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INTRODUCTION
The scope of this paper is to identify my present knowledge and experiences through Gibbs model of reflection. I will also give examples from my own experience of how important the reflection is.
Models, also referred to as models for reflection, promote a formal system to facilitate the act of reflection. Graham Gibbs created his reflective process (Gibbs 1988) focused on each point of David A. I will use Gibbs model of reflection to talk about my learning knowledge from term 1 and term 2 which helped me to learn how to become a effectively team worker, how important is time management, how to improve my presentation skills and how to write a professional covering letter.
[image: Diagram of Gibbs' Model of Reflection.](Nottingham.ac.uk, 2019).


 The topics that I will cover are:
Time management 
Team working 
[bookmark: _Hlk36369493]Presentation skills 
Covering letter 

Time management 
The skills of time management provide a variety of skills to help you handle your time well. Among the most relevant competences in time management are:
Organization
Prioritization
Goal setting
Communication
Planning
Delegation
Stress management.
This is what I learnt through reflection, how to improve time management skills when I was used to think that this topic is not such a big drama in our lives.
Example of time management through Gibbs model:

Description:
When I worked in a nursing home, I was told to take her a cup of water by a nurse to give to a patient who was asking for it. On my way, a colleague asked me if I could support a patient lying on the floor in the bedroom. I wanted to help her because I felt it was a priority so I could carry the water and wasn't urgent after that. The nurse asked why I came with water late, after I helped my colleague. I clarified that I was supporting her. She advised me that my time management needs to be improved.

Feelings:
Following the event, the experience made me feel like I needed to think about my time management skills and improve them. I decided to research time management. For my shift I still was on time and I would identify and prioritize the jobs I had to do. 

Evaluation:
I wanted to help my colleague and ensure that the patient was healthy and secure, because in this case, I felt like that was the focus. As an assistant, I must possess the skills and know-how to practice safely and efficiently without being supervised.  My question was, after this encounter, what was and was not the priority because if I had brought the water, I would have left the patient on the floor before I got it done.

Analysis:
Managing time is a complex operation.  Time management typically goes hand in hand with strong prioritization skills which means that managing my time is one of the most challenging skills to learn, determining goals and preparing accordingly.

Conclusion:
Time management is a complex process and requires strong goal skills. This can cause stress and possible harm to patients and to me and my fellow team members.



Team working 
The teamwork is a community operating together in the most productive and successful manner to accomplish a shared goal or a mission. This idea is used in a wider team, which is a community of interdependent persons working together to accomplish a shared purpose (Wikipedia Contributors, 2019). People have different skills, shortcomings, the ability to connect, preferences, and behaviors. I learnt from my lecturer that teamwork is also very important in Academic study to get this course done with success. 
Example of teamwork through Gibbs model:

[bookmark: _Hlk36369550]Description:
Working in a group of 5 team members for an assignment, I chose to split the parts of it between us so that we will finish quick. We did not communicate very much all this time and when we met, I realised that the sections were clearly not written with the same style and nothing was coherent when we put it together. We had taken ample time to compose our own parts separately before the deadline, but we did not expect any time to re-write if something was going wrong. 

Feelings:
I became very disappointed because we had to spend one night before to do it again. I felt bad, because being a leader I should involve more, communicate with the others and make sure everyone is doing the same good job.

Evaluation:
The positive and successful result was that by the defined date, my group generated high-quality results. 

[bookmark: _Hlk36371194]Analysis:
[bookmark: _Hlk36741823]I believe that the explanation for our initial division of was that everyone was confident in what they must do. In my view, it is common for groups to do so if they communicate each other.  I assume that this strategy will save us time as we brought the pieces together and we did not think about it. We had to panic and hurry the rewrite, which cost us too much stress. So, according to Seth Godin’s statement from Tribes book I learned that to be a leader is not only about me, is about the way how all team is cooperating to be successful:  “Leaders need followers and it’s those followers that Godin calls your ‘Tribe’. There are, apparently (and intuitively, to be honest), only two things that you need to turn a group of people into a tribe (p.21). Those two things? A shared interest/ A way to communicate” (Open Educational Tinkering, 2009).

[bookmark: _Hlk36371343]Conclusion:
I have found that when a team is split, we must consider the way how we communicate and share opinions as much time as we can before deadline. In addition, I would try to help the others wherever they are struggling. Finally, I discovered that we often must question our group choices before putting them in practice.

[bookmark: _Hlk36371599]Action Plan:
Next time, I will recommend that we prepare what we anticipate from it in advance, should we want to split the job. I would potentially suggest that I start with the initiation or first section, so that when we write our own parts, we have a reference. I am sure that this will work better.



