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1.0 INTRODUCTION
The purpose of this report is to reflect on my learning about the different skills taught in my course, during the first and second term. I am going to be describing each and one of the skills of my own choice, which are the following: Time management skills from my first term, where I will include different methods such as the RAC method and Eisenhower method which helped me to improve my own time management skills. In the same way I am going to reflect on how to identify what are my strengths, weaknesses, opportunities and threats and can be done by using the SWOT Analysis. Furthermore, I will reflect on my Analytical thinking and Critical thinking skills, taught during my second term. 
Additionally, I am going to express my feelings, what did I feel and think, what is my evaluation of this report and my learning in general discussing what was good and bad about it. Moreover, I will be analysing my comprehension with my own words, what is my interpretation and perception of the different time management skills and methods and ways to interpret things from another perspective by using analytical and critical thinking skills.  
Afterwards, I will come to a conclusion, was there anything else I could have done? Lastly, action plan, what would I do if I have to do it again? Would I do anything differently?  This will be completed by using ‘Gibbs’ reflective cycle (1988)’.










2.0 THE GIBBS’ REFLECTIVE CYCLE 
This model was created by Graham Gibbs in 1988. Ruby Rumson (2018) described the essential elements of the model which are the following: First of all is the description stage, in this stage the key for this element is to describe in detail the situation. Secondly, the feelings stage, here I should write any emotion or thought felt throughout the situation. Thirdly, in the evaluation stage I shall write about my fully evaluation of the situation. Then, it comes the analysis stage, here I have to think of what could have prevented or enhanced the situation, in other words, my personal opinion or view of the situation. Next, in the conclusion I will have to identify what have I learnt from this situation and what would I have done differently. Finally, action plan, in here I have to design a plan in order to handle the situation better if this occurred again.

2.1 DESCRIPTION 
I have decided to write this report to reflect what have I learnt throughout my Academic and Employability skills module as well as the skills taught within the course as a part of my final assessment in order to successfully complete this module.
Firstly, the time management skills and methods taught during my first term. These skills can be improve by using a range of methods such as The Eisenhower method, which consists in classifying the problems in the following way: important and urgent, not urgent but important, and then not important but urgent and finally neither important nor urgent, those that have to be discarded. Likewise, ‘The RAC method’ is a very useful method in order to enhance time management, RAC stands for Record, Analyse and Change, Katie Liston (2015) helped me to understand this better with 3 easy steps to fantastic time management. The first step is RECORD, write your entire day down, since the time you woke up from bed, your activities throughout the day until the time you go to sleep. Then comes the second step which is ANALYSING, here you have to go through your notes, and highlight those activities where you were not very productive, adding up the time wasted. Finally the third step CHANGING, and in order to recover all that wasted time, you have to change those procrastinating habits by prioritising, decluttering and scheduling your daily activities. 
Secondly, I will describe how to identify my own strengths, weaknesses, opportunities and threats in different aspects of life, whether it is academically or professionally. This can be done by applying the SWOT Analysis. Last term, I was asked by my lecturer to create one as a part of my homework.  
Thirdly, the analytical thinking skills, according to (Amer, 2005), analytical thinking is defined as the capacity to interpret data and ideas as well as its attributes and limitations. Analysing can be quite useful if you want to see the things from different perspectives. 
Lastly, the critical thinking skills, according to Cottrell (2017) critical thinking provides you the resources to evaluate the situation coherently and build your critical opinion of it. Moreover, (Paul and Elder, 1990) state that through critical thinking we apply the different aspects of thinking in order to adapt our reasoning to the rational conditions of a form or way of thinking. Furthermore, critical thinking is usually defined with the ‘Blooms’ taxonomy of intellectual behaviour’ (Ennis, 1993) suggests that this could be a good example, despite, it may have some small details such as levels are not allocated hierarchically as they are rather autonomous. For instance, whereas synthesis and evaluation require analysis, likewise analysis requires synthesis and evaluation. (Ennis, 1981).

