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Introduction

What is meant by reflection and why is it important to reflect on your work
Reflection is an important to use in work as it helps us to think how we handled a situation and if what we did could have been better if we handled the situation differently.
By doing this it can help us learn from our mistakes and think about handling the situation differently if the same thing was to happen again.
One way to be able to reflect is to take notes on day to day tasks in the workplace, writing dates, events etc
Then from the notes we have made we can then go through them and reflect on our work.
‘We reflect in order to learn something, or we learn as a result of reflecting’ (Moon, 2006).
One way we can reflect on our work is using the Gibbs model of reflection. 
Gibbs model of reflection
In 1988, the American sociologist and psychologist Graham Gibbs published his Reflective Cycle model in his book ‘Learning by Doing‘. Gibbs Reflective Cycle encourages people to think systematically about the experiences they had during a specific situation, event or activity. Using a circle, reflection on those experiences can be structured in phases. This often makes people think about an experience, activity or event in more detail, making them aware of their own actions and better able to adjust and change their behaviour. By looking at both negative and positive impacts of the event, people can learn from it.
Tools Hero, (2019). What is the Gibbs Reflective Cycle? [online] Available at: URL [28 November 2019].https://www.toolshero.com/management/gibbs-reflective-cycle-graham-gibbs/
[image: C:\Users\moham\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\25219A4C.tmp]
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Description 
This is a description of the experience of what happened and you can look at 
· What happened?
· When and where did it happen?
· Who was present?
· What did you and the other people do?
· What was the outcome of the situation?
· Why were you there?
· What did you want to happen?
Feelings
This is how you felt about the situation and your thoughts and experiences and you can look at : -
· What were you feeling during the situation?
· What were you feeling before and after the situation?
· What do you think other people were feeling about the situation?
· What do you think other people feel about the situation now?
· What were you thinking during the situation?
· What do you think about the situation now?
Evaluation
This is where you get to look at what worked and did not work in the situation
· What was good and bad about the experience?
· What went well?
· What didn’t go so well?
Analysis
This phase is about what you have learned from the situation, event or activity. Because of the experience, you now know what to do in similar, future situations. This means that both positive and negative things and/or problems you experienced will be written down and analysed individually 
Mulder, P. (2018). Gibbs Reflective Cycle by Graham Gibbs. Retrieved [28th of November] from ToolsHero: https://www.toolshero.com/management/gibbs-reflective-cycle-graham-gibbs/




Conclusion 
At this phase you will be looking at what you could have done differently. Looking at
· What did not go well and what you could have done for it to have gone better
· Anything that did not work or did not go according to plan
· looking objectively at both positive and negative aspects of the experience.
Action Plan
In the final stage you can build an action plan using all the information that you have gathered together for the last 5 steps to build an action plan if you were to come to the same situation again.
The benefits of using this six-step model helps us to identify our strengths, areas for development and actions you can take to enhance your professional skills. Steps 1 - 3 relate to what happened during the experience and steps 4 - 6 focus on how you could improve on the experience and outcome in the future.
Using this model will allow you to improve in your daily jobs both academically and in your job to improve the way you work.

Identifying and using secondary research methods 
Secondary market research is when you use previously completed studies and apply the results to your own situation. These studies are easy enough to find via an internet search or by researching marketing journals 
Tools Hero, (2019). The Difference Between Primary and Secondary Research [online] Available at: [28 November 2019], https://www.thebalancesmb.com/differences-primary-and-secondary-research-2296908

Using Gibbs model of reflection, I am now going to give a real-life situation where I have had to identify and use secondary research methods in my place of work.
Description
Whilst working in my current place of employment I often have to resolve issues for a customer that will involve researching third party software that might conflict with our software. I will do this mainly by searching online and looking at forums and web articles for help.
In this particular example I had customer who had their IT support install an antivirus software and since then our software which they used had stopped working.
Usually in this instance we would ask the customer to speak to their IT support to temporally disable the antivirus so we can test if the software worked fine without the anti-virus software running. So we can determine what is the cause the issue. If we were to find that it is the anti-virus then we pass the issue back to the customer so that they can speak to their IT support to add exclusions to the software to allow are software to be set as safe in the anti-virus settings.
However the customer had advised that their IT support is refusing to disable the anti-virus even for a short time as claiming that it could be a threat to their network and the consequences of disabling the anti-virus even short term was too risky and as it was our software that was not working and everything other software was running fine with the anti-virus we should  be able to resolve the issue without disabling the anti-virus.
So, using search engines and looking at help forums online I had to research what solutions other users had with certain software not working and what actions they took.