Presentation skills:
Through my course I learnt that Presentation skills are the qualities that we need to communicate efficiently and attractively to different audiences. These abilities include a variety of fields such as the presentation layout, slide design, speech tone and body language (Wiki.ubc.ca, 2010).
Example of presentation skills through Gibbs model:

Description:
Last term I had an oral presentation with my team of five people. There were 6 participants, including my instructor in attendance. We planned the PowerPoint presentations together. I start on first, and I pressed the wrong machine key instantly and cancelled the display. The next few slides went well after that, but I started to make errors on my first slide planned by one of my colleagues. Twice times, this occurred. I could not address all questions, just one or two.

Feelings:
Before the presentation, I was nervous. I've never dealt before with power point. I just tried to do things right when it came to make the description. But the performance, as it turned out, was bad. It left me bad confidence. I was very nervous that this would impact my path. The introduction of PowerPoint itself was incorrect. Clicked on the incorrect click, I guess. I've been very tense and very shaky in my speech.

Evaluation
I knew it was terrible at the end, because my group's other leaders started addressing the questions requested of me. I listened to some of the participants, and they said it was all right. They heard what I was trying to mean, and my arguments were straightforward and rational.  Possibly that's right. Perhaps I need to be more patient. I listened to my lecturer too and he said, given some challenges, that's all right. I will know how to effectively use PowerPoint.

Analysis:
Before I arrive in the session, I need to make sure I recognize and appreciate what my colleagues have put on the PowerPoints! And I am much more optimistic today, so in upcoming presentations I will continue to evaluate what I might do differently. Seth Godin formula of presentation helped me a lot to understand better the idea of presentation. He said that “When creating your presentations, use large images that serve as visual anchors for your points” (Open Educational Tinkering, 2009).

Conclusion:
Overall, I think it is important to recognize the topic and how the technology functions. The best way to achieve this is by practicing. I learn how beneficial it is to look back to stuff I've learned about before and read them again. It leads to a circumstance. 

Action Plan:
I must learn about the method of having a successful presentation again from the beginning. I'm going to potentially use Power Point again, so I will make sure that I can do it correctly. I will remember that I use PowerPoint as a resource as well. I would not let it affect me. I will not let that influence me. I will be comfortable to use it – I would learn further in order to achieve so.



Covering Letter:
A cover letter is a one-page paper that describes the past of a career applicant, technical experience and a specific purpose in being qualified to apply for a position. Recruiters and administrators use cover letters to test candidates, combined with curriculum (Scott, 2019). Through my course I learnt how to write a professional covering letter and that the purpose of it is to convince recruiters to give you an interview and a position in the end. The cover letter should contain appropriate career knowledge, a persuasive perspective and eliminate basic orthographic mistakes and grammar errors.
Example of covering letter experience through Gibbs model:

Description:
When I came the first time in England, I started looking for my first job. My previous experience helped me to find a various job which suits me. I had already prepared my CV and I started to apply online on different websites.  Day by day I kept looking and applying. After two weeks I realized that nothing happened, and no one contacted me to offer me a job. I was wondering why and what I did wrong or what skills I do not have. I did not pay attention to the posts that most of them asking to upload a covering letter. I thought my CV is more than enough. Now, the question was, what is a covering letter? How do I write it? What should I write in it? I kept searching online how to do it, and in the end, I choose to pay someone professional to do it for me. I thought maybe I am not good enough to write it by searching information’s online and I could not afford to lose more time not getting a job as soon as possible. The next day I had the letter, and, in a week, I got a job. 

Feelings:
The day when I realized, I do not have a professional covering letter I understood that I lost two weeks waiting for someone to contact me to offer me a job. I was so disappointed of me, I felt very bad that I did not have the chance to learn before that a CV needs a professional covering letter as well attached. I felt very anxious that I did not know how to do it, and I had to pay money so someone else will do it for me. I was very angry that I lost two weeks waiting.

Evaluation:
This experience gave me the ambition to study more about having multiple skills, to pay attention to every detail and manage time effectively. I started my study at a college where I did level 3 and I had the chance to learn how to write a covering letter. If I would pay more attention to the job details where was specified that they want a covering letter attached with the CV I would not have to lose two weeks waiting for nothing.

Analysis:
Pay attention to every detail in any situation and have the ambition to learn things every time when I have the chance.

Conclusion:
After I wrote my story, I will say that in conclusion, I realized that practical experience is not always everything, without any other skills such as writing, presenting, speaking, in a word to have study qualifications, you cannot excel in life as much as we want!

Action plan:
I started my studies with level 3 in health and social care, where I learned lots of useful things, now I am studying level 4 and I will not stop until I get to the highest level of study.  I want in the future to have multiple skills not only practical experience. 



CONCLUSION:
In conclusion to my assignment, I would say that it does not matter what model of reflection we use, all types of them should clearly take us to the idea of understanding what we are writing, to know what means analysing, to have Academic writing skills, to know how to describe our personal experiences through the model which we choose, to have a nice structure of work and correct  referencing. 

[bookmark: _GoBack]
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