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Introduction: 
This report will address a model of reflection, whilst addressing three topics and a fourth topic of public speaking and giving presentations. The chosen topics that will be covered will be- Time management, summarising and referencing. The chosen reflection model that will be used throughout this report will be the Gibbs reflection Model (1988). The Gibbs reflection model (1988) enables us to reflect using a varied step by step process- Description, feelings, evaluation, analysis, conclusion and action plan. Gibbs (1988). Gibbs (1988) emphasised on evaluation, to determine what well in the overall experience and what didn’t go very well – what also could be done differently the next time. (Making Business Matter 2002-2021). Gibbs (1988) said that by reflection of your learning experiences it permits you to improve your performance as it is taking place, as well as developing yourself for the future.
The first topic that I will be discussing is time management. Time management is important to ensure we keep to deadlines, handing in work on time, and will help to remain focused on the topic. Most importantly, attending university on time is key part of time management. NHS (2018), state the use of effective time management can be split into sections of importance: ‘urgent and important’ ‘not urgent, but important’ ‘neither urgent nor important’. These are important to follow, as this allows us to understand and prioritise which tasks are most important, in order to better manage the time effectively. NHS (2018), also highlights some tips on managing time effectively, whilst still addressing key tasks. For example, the ‘four D’s’: “delete, do, delegate or defer. 
It is important to manage time effectively as it will allow an individual to complete more tasks in a shorter amount of time. It can also reduce stress and lighten the workload. Using the Gibbs reflective model, this can be applied whilst managing time, as there will be an element of reflection required to meet the deadline for tasks/assignments and is needed to reflect upon which tasks need to be prioritised. 
Making to do lists and check lists can also assist with completing your work on time. To ensure your goals are realistic, you can follow the SMART Goals: Specific, Measurable, Achievable, Relevant and Time-Based. (Emerald Works,2021).  These can help by encouraging you to get to where you need to be. It allows an individual to become motivated and action plan and prioritise where it is needed. 
Studying outside of university and conducting research, in your own time can help with tasks and can also play a part in time management as it will help prepare you for the completion of assignments and allow you to submit deadlines on time or before. It is important to find the right balance between studying. I have found studying outside of university to be useful so I can recap on the lessons after they have been delivered so they remain fresh in my mind. It also allows me to be prepared for tasks that need to be submitted.
Topic two that I will be discussing is Summarising. Summarising is important as it teaches students how to focus on the main points of a certain subject. It enables them to get themselves, as a student a better understanding of what needs to be delivered by them and it also makes it easier for the listener or reader to understand it clearer as they will be focusing on the important points. (Reading Rockets, 2021). 
A summary needs to be straight to the main objective and should consist of the following – Who, What, When, Where, Why and How? These are good to start with your summary as you have a clear-cut idea of what you need to say before you say it. 
The main sections of a summary according to (Twinkl,2021) are the following:
Conciseness – This is where an individual condenses all of the information into a few words but still delivers a clear understanding and doesn’t say any unnecessary information. 
	Objectivity - objectivity is relating back to the facts. It also makes the work more reliable, and convincing as there are strictly facts used, as a summary is not an opinion or review.
	Good structure – if the summary contains a few sentences of the main point and is well structured, it is good enough. Starting with the most vital piece of information and working your way down in a particular order can assist with a good structure for any type of work.
	Accuracy – information/facts must be accurate, without any mistakes as the work needs to be a reliable source. It also helps avoid any misunderstandings; it is one of the most important skills to have. 
Summarising is an important skill to have, and a lot of people use it in their daily life without thinking. To recap on a day and sticking to the important points and keeping the conservation direct without going off track. Whilst delivering presentations, I stick to the main points of the subject as the class may get distracted. Keeping to the main focus of the presentation is important as it allows the listener to digest the information of what was being delivered.
In summary, Gibbs Reflective model is a useful reflective model throughout these topics as he uses Who, What, When, Where and How – all these link in with how to write a structured summary and how you can use it back to reflect on your own work. Gibbs applies these in Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan. Gibbs’ Reflective model is normally used as a structure for a majority of students that are completing assignments that involve reflective writing. (Peter Lia, 2016)

The third topic I will be discussing is References. There are several referencing techniques, however at University of Wales Trinity St David London, we follow Harvard referencing. Harvard referencing is an author-date method where the reference is inserted followed by an author and the date it was published. Upon completion of the assignment, the references must be validated by a bibliography or a reference list at the end of every assignment or presentation. (University of Kent, Year Unknown). The reference list must be in an alphabetical order, so it is easier for the reader to refer back to any sources when required, this also makes the work factual.
 Referencing is a skill that is used throughout all academic work, in assignments, throughout presentations etc. It is extremely important to reference your work to avoid plagiarism. 
Plagiarism is using somebody else’s work without their consent and making the reader believe it is your own. (University of Oxford, 2021). There are many ways to avoid plagiarism. Understanding the use of good paraphrasing is one way to avoid it. Referencing is also one way to avoid plagiarism as you are using another person’s source.
At University of Wales Trinity Saint David, there is a service called The Plagiarism Detection Service Turn It In, which highlights if the student has used any sources word for word and is used widely over the country by tutors to help eliminate plagiarism. (University of Wales Trinity Saint David, Date Unknown)
Referencing can impact your overall grade. If it is done to the correct standards, it will help towards your overall mark. If it is done poorly, you may be marked down for referencing incorrectly. An individual may even be withdrawn from their course if their work is found to be a product of plagiarism. 
