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INTRODUCTION

All types of skills play important function in student life. The key skills are employability skill and academic skill that guides a learner throughout academic career and employment (Wang, 2019). These skills guide a learner to cut down number of hours spend in studying and leave more time for other activities in their life. Students who makes use of these skills effectively are able to feel that their efforts as well as work are more worthwhile. As labour market is more intense, generic employability and academic skills are significant for a high education learner. The report reflects learning of mine through using Gibbs reflective model on three topics that are time management, CV writing along with public speaking and giving presentations. 
TASK 2
REPORT
According to Ruby (2021), there are many people that believe that one of a way to learn is through experiences (Ruby, 2021). However, it is complex for an individual to understand more when they fail to depend on their experiences as well as do not actively consider the ways they might perform differently next time. In this, use of Gibbs Reflective Model comes in mind. It was propounded by Professor Graham Gibbs with the purpose to provide a structure for analysing learning from experiences. The model offers a cyclical framework that helped me to examine my experiences for working on different topics, allows me to learn addition to plan from activities which I did and not performed well. My experiences on each topic that are CV writing, time management together with public speaking and giving presentation are below through stages of Gibbs Reflective Cycle:
Public speaking and giving presentation
My experience in topic of public speaking and giving presentation is mentioned below:
Description: In this stage, whole situation is described in detail (Ismail, and Ariff Khalid, 2020). For the topic of public speaking and giving presentation, my group as well as I have decided to divide workings in different sections among us so that we can research on one element each. It was expected by me that all the working for public speaking and giving presentation will be completed at the end of the day and we will get a day time for rehearsals to demonstrate information in form of target public with attractive presentation. However, I didn’t plan great time for making last moment changes in the script due to drop of plans by one of member to not speak in public. In this, I took the effort to speak the content majorly and present it in understandable manner.  
Feelings: Stage of feeling defines about thoughts which a person had during experiences and the way it might effect whole experience (Scott, and et.al., 2019). In my experience for public speaking and giving presentation, I felt great during the entire situation. Prior I and team members come closer and realised that we have huge working to complete, I was happier and thought to divide working in smart manner between us. However, I got frustrated at the time when audiences were questioning more and more as this was making me nervous. But, because of my great communication skills and patience, I answered all and delivered an excellent presentation. Looking back to my experience, I am feeling much satisfied and motivated to speak in public and give excellent presentation. 
Evaluation: It provides a chance for evaluation of things that worked and which did not work in the experience (Freshwater, Walsh and Esterhuizen, 2017). In context to my experience in public speaking and giving presentation, I evaluated that things worked well because we all produces quality of presentation and spoke properly in front of public. Furthermore, the fact that one person cancelled the plan have motivated me to work harder for public speaking and giving presentation. It contributed positively to my ethics of work. One thing that did not work in my experience for the topic is mismanagement of time that impacted negatively on my confidence level to speak in public. 
Analysis: It helps to make sense of what have happened and extracting meaning from the experience (Reed, Carson and Gibb, 2017). It has analysed by me that speaking in public and giving presentation went well because of my great communication skill, planning skill and delegation abilities. I have experienced working in such type prior and discovered that at the time when I work individually I enjoy working in fields which are connected to my strengths. I have also analysed that working in group saves time and improve managerial skills that are planning public speaking, organising resources for presentation, controlling deviations. 
Conclusion: From the experience of speaking in public and giving presentation, it is concluded that group work needs division of work and effective interpersonal skills (Lines, Grant and Hutton, 2020). I have learned that there are situations when I have to take challenging decisions to ensure that we are working in right directions to achieve success. In order to handle a situation that is similar to this in future, I require to improve group thinking skills, time management skills, planning skills and communication skills. 
Action plan: In similar or related situation in upcoming durations for speaking in public and give presentation, I will first plan all content that I have to deliver and manage time by prioritising activities. Also, I will communicate with public in more comfortable manner through learning new languages, taking online courses and making discussions with experts. To learn time management, I will stop procrastinating, schedule activities, keep back up plan and delegate properly. 
Time management 

Description: While studying in schools and college of London, I come to know about what is time management and how this skill can be developing in an individual behaviour. By using the Gibbs model I am sharing my experience of college days where I actually know about time management and its importance at every place. My class tutor had been teaching us value of time management and states each work should be done on certain period of time (BREAK, 2020). 

