, 2021). In this case I have used Gibb`s Reflective Cycle to reflect on my experience in public speaking and giving presentations, as part of my final assessment.
Public speaking and presentation giving, like the other three topics, was a new skill that I had to work on during this semester of university since it was part of my final assessment. The idea of speaking in public has always been an obstacle in my working life since I consider myself an introvert that does not like to be the center of attention. Therefore, when confronted with the presentation giving as part of my assessment, I had to make sure I was prepared for any further questions and that my presentation was done to the best of my abilities.
When creating the power point presentation, I had to be careful of what information I could include to not overcrowd the slides as suggested by the lecturer. However, looking back at my performance I believe that, to perfect my skills in presentation given I should try and limit the amount of information presented. However, I am happy with my ability of staying on track when creating and presenting my work, regardless of it being online instead of in class. Due to the unknown of having an online presentation, the fact that I had prepared myself, I could easily adjust to the unforeseen situation, regardless of my public speaking concern. 
As suggested by Cortell (2019), setting objectives helped me develop patterns of work that ensured the completion of my presentation on time, leaving space for revision and feedback. However, the concept is still relatively new to me, and during the reflection process I have realized that that are still areas that need improvement which will get better by practicing. Additionally, by having realistic goals, I had to step put of my comfort zone and practice my public speaking, since I was not ready to speak in front of a large audience such as my class. This has thought me that by being realistic about goals and achievements and working towards them, most projects can become successful. However, I have learned that time is an important factor, therefore I must become better at time management when giving presentations; this includes the preparation time as well as the presenting.
[bookmark: _Toc112843923]Conclusion 

By using Gibb`s Reflective Cycle, I was able to identify important areas that I need to improve, but also discovered how well organised I was due to setting small goals and celebrating milestones. Therefore, I believe that students and later employees should use an organisational structure to track work that will enable them to break down large amounts of work into smaller pieces, making it easier to manage. As presented above, time management, using the library and gathering information, summarizing and public speaking and presentation giving are important skills that I had developed this semester, which I can use in any workplace after graduating. By practicing them in university, these skills will be highly appreciated in the working environment further on. As stated in the introduction of the report, the reflection process helped me identify strengths and weaknesses I have in the different areas, which will help me work on developing the skills I still need improvement. 









[bookmark: _Toc112843924]References 

Bailey, S. (2015). Academic Writing for International Students of Business. 2nd ed. Routledge, London. Available at: https://doi.org/10.4324/9781315768434 [Accessed: 02 Aug 2022]
Cortell, S. (2019). The study skills handbook. 5th ed. Red Globe UK. Available at: https://books.google.co.uk/books?hl=en&lr=&id=RR1HEAAAQBAJ&oi=fnd&pg=PP1&dq=The+study+skills+handbook&ots=3tVNv6iMPA&sig=9gIb_fEIMIi7dSuo0nQO3Fc-q-w&redir_esc=y#v=onepage&q=The%20study%20skills%20handbook&f=false [Accessed: 02 Aug 2022]
Jung, L. A. (2007). Writing SMART Objectives and Strategies That Fit the ROUTINE. TEACHING Exceptional Children. Vol.39(4), pg:54-58. Available at: https://doi.org/10.1177/004005990703900406 [Accessed: 02 Aug 2022]
Lynch, T. (2004). Study listening. A course in listening to lectures and note-taking. 2nd ed. Cambridge University Press
Mindtools (2019). ‘What Is Time Management?’ Available at: https://www.mindtools.com/pages/article/newHTE_00.htm [Accessed: 29 Jul 2022]
Morgan, P. (2021). The Business Student′s Guide to Study and Employability. 2nd ed. Sage Publications. Available at: https://books.google.co.uk/books?hl=en&lr=&id=A7AEEAAAQBAJ&oi=fnd&pg=PP1&dq=The+business+student%60s+guide+to+study+and+employability&ots=KoyYHWzlVz&sig=yM-SPfnSoSoPqcmn6IIoySE-dtY&redir_esc=y#v=onepage&q=The%20business%20student%60s%20guide%20to%20study%20and%20employability&f=false [Accessed: 02 Aug 2022]
Nasrullah, S. &  Khan, M. S. (2015). The Impact of Time Management on the Students’ Academic Achievements. Journal of Literature, Languages and Linguistics. Vol.11. Available from: An International Peer-reviewed Journal 
Williams, K. & Reid, M. (2011). Time Management. 1st ed. Bloomsbury Publishing Plc. Available from: Ebook Central, https://ebookcentral.proquest.com/lib/ulster/reader.action?docID=717375&query=time+management+for+students [Accessed: 03 Aug 2022]
2

image1.png
Tortass o 2®
Y Drindod Dewi Sant
University of Wales

Trinity Saint David 1822 - 2022




image2.png
Gibbs Reflective Cycle

Description
oy i \

Action Plan Fi

e )

t 4

Conclusion

Winat sise coud you
have done?

N





