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Introduction
The purpose of this report is to reflect on the learning of some of the topics presented to us by our lecturer for the module Academic and Employability Skills, therefore, I chose to reflect on the topics that I believe had the highest impact on my learning experience, and they are “Time management”, “Referencing” and “Analytical and critical thinking”.
To do so I will be using Gibbs model of reflection, which consists in describing an experience I had, gather the feelings that I had during and after this experience, evaluate what went well and what did not, analyse the meaning of it, summarise my learnings with a conclusion and come up with an action plan in case I have to face again a similar experience.
[bookmark: _Toc58859423]Description
Time management is the ability of organising and using time on hand in a functional and efficient way. As I will explain later in this report, there are a couple of theories that could be employed, in order to benefit your time management and organisational skills.
Referencing is the process of acknowledgment of the source of the material you used for your piece of work in case it is the product of someone else. In the Analysis part of this report, I will explore more in detail the various structures and guidelines to follow when referencing. Nonetheless, it is important to clarify that there are various methods of referencing, that I have only been taught about one of them, the “Harvard referencing style”, and that what will be explained next is meant to be related only to this method.
Analytical thinking consists in recognising and organising all the fragments that constitute a complex problem or issue, then integrate them to draw an appropriate conclusion. Critical thinking is similarly the capability of analysing the parts of that problem, evaluate all the possible solutions for them and then use those to create the best possible answer for the problem.
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When I was getting taught those topics, I honestly felt bored as I thought I already possessed those skills. I believed that I was already quite capable of organising my time effectively since I had some job experiences where I was delegating my team to complete certain tasks before the end of each shift.
 I also thought I knew how to reference using the Harvard style, as my girlfriend studied it just a couple of months before me, so I was able to grasp some knowledge about it. Furthermore, I always believed I was a great problem solver in view of the fact that I have always been able to come up with a resolution for any challenge I encountered since I was very young.
Despite all of this, I gradually understood that there was more to it than I thought. In fact, as I was progressing with the lessons, I was not bored anymore, but I actually felt quite amazed and excited to be able to learn something new about topics that I thought I had pretty much covered. In addition, I feel much more confident in my skills and abilities.
Moreover, now that I have completed the ACE module, I feel like I have cleared my way of an obstacle of which I did not even know the existence. I currently know that the obstacle was my way of thinking that after learning something, there is nothing to add to it, when actually everyday someone around the world is either creating or discovering new concepts and ideas in relation to those that we all now, making the learning process for every individual a never-ending cycle. This is what I believe was the most valuable lesson I managed to learn in this term, and I feel it has helped me to grow not only as a student, but also as a person.
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I have to be honest about the fact that I was not actually overwhelmed with excitement when learning all the topics. For example, while I was learning about time management, I was very interested, since this is a skill that I thought can be used in the everyday life, and because of this I was also very active learner from the very first lesson on this topic.
Regarding analytical and critical thinking, I thought I already knew what this topic was about, however, as soon as I started the lessons in relation to it, I understood that I was completely off course, and whilst learning, I was truly absorbed by the content presented to us.
On the other hand, when it was time for referencing, I have to admit I was a bit more uninterested, as it seemed to be a tedious and tiresome task, but I got to understand that this is a fundamental skill in order to recognise a source’s usefulness and relevance, as well as verifying its credibility. Additionally, by referencing I demonstrate the extensiveness of the research I have undertaken to produce my work.
Another bad aspect of this learning experience was my colleagues. I simply want to point out the fact that I did not feel their impact on the lessons, indeed, it was very seldom that they had constructive comments or questions in regards of the topics we were being taught. 
I am aware of the fact that everyone is responsible for their own learning, but I think too that if everyone had a relevant input on the lessons, we could have been able to exploit each other’s strengths with the aim of making the most out of our learning process.
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Learning about time management has helped me to understand how to manage my time more effectively, in such a way that I am now able to organise any task, duty, assignment or even errand that I am required to carry out and complete it by any assigned deadline. To help me gain this skill at such an elevated level, I have been provided with a couple of theories.
The first theory I studied, would be the “80-20 rule”, also known as “The Pareto principle”. This concept affirms that “you spend 80 per cent of your time achieving 20 per cent of your goals – leaving just 20 per cent of your time to achieve 80 per cent of your goals” (Roberts-Phelps,2000, p.64).