2.2 FEELINGS 
When I was asked first to write a reflective report I felt confused, I honestly did not know what a reflective report was. After the lecturer explained the dynamic of itself, the Gibbs’ model and so on and so for, I actually found it interesting. Reflecting on my previous lessons and knowledge made me realise that frequently, after we learn something new if we do not take the time to evaluate and reflect on it, eventually we will forget about it. Although writing this report was slightly challenging at first, overall it was fascinating completing it.

2.3 EVALUATION
Above all, learning about different methods to enhance time management it is essential if you want to succeed in any aspect, whether academically or in employability. Moreover, studying about analytical thinking skills as they have a great impact in my personal development, e.g. problem solving. Furthermore, critical thinking is key for a university student for example. Indeed, it encourages their thinking skills and understanding of a complex subject. Additionally, my previous report, my notes and independent research were a very useful resource in order to complete this report. For this reason, I have understood that looking back to my past work and research can be really helpful if I am looking to learn from it and keep it in mind forever. 

2.4 ANALYSIS 
During the firsts lessons of my course, the lecturer asked us to create a SWOT Analysis of our own situations. I found this challenging because often, I find difficult to think about what my strengths and weaknesses are. Indeed, creating my own SWOT Analysis helped me to have a better idea of what skills I have already and to reflect if I could improve them in any way.
Moreover, on the very first class of my second term, we were asked by the lecturer to reflect on what we had learnt after the lesson, we learnt about the RAC Method, I personally thought that this was a very useful time management method. It consists, as I explained before, (SEE 2.1 DESCRIPTION) in recording, analysing and changing our daily activities in order to find out what makes us waste time the most. Besides, this method could work very efficiently if used correctly, I personally think that this could be done weekly or even monthly as many of us do not find the time to sit and write down all the activities made each day. Additionally, we reviewed the Eisenhower method from term 1 which enhances time management as well. I believe this method is very efficient as avoids procrastination, frequently we overspend time on useless activities that may be taking time from more productive activities. E.g. overspending time on the mobile phone, tv, among others.
Then, in further lessons, I learnt about analytical thinking skills, this is the process in which we break information into parts so we can analyse and see things from a different perspective. Besides, I learnt about its benefits as well as being taught 5 easy steps to improve them. As an example, the lecturer took a bottle of water and asked what could we see and how to describe it, we all answered similarly but then she put it upside down, next she explained that depending from where you look at it, you could have different opinions, it is not the same looking at it from the top or the bottom, or looking at it from the front. Analytical thinking helps to have a greater view and due to this I consider that analytical thinking skills are essential to anyone. 
Finally, critical thinking skills, firstly I found it difficult to differentiate analytical skills from critical skills, but then, after doing some research I noticed that thinking about something critically is way more difficult than just analysing it. I believe that these skills are the most useful at university specifically.

2.5 CONCLUSION
After completing most of my report, I conclude that I could definitely have added more secondary sources and references in order to support and strengthen my analysis of the report itself as well as obtaining different perspectives from different authors and researchers.

2.6 ACTION PLAN
If I had to write this assignment all over again, I would probably choose different skills, maybe I could have discussed about paraphrasing or summarising as they were essential topics which were a great help for my academic development, I have learnt about the different techniques and how they have helped me not only with this course but also my other courses and my academic life in general. Furthermore, I would have discussed about referencing as I did not know how to reference correctly and just like paraphrasing and summarising, it has helped me to avoid plagiarism. In addition, as I said before, I would add more articles in the future to support my research and as a consequence, obtain better outcomes when analysing. Additionally, I could have done a better job when analysing, for example, including more personal experiences with the skills taught in this course and how do I use its techniques so I could obtain a better analysis at the end.







3.0 CONCLUSION
Overall, in this report, I reflected on my learning of different skills which from my perspective are beneficial to anyone. Most of the time, for instance, having good time management skills can lead to success as you are only focused on those activities that are productive and helpful rather than those which are not. In addition, looking back to my notes, reviewing my previous lessons and researching it has enhanced my existing knowledge.
To summarise, I could conclude that my learning from the first and second term has had a successful impact on my academic development as it has not only taught me how to improve time management or analytical thinking skills but also has strengthened my comprehension, academic writing, referencing, paraphrasing and summarising skills. Hence, I became a stronger, more confident and independent to keep progressing in the academic field with a clearer view of my goals. 
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