Feeling: During the taking classes my tutor has assigned me a project that needs to be done on certain time which was less for me to complete. I felt extremely panic regarding this project as I did not have any idea, how to complete and manage the task. This situation made me feel very stress as no work was started and time was going faster. Then I decided a goal and formulated the strategies to allocate the work between different activities. 

Evaluation: In this stage, I evaluate that time management is very important for each individual or grow up of people as it show our ability and presence of mind to perform any task. This also make us punctual towards their work and feel good. To complete the project, I prepare a working team who wanted to work and involved them in to project. I understood that time is valuable for each one as it cannot wait and people needs to run accordingly (Miner and Nicodemus, 2021). I was lack in time management skills as I noticed that needs to be improve. I also evaluated that task was good and worked well where I could perform quality of work by managing all functions and activities. I was in struggle to manage the project and sharing with team members but at last I handle the all issues very clearly.

Analysis: This stage explains individual have chance to make sense of what happened. I used this stage of analysis own skills in relation to time management where I needs to complete the project. As I was working on project I brought the changes in my time management skills by allocating the work and giving priority to important task that needs to be done on prior basis. In this stage I have given the priority out of multiple task which supported me to complete the project with the help of team members.

Conclusion: This stage is related to summarising the overall experience that can help to make the right decision. Herein, I learned that time management skills which is very important for me as to perform any task I need to set time period and started to work properly. I also learned that I should focus on each task and activities that can be complete by giving the priorities. 

Action Plan: I used this stage to complete the project by managing time and task properly. Herein, I am very much confident about my working as I would manage multiple task at one time. I learned that work division and work priorities are best approaches to managing time that helped me to perform well and attaining the good opportunity (Gibbs, Dickinson and Rasmussen, 2020). This was a good experience for me where I come to know vale of time and how to manage each task timely. 

CV writing 
Description: As I was studying the management and academic courses where I came to know about C.V. writing which is needed to get good placement and jobs at the different workplace. C.V. stands for curriculum vitae, that is a document used by individual while applying the jobs. It was most important for me to develop the understandings about C.V. writing as I was not getting any placement or job offer that was typical situation for me. 

Feeling: I felt so much nervous and panic as I not calls or offer I was getting in my learning days. This was serious situation for me that why I am not getting offer and selecting for interviews (Grant, McKimm and Murphy, 2017). Then I realized that my C.V. was not attractive and properly designed. I needed to bring the changes in my C.V. and learnt various thing that is most important to I influence the interviewer. I was good in communication and problem solving but due to lack of writing skills I faced the struggle during learning stage.  

Evaluation: In learning classes I evaluated that my wring skills is improving as I learnt how to make an attractive C.V. This was good experience for me where I came to know that how to mention own achievement and skills in which we are good and it attracts the interviewer. 

Analysis: I analysed that it was good opportunity for me to improve the C.V. writing skills by explain all skills and work experience that supports to get the good chances to work. I got the opportunity to work at multinational company as CRM profile as I improved my writing skills. Herein, I also analysed that that C.V. writing skills is first impression that put efforts to getting opportunity to work for any individual (Cui, Wise and Allen, 2019).

Conclusion: From the above working or learning session I feels good as I am able to get good job opportunity by showing my skills and ability to work. Without such skills I won’t be possible for me to grab the chance and build the own career. 

Action Plan: I used the C.V. writing skills and also suggested to my friends or contacts to improve their writing skills as it provided me good job opportunity. I feel so much good that I would get more employability opportunity in upcoming period by using such skills and abilities. This was a good experience for me where I improved my skills in which I was lack. 
CONCLUSION

From the mentioned information, it is concluded that reflection is a technique for experiential learning in which an individual step back from direct experiences, makes attempt for senses of activities and convert them towards deeper learning for developing personal along with professional practice. Gibbs reflective model assist in recording and capturing things that happened, constructing meaning from experience, create relevant insights and plan for using new skills as well as insights in future. 
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