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Introduction
[image: ]Looking back on all of the topics that I have learnt over the past couple months, I am able to reflect on these topics and how they have managed to benefit not only my understanding of them, but my skill set also. For example, the impact that good time management can make on an employee is great as is shows reliability and professionalism within that individual; this will make them a more sought after candidate for employers and will allow them to do their job with efficiency. Learning about Gibb’s reflective cycle has allowed me to look back on the skills that I have learnt and how they could be implemented into my future career path. Alongside Gibb’s reflective cycle were other cycles of reflection such as Kohl’s experiential learning cycle and Driscoll’s model. I resonated most with the Gibb’s cycle and found that it was the most detailed cycle and as a result I could reflect upon my actions in all aspects. 

Time Management
[image: ]Time management is crucial in the sector of health and as a healthcare professional, having a good sense of time management is a basic expectation that you are made to uphold. Before delving into the topic of time management in class, I was already aware of its importance and it was something I considered myself to be proficient in so it was not a difficult topic to wrap my head around. I believe that there is always room to learn and that was reinforced when we went over the concept of time management as part of the curriculum. The body is an intricate masterpiece but when it is facing tribulations and complications, every second could mean the difference between a successful procedure and an unsuccessful one. Time management is crucial in all aspects of our life but it is especially relevant within the healthcare profession as punctuality can be a very important deciding factor when working with a patient. Having good time management is also the key to avoiding burnouts and can improve your overall mental health. Knowing how to manage your time accordingly so you have a healthy balance between your work, and your hobbies can prevent you from becoming overwhelmed; as your hobbies are meant to be a way to destress from the everyday struggles of your work life. In class, I learnt of Gibb’s reflective cycle: A method of reflection that I found to be very helpful when analysing my thoughts and feelings in class whilst learning new topics. As mentioned previously, when the topic of time management first arose I already had some prior knowledge on it but a new technique I learnt on how to manage your time that I found to be very helpful was the decision matrix. [Figure 2- Decision matrix- medical indemnity protection society]


Decision matrixes are a good way of diving your time according to the importance of the task. From my understanding, it is a reliable way of preventing non-essential tasks from taking priority over more urgent and important ones. This is one technique that I would like to implement into my daily routine and am confident I will be using in the future.

Organising Study
Organisation is a topic that ties hand in hand with the subject of time management, because to be organised entails you also being punctual. To-do lists, planners and timetables are all effective methods of organising your tasks, so you have the means to complete them all within whatever time frame given. Whilst learning about the different types of skills there are e.g. Adaptive, transferable, job-related and academic skills, I noticed that organisation is a skill that can be applied to everyone of the skill types. So in essence, it is a highly transferable skill as it can be useful within every aspect of your life. The absence of organisation may result in missed tasks and can then cause a knock on effect such as poor time management. Organisation was another task that I did not struggle too much on in class; Due to the great relevance that organisation has within our everyday lives, it was almost inevitable that I was already familiar with its concept. During my own research on the benefits of organisational skills I found that there was a heavy emphasis on efficiency. Having an organised plan increases the efficiency of your tasks and therefore productivity rises simultaneously, this will have copious amount of benefits in the workplace and as a student as organisation is imperative when dealing with large workloads. In terms of mental health, having an effective schedule for all your work as opposed to an unorganised pile of tasks can significantly reduce stress levels. When given large sums of assignments it can seem very overwhelming but once divided it may relive some of the pressure; Decision matrixes are very useful in situations such as these.

Cover Letter Writing
Cover letters provide the employer with a brief introduction on your skill set and career intentions in a letter that precedes your curriculum vitae. Your cover letter is one of the first things the employer sees when they see your application so it is vital that it not only makes a good first impression but it is concise and well- written. Unlike the other two topics, whilst learning about cover letters I was introduced to quite a few new pieces of information that I did not know prior to the lesson. Firstly I was introduced to the difference between the writing styles of a cover letter and a curriculum vitae. A cover letter is written in a business style format whereas a CV is mainly written in bullet point form. None the less, a common feature of both of them is the fact that they are both meant to be written concisely and to the point. It is most likely that the employer will skim over most applications, and so writing a succinct body of work will allow you to convey your most important points across. Another thing that I was able to gain knowledge on was the style of writing that the cover letter is written in. Business style writing is very formal and and concise but it is not only used for cover letters, it can be very relevant when sending emails too. Though I found this topic slightly more difficult than the other skills I believe that it was a very useful skill to learn as it is a highly applicable skill that will increase my chances of job offers in the future. 

Public Speaking and Presentations 
Public speaking is a common skill that most people struggle with due to lack of confidence. Overcoming the fear of anxiety when giving public speeches is crucial to taking your presentations to the next level as it displays self assurance and this will reflect positively towards your audience. During my most recent public presentation once feeling that was constant during my presentation was the feeling of nervousness and anxiety. A study conducted by Farhan Raja at the institute of business management, noted that there seems to be a universal struggle between anxiety levels and public speaking and this results in there being a clear difference behind the high qualities of their written work not reflecting in their public presentations. To thaw the wall of anxiety that prevents me from giving the ideal presentation, I believe that doing things to take some of the pressure off such as practicing the project before hand and maybe saying it to a friend can break that barrier of stress before the final presentation. The more practice is done before hand the more it will feel like second nature and so the fear of failing or messing up significantly lessens as confidence increases. During the study, it was concluded that 95% of participants believe that with the proper counselling and coaching that they can overcome their fear. Now that I have completed my first public speaking assignment, I have a clear vision on all of the mistakes that I could improve for the future. A major subject of improvement that I have for myself would be to memorise the slides and expand on them so I have less of a reliance on notes. When reading off of a page it can tend to sound quite robotic as it lacks the passion and confidence that a successful speech needs. Referencing as another skill that I was able to develop recently and it’s use has been very common in a majority of my assignments. When writing up my PowerPoint I was given the opportunity to confidently put those skills into practice.

Conclusion
Overall, looking back on all of the skills and topics that I was able to build upon these last couple of months I have found them to be highly beneficial to my understanding. I believe that reflection is essential to moving forward from lecturer critiques to self evaluations, I have found many topics of improvement to build upon for the future. With Gibb’s reflective cycle being my main structure of reflection I have been able to fully assess my strength and weakness and fabricate future solutions for them.
 “It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.” 
(Gibbs, 1988)  
This quote from Gibbs’s accurately depicts the importance of reflection as a learning tool that is needed to move forward. Not acting upon past mistakes means that they may be repeated again and this can result in you lacking progression becoming a victim to stagnancy. 
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