Using Gibbs (1988), this requires an element of reflection, how to use the right sources to reference and what is most appropriate to the work, such as referencing from a reliable source, i.e., an academic book or certified website.



Finally, I will be talking about Public Speaking and Giving Presentations. It is important to know the audience you are delivering to and what keeps them engaged. Again, this is where summarising is used so you can stick to the main facts while delivering your presentation, keeping it as simple and straight forward as possible.
Rehearsing or revising your presentation will help you feel more confident when delivering it as you know exactly what you are talking about and it shows the audience that you are confident in what you are saying, which also makes them feel like they want to listen.
Body language is just as important in the words you are saying, it is essential to maintain eye contact with your audience throughout the presentation or public speaking. Having the correct posture, standing up straight, with your shoulders back and arms at your side will also show your audience that you are confident in what you are delivering. (Purdue Online Writing Lab, 2021)
Upon delivering my presentation I made sure I practised beforehand, in my own time outside of university. This allowed me to gather what I was going to be presenting and allowed me to gain the confidence and reflect upon any changes. 
As well as being a good being a talker it is just as important to be a good listener. Therefore, when presenting a presentation, it is vital that the presenter listens and understands the audience. This can be done in many ways. The presenter can watch the body language of the audience to understand if they are engaged and taking into consideration as to what being presented. Another way is also answering questions that the audience may have and taking in to account the feedback that has been given to the presenter. I gave the audience an opportunity to ask any questions that they had in regards to the presentation. 
Linking this back to Gibbs Reflective Model (1988) I was able to action plan, evaluate and set myself a time frame as I knew I only had 5 minutes to deliver the presentation, therefore I stuck to the key points of the PowerPoint presentation. When I rehearsed, I timed myself at home to ensure I was sticking to time frame, I made a few changes in order to accomplish this. 
To conclude with using Gibbs Reflection Model (1988), the feelings that I had when conducting my work, I was very confident with my ideas and the language I used.  My time management was good when presenting my work as I set myself targets and followed them through strategically.
There are many advantages to applying Gibbs’s reflective model to your work as the model is easy to understand and follow as it has six steps of the process. Gibbs learning by doing is a way that I like to do my work as I am also a hands-on person. Gibbs is also more analytical compared to other reflection models, i.e., Kolb reflective cycle 1984. (Making business Matter 2002-2021)
Overall, I believe the presentation went well as I used to correct skills and applied them to my work. There are some things I could have done differently, such as staying calmer and speaking clearer. I believe the reason for this was because I have been out of education for a number of years, therefore was slightly difficult for me to talk aloud in front of my peers. Although I practised/rehearsed at home, outside of university hours, when the moment came, I was still slightly nervous. In reflection to this, moving forward for my future presentations I will ensure that I convert my nervous energy into enthusiasm, and practise the presentation out loud until I am calm before presenting it to my fellow students. Another point that may help me for future presentations and public speaking will be to have my own personal notes that I could refer back to when required. 
Effectively communicating is essential when delivering a presentation to ensure that the audience is understanding that I am confident in my own work. Having a good posture and good body language will help me interact and keep my audience engaged.
I have discussed four different topics, Time management, summarising, referencing and public speaking and giving presentations. These are all key skills you need to in order to be successful during studying or completing assignments/tasks. 
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                                                                     Manager of a car leasing company  and its purpose   Arranging bookings from clients   Explaining the process of rentals   Completing relevant paperwork   Showing the clients the vehicles   Inspecting the vehicles before and after departure/arrival   Handling money   Customer service skills  Career Pilot (2021).    
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                                                                  Acquired skills for a car leasing career   The ability to negotiate with customers   Eye for details   Money management skills   Effective time keeping - ensuring cars are returned on time, ready for collection.   Good communication skills   Ensure the cars are regularly checked and meet safety standards   Patience   Customer service skills  National Career service, (2021)  
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                                                               SWOT- Strength, Weakness,  Opportunities, Threats   With many careers, there are many strengths weaknesses, opportunities  and threats to consider.   Strengths: My passion for cars will shine through amongst clients, my  money management skills are at a high standard.   Weaknesses: Can struggle with being assertive, declining people.   Opportunities: The job will be self employed, therefore fits around family  and life commitments.   Threats: Competitive career, and competitive prices in the market. Car  prices and value of cars increase and decrease regularly.  Which, (2021).
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                                                               Personal Development Plan   Part of my personal development plan in order to achieve my career:  My Goals and aspirations: Completing my course and passing.   Initial goals: Meeting university deadlines, becoming organised.   When can I achieve this?: straight away.   Obstacles: balancing family and work with university   Support: family, friends, university and myself.   How can I review: Getting feedback to know if I am on track.  NatWest Group, (2021).
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                                                                  Conclusion    My chosen career is something I am very passionate about. I am  aware of the skills that are needed for this career. Completing this  course is one step closer to achieving my goals in this sector. My  PDP is something that I can continue to use as a tool to help me.   Overall, working with cars is something I have aspired to do from a  young age. With the right support, this can happen.
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