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Executive Summary 
In this report, the Gibbs reflective cycle model has been used for the purpose of reflecting upon the several essential skills that have been learnt by me during the entire course. All the steps of this model have been effectively followed to give a detailed reflection.
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[bookmark: _Toc88505306]Introduction
In this reflective report, a detailed reflection has been provided for the various skills that have been learnt during the course by using the Gibbs reflective cycle model. The relevant skills that have been developed comprise of public speaking and presentation giving, summarizing, academic writing and time management skills. A detailed reflection has been provided. 

[bookmark: _Toc88505307]Reflection
A very famous reflective model is the Gibbs Reflective cycle model that has been developed by Graham Gibbs, a sociologist and physiologist. This model comprises of several stages such as description, feelings, evaluation, analysis, conclusion and action plan (Adeani, et al., 2020). It has been used for the purpose of reflecting upon the several skills that have been learnt during this course.
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Figure 1- Gibbs Reflective Cycle Model 
Source: (McElfresh, 2019) 

[bookmark: _Toc88505308][bookmark: _Hlk78813542]Reflection 1-Time Management Learning
1. Description- The entire curriculum was very helpful for me to realise the role that time management plays in personal, professional as well as academic domains. I have come to know about several techniques in which effective time management can be conducted and time can be effectively utilised to conduct several activities and to multitask. As a result, I have been able to enhance my productivity and can even concentrate on performing several activities at a time. Previously, I knew about managing time, but I was a little confused as to how to use the limited time to conduct several activities effectively. Also, I did not know much about the significance of time management. However, this course made me realise its significance, various tools and techniques for managing time and helped me to prepare plans for me so that I can manage time effectively. I learnt to prepare timetables, set targets for me, learnt multitasking and also developed a personal development plan. Moreover, I took support of my peers and professors and took feedback from them to improve my time management skills further (Alharahsheh and Pius, 2021). 
2. Feelings- I was very excited and at the same time I was a bit nervous to learn several new things during the entire course. However, I was very glad to know that I would be learning several time management techniques and I could effectively use them to manage my time effectively. After gaining significant knowledge in the domain of time management, I was very happy to do multitasking and was very glad to apply the technique of time management to balance my personal, professional and academic life (Dancisinova, et al., 2017). 
3. Evaluation- For me, this course was very helpful as it helped to enhance my knowledge, made me aware about the significance of time management and led to enhancement of my intellectual ability. I got to know about the effective utilisation of various tools and techniques of time management and realised the maintenance of a balance between professional and academic life. However, one thing which I did not like about this course was that, it was of a very short duration and there was more that I wanted to learn regarding time management. This made me very sad and I was demotivated to a certain extent.
4. Analysis- This course helped me to analyse myself in details and I realised several strong points and weak points of my performance and personality. I realised that although, I possessed some skills of time management, but I was not affectively utilising them. Moreover, I was not able to utilise the tools of time management to enhance my productivity and performance. I realised that there was a huge need to work upon my weaknesses so that I am able to effectively plan, manage all the activities and utilise time in the best manner.
5. Conclusion- As a result of this course, there were several benefits that I have gained and my knowledge has also enhanced significantly. I got the opportunity of analysing myself in detail by knowing my strengths and weaknesses and got various tips from the professors to work on my weaknesses (Kornelakis and Petrakaki, 2020). 
6. Action Plan- Several action plans have been formulated by me to use time in the most effective manner and to complete several activities within a given span of time. Moreover, I have prepared previous personal development plans, made routines and have set targets for me to be attained within a given time period. As a result, efficiency will enhance significantly.

[bookmark: _Toc88505309]Reflection 2- Summarising Learning
[bookmark: _Hlk78815967]1. Description- During the entire course, relevant summarizing skills could be known because of which, I can enhance my professional and academic development. The relevance of this skill in converting large ideas into smaller meaningful points could be known. By utilising the skill, I have been able to prepare good quality notes because of which my academic progress has taken place. Previously, I did not know about the relevance of summarising skill and the latest techniques that can be used to summarise long concepts into smaller effective points. This skill has helped me to save a lot of time to revise my lessons before the examination as my notes were very brief and to the point. Moreover, the support of their professors and peers was immense in order to help me to develop this skill (Mandang, 2017). 
2. Feelings- There was a lot of excitement as well as nervousness within me for learning the skill of summarizing. I was ready keen to learn the latest techniques in which large concepts can be summarized into smaller points and it would help me to enhance my academic development. Also, I learnt to this skill with utmost concentration and devotion.
3. Evaluation- The various techniques that the professors have taught regarding summarization was very vital and helped me to improve my marks and facilitated academic progress. This will also be very beneficial for me to get good job in future if I will effectively use it to enhance my grades. A very good quality training and learning was provided to us to develop this skill.
4. Analysis- When this course was completed, I was able to analyse myself critically and also came to know about my several strengths and weaknesses. Now, I am working towards enhancing my strong points and overcoming my weaknesses (Markkanen, et al., 2020). 
5. Conclusion- The entire curriculum of the course was very effectively designed and it was beneficial for enhancing my development and progress. I learnt about the importance of summarizing, learnt the techniques of summarizing large concepts into important points and came to know several other essential things.
6. Action Plan- I have decided to prepare a detailed action plan for applying the skill of summarizing in my academic domain for the purpose of securing good grades and revising my lessons effectively (McElfresh, 2019). 

