










Reflection – Accountant at Emergency   Medical Assistant Service
     Reflection is a purposeful activity in which you analyse experiences, or your own practice/skills/responses, to learn and improve.
It may involve:
· Reflecting on your own professional or academic practice 
· Scrutinising an experience and the way you dealt with it 
· Evaluating a project or experiment and considering how to do it better next time 
· Reflecting on things you have read and linking theory with practice/reality

'It is not sufficient to have the experience to learn. Without reflecting on this experience it may quickly be forgotten, or it's learning potential lost.' (Gibb's, 1988, p9) 
Gibb's reflective cycle is arguably one of the most famous models of reflection leading you through different stages to make sense of an experience. This model is an excellent way to work through the experience. Gibbs G (1988)
 
       Following the six steps of Reflecting Gibb's model in this paper, I will describe and analyse the model through my own experience, as a professional. The idea behind the model is to learn from my private practice and improve my qualities as a payroll assistant.
 The steps are Description, Feeling, Evaluation, Analysis, Conclusion and Action Plan.

Step 1 Description
       In the first part of this assignment, I play a role as a payroll assistant, who is facing an issue with an employee. The employee payslip is not correct - his annual leave payment is missing from the amount he has received.
The first question I have asked him is where he still has paid annual leave days, as the standard paid holiday is twenty-eight days in the UK.
 My second question was does he requested his pay leave days during the previous
month. Both answers were definite, he did claim his paid holiday, and he still had available
 days to take. Next step I followed was to check if his statements were correct. I did check,
 and he was right- he still had available paid holiday days, and he did request his days.
 
Step 2 Feelings 
    I worked as a payroll assistant for many years. I feel confident and knowledgeable about my everyday tasks. On the day all was pretty good, just a typical day at work, doing my daily duties. I was feeling comfortable, and generally in a good mood. I was quite surprised when the 
employee approached me with such a question. I did not doubt myself as a professional, and I genuinely wanted to help. I felt calm and relaxed, motivated to find out the nature of the issue. After finding out that the problem was coming from the payroll system, I was still confident because 
the issue was not permanent, and we can fix on the next month. I felt terrible for my co-worker, as he was counting on the money. I put myself in his shoes and thought how frustrated I would be if this happened to me. We all have bills to pay, and families to look after. It could be quite 
uncomfortable and inconvenient.
 However he was very polite and understanding, I apologised and insured him he will receive his money on the next payday. He looked fine with it, we thanked each other, and he left my office. I did feel relieved that we found a solution, and that he was pleased but still felt not quite ok that a simple system issue, could be the reason someone monthly budget will suffer. What made me feel good afterwards was the fact we were both calm, professional and understanding towards one another.
Step 3 Evaluation
    The experience had both positive and negative aspects. A work issue could be quite uncomfortable, but there is always a lesson out of it, this is what I find positive in such a situation. What was negative was pretty much the whole situation.
A staff member has not received his full amount, which he has to, for the month. The negative is that he has worked for the money, and he is allowed by the law to a paid annual leave.
 Also, he relies on the money to cover his and his family expenses and bills, especially after a holiday, when he spent extra amounts of cash ar. Another negative aspect is dealing with an unhappy employee who has the full right to be upset, the whole experience itself.
No one likes to deal with work-related issues, which bring negative emotions in our days. All negative and unpleasant experiences have something good and positive when we willing to work for it.
Overall it was an adverse situation; there were many positives in it. I find two positive aspects of this situation. The first was the employee approach. He came to me and correctly approached me, explained his problem calmly and professionally, with no signs of frustration. He was very positive and understanding during me asking the two questions.
After finding the mistake was from the payroll system he did not change his attitude at all, and he was still thankful for all my effort. 
 The other positive aspect was my attitude towards the whole situation and the employee himself. I was very compassionate, as I have family and bills too, but also as a professional; it's my job that all staff receive their salaries on time and the full amount they are supposed to get. 
 I was thrilled with myself finding what and where the issue came from immediately, as my priority, leaving the tasks I was in the middle of it for later. Showing people compassion and care is part of me being useful in my job. 
 
Step 4 Analysis 
    I find the experience very positive because the outcome was positive, and both sides were pleased and happy. I was glad my efforts were highly appreciated, and that we both were professional and kept calm, positive and understanding towards one another. 
The only thing I was not pleased about was the fact that we depend on software,
just a program that can bring uncertainty at times. Technology is very convenient and time-saving but can be tricky at times and lead to negative situations in our work life.
The many years of experience in my job helped me dealing with the situation quickly and efficiently, which I find very positive, and making my professional life pleasant and easy to handle, as I genuinely love working with people and helping them is my priority. 
 
Step 5 Conclusion 
    What I have learned from this whole experience was that being compassionate and understanding towards your colleagues always works a miracle.
 Putting my co-worker as a priority and leaving the current task I was doing for later, really helped turned the situation to a positive one. I truly enjoyed seeing the employee leaving my office pleased and happy. I felt that all my efforts and professionalism were very appreciated. Also, my calm and friendly manner, not panicking and blaming on the tech, established trust between my colleague and me. 
The only thing I wish was that there was a possibility the employee could have been compensated immediately, and not having to wait for another month. 
Unfortunately, that is a thing out of my expertise as we follow government rules and regulations. The new skills I have developed during this whole experience had me thinking what and how I could do to prevent such a situation occurring again.  
 
Step 6 Action Plan 
     The specific actions and building knowledge to prevent similar future issues would be to dipper my knowledge on the payroll system I was working with to prepare the payslips.
 Asking the IT department of our company for help would be my priority as they are the ones to 
help me gain more tech knowledge. Also how to double check the software for mistakes, if there is a unique way of doing it, if not then doing it manually. 
 Another source of more information would be doing online courses or simply reading 
on the internet how to deal with such system issues and how to resolve these. 
I am also contacting fellow payroll assistant and experts, either personally or on social media, like LinkedIn for example, for their advice and examples of dealing with similar difficulties.
 
    In conclusion, the idea behind the Reflective Gibbs's Model is to learn how to become better in what we do through our practice and experiences. 
The six steps of describing the situation, the feelings occurring during, before and after of all parties involved and evaluating all negative and positive subjects and aspect of the experience. Analysing or reflecting on the whole situation, taking in consideration all sides and opinions of the people that took part in; concluding the results of the experience, the new skills and knowledge developed during the whole situation and creating an action plan how to prevent similar issues in the future, develop us as better professionals and human beings.
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