Let us assume, for example, that we are required to perform ten tasks. The “80-20 rule” sustains, generally speaking, that two of them would be the most significant out of the ten tasks and would be worth more than the other eight put together. We could apply the second theory I had been schooled, the “Eisenhower method”, to assist us in the identification of those two most significant tasks, which consists in a classification of activities based on their urgency and importance (Chaneski, 2017). 
Therefore, if we were to relate this technique to our example, we would sort the ten tasks in an order where the first one to be completed would be the most urgent and at the same time the most important, and the last one would be the least urgent and important. We would then fulfil the first two tasks of our newly sorted list, and at this point we are supposed to find ourselves with eighty percent of the whole amount of work being done. 
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When learning about referencing I was not given the same kind of theories like for time management, instead, I was supplied with solid guidelines and structures on how to perform it. The first standard to uphold when referencing an author in your piece of work, is to acknowledge them twice, once in the text and once in the list of references. You can make an in-text reference directly by enclosing in double quotation marks the idea you are taking from another author and adding after it their name and year of publication, or indirectly when the author’s idea is summarised or paraphrased in the body of your work, however, if here you include their name, then you only need to add the publication year after it. 
When creating your reference list, the type of information you are required to produce varies based on the kind of source you are gathering your information from, but in this report, we will only talk about the ones that are most commonly used, which are books, journals, and websites. For all three you need to include the author’s name, publication year and title in italics, though, for books and journals we must enter the publisher, for the journals there is an additional title for the articles that must be enclosed in single quotation marks, and for both journals and websites we have to insert the link to access them in the following format: “Available at: URL here (Accessed: date)”
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The last subject covered by our lecturer was analytical and critical thinking. These two are quite similar topics as they are both great ways to analyse and resolve what can be seen as a problem and how to differentiate between the two is what I learned for this topic. Indeed, I learned that the main difference amongst them emerges depending on the area that we apply them to.
In fact, when using them in the academic field, analytical thinking gives you a wider point of view, as you get to explore and analyse all the parts that form a problem, whereas with critical thinking you would be leaning more towards analysing the parts that can solve that problem, making it less useful than the first one. Although, when it comes to matters that involve morality and ethics, analytical thinking becomes really ineffective, and critical thinking turns into the best tool that you can use.
Since I already possessed those skills, I did not need to learn how to think analytically and critically. Accordingly, I can say that thanks to my critical thinking, I am capable of making connections between thoughts, establish if an idea is important or relevant to the circumstances, identify, create, and support arguments, expose, and ponder justification of other’s reasoning and my own, and recognise discrepancies and mistakes of those.  
On the other hand, because of my analytical thinking I am more predisposed to be a liable and valuable asset to any company, I am able to use similar skills to critical thinking, making me a great problem solver, and most importantly, I now know when to think analytically and when to think critically.
[bookmark: _Toc58859430]Conclusion of the reflection model
To summarise, I reflected on the feelings I sensed while learning and after I had learned about time management, referencing and analytical and critical thinking. I then evaluated what went well during this learning experience, and what did not, and afterwards, I examined more in detail what I had learned from each topic.
I feel like my reflection was quite well rounded, and I do not believe that there is anything that could be added to it, except maybe for a more detailed explanation on all the types of information that can be referenced, but if I did so, this would cease to be a reflective report on my learning experience and become a guide on how to reference using the Harvard referencing style.
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Action Plan
My action plan in case I was to write a reflective report again would include only a couple of main steps. The first would be applying my time management and organisational skills to help me complete my report little by little from the day we are given the guidelines for it, as I am simultaneously working on other assignments, instead of doing them one at the time. Since I believe I will never be able to forget how long it took me to complete this report, I will simply need to remember this to ensure I act differently next time. Another step would be analysing more in detail analytical thinking and critical thinking, as for this report I could only use two thousand words, and so I found myself having to combine the two topics, however, this worked out quite well since technically speaking, these subjects are connected in a way. 
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[bookmark: _Toc58859433]In conclusion, thanks to Gibbs model of reflection I have been able to contemplate on my feelings towards my recent learning experience, meanwhile an after I had completed it, evaluate the good and bad aspects of it, and analyse its aims and objectives. Afterwards I analysed all the parts that formed this experience, I illustrated my learnings from it and came up with an action plan for the next time. In view of the fact that it was the first time for me doing such a thing, I believe thanks to this I have been able to understand a different aspect of learning.
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