[bookmark: _Toc88505310]Reflection 3- Academic Writing Learning
[bookmark: _Hlk78817154]1. Description- The usefulness of the entire course was immense for the purpose of learning several academic writing skills. All these skills were completely taught by the professors by giving previous practical examples and assignments. The structure of formulating assignments, referencing types and way of writing assignments was completely taught. This helps us to prepare our assignments effectively and enhanced my academic grades. The different types of assignments such as essays, reports, case studies, question and answers etc., were completely discussed with their relevant structures (Osmani, et al., 2019). 
2. Feelings- I was very excited as well as a bit nervous to learn several academic writing skills. Moreover, I learnt them with utmost concentration as I knew that it would help me to progress in my academics and will enhance my chance of getting good jobs in future 
3. Evaluation- The completion of this course made me to realise that it was very helpful for me as I got to know about several elements of academic writing and found several mistakes that I did in my assignments which did not help me to procure good marks. All my doubts and queries were effectively solved by the professors and I learnt regarding the practical applications of these academic writing skills to enhance my assignments and to get better outcomes in my academics. Continuous guidance was given by the professors throughout the course (Sarkar, et al., 2020). 
4. Analysis- After making a detailed analysis of all that I have learnt, I found that, this course possessed several advantages and weaknesses. The strength or advantage of this course was that, it taught about several aspects of academic writing. However, a limitation was that, it was formulated for a short duration and there were many more things to learn.
5. Conclusion- Thus, overall, the entire curriculum of the course was very well designed and it was effective to help me to learn several academic writing skills. Moreover, several assignments, practical demonstrations and exercises were done that enhanced the process of learning further (Sugito, et al., 2017). 
6. Action Plan- Now, I am thinking of preparing several action plans that will help me to work upon my academic skills further and it will help me to procure good grades.

[bookmark: _Toc88505311]Reflection 4- Public speaking and giving presentations Learning
1. Description- I had given a presentation in task one and it has helped me to work upon my skills of preparing an effective presentation and speaking in front of the audience to explain it. This helped me to enhance my skills of presentation giving and public speaking further. Now, I am quite confident and motivated to explain my thoughts, presentation and ideas in front of large audiences and I can interact effectively with people. This will be very helpful for me to get good jobs in future as I can effectively prepare presentations which would help me to explain concepts, business plans and ideas in meetings effectively. Also, I will be able to interact effectively with my future clients and I can prove to be an asset for the organisation. Learning of this skill will help me to get good job positions and I will be very competent for them. Several feedbacks that the professors have given me will help me to enhance my communication, interaction and presentation giving skills further (Tanaka, et al., 2018). 
2. Feelings- I was really excited as well as a bit nervous to learn the new skill of presentation giving and interacting with audiences. I was not very good at public speaking previously, however, the teachings of the professors give me confidence and highly motivated me to speak in front of a large audience and interact with them consistently. This will help me to enhance my professional and academic development to a large extent.
3. Evaluation- The conduct of the entire course made me good at giving presentations and I can express my opinions to a large audience without hesitating. Also, I have come to know about various effective communication techniques.
4. Analysis- This course helped me to examine myself critically and I came to know about the several strengths and weaknesses that I possess. I learnt that my strength is that, I am very creative and can prepare effective presentations. Also, I came to know that a drawback that I possess is that, sometimes I hesitate to speak in front of a large audience and I become demotivated (Tsang, 2020). 
5. Conclusion- As a result of this course, several effective techniques have been learnt by me, by way of which, I can prepare presentations in a very innovative and planned manner and can also present them into the audiences with effective communication and interaction. This will facilitate my professional as well as academic development to a large extent.
6. Action Plan- Now, I am preparing a detailed action plan that will help me to develop my presentation giving, communication and interacting skills. My confidence level has increased because of this course and I am keen to develop my skills further for the purpose of enhancing my future job and academic prospects. I will try to use all my creative abilities in the most effective manner (Adeani, et al., 2020).

[bookmark: _Toc88505312]Conclusion
Thus, this course has facilitated me to learn several essential skills related to academic writing, public speaking and presentation giving, time management and summarizing. These are very essential and will enhance my professional as well as academic development.
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