Feelings
The issue with using secondary research methods in this case is that looking online is not always a reliable source of information as anyone could put information online and it may not be correct.
So, I was feeling uncertain and worried about looking online as I was not sure is the suggestions I found online would work.
Speaking to my supervisor about the situation he advised that using secondary research such as looking online was not in this case reliable. If we were to follow a suggestion online and it and it was incorrect or it may not be for the exact version of the software I could put the customer PC at risk with changing the settings.
Evaluation
When looking online I found sites that had ratings by other users of what they found worked for them.
I then did look at the anti-virus settings and try to make some changes that were suggested. However, I found once trying to make the changes I was not able to as the software had added security so only the administrator of the software could make such changes.  
Analysis
What I have learnt about this situation is after speaking to my supervisor he suggested that before I look any further with this matter I should get in contact with the IT Support for the company and speak to him about the issue , explain what findings I found online and then working together come up with a solution.
I then did mange to contact the customer IT support and together looking online and using his knowledge of the anti-virus we were together able to fix the issue.



Conclusion
What is good about this experience is I found that looking online can be helpful to get the information that you are looking to help you resolve issues. However, it should be checked carefully before following the instructions as the information might not be relevant to you.
I did spend a lot of time researching online and looking at forums before checking with my supervisor and second line team of what they would suggest and as they had more experience than myself and would have advise me if the information online is relevant and trustworthy.
Action Plan
My action plan if I was to come into the same situation again is : -
· Get contact details of IT support for the customer so that I can contact him
· Do my research online and gather all my findings to my supervisor or second line team so that it can be checked to see if the information is reliable and relevant
· Speak to the IT support of the customer explain my findings and together find a solution to resolve the issue for the customer.
Academic writing 
Academic writing is part of a complex process of finding, analysing and evaluating information, planning, structuring, editing and proofreading your work, and reflecting on feedback that underpins written assessment at university. There are lots of resources available to help you develop your skills relating to all stages of the process.
sheffield.ac.uk (2019). Academic Writing[online] Available at: [28 November 2019], https://www.sheffield.ac.uk/ssid/301/study-skills/writing

Using Gibbs reflective model, I will now reflect on academic writing in a real lift example. 
Description
As part of this course our first assignment “Employability Skills BMSK4001” was to write a paper using academic writing.
This is the first time I have produced an assignment where I have had to show skills of academic writing as in college, I studied programming where academic writing was not really used as it involved mainly practical work and little written assignments.
Feelings
This is the first time I have had to produce such an assignment and had no experience in academic writing so was feeling quite unsure if when I did complete the assignment it would show skills of my understanding of academic writing and all the information I have learnt whilst studying this module.
Evaluation
The assignment took me a lot longer that I was expecting as my lack of experience in academic writing meant that after looking at text books and online examples of academic writing I had to often changed my wording and how I wrote the assignment as I had to avoid using sentences in everyday communication and re word the sentence so it is written academically. 
I had to show my work that I had already to course tutors and they corrected me on my wording to avoid using slang words and jargon.
Analysis
After analyzing this situation, I found that I did give myself enough time learning how to write an assignment academically this meant I had to go back and reword the essay making me lose valuable time.
Speaking to course tutors about my assignment and attending workshops helped me to understand this better.
Conclusion
A good experience from this is that it will help me with future assignments and help me in my job as we sometime have to write user guides for customers where academic writing will help the guide look more professional and show skill.
As I had not a lot of experience in this it did take me a long time to produce assignment one as it was a skill that I had not anticipated that would be needed.
Action Plan 
This would be action plan for my next assignment that needed to show skill of academic writing.
· Plan ahead and do all the research needed for the assignment so I can have more time to write the assignment academically rather than using slang and everyday words
· Get the assignment checked by tutors in advance before the assignment is to be handed in so suggestions and changes can be made in advance
· Read online examples and text books to familiarize myself with writing styles.

 Working as a team to prepare a presentation
Now using Gibbs model of reflection, I will give an example of how I use his model to work as a team to prepare for a presentation.
Description
In my job in as an IT support representative we had a  new client who had a number of branches so we would be supporting all his staff at different branches and he wanted to meet all the support staff and to talk about how we do our job and how we handle a large number of incoming calls and what are response times were.
The director of our company suggested that he wanted our support staff to work as team to deliver a presentation to the new customer to show him how we worked.

Feelings
I was feeling quite over whelmed by working as a team to prepare for a presentation as working in an IT helpdesk we have a lot of incoming calls and would have little time to prepare for this presentation.
I was not sure that if all of us who worked on the helpdesk were giving a presentation to the new customer who would take the incoming calls from customer and handle the helpdesk.
None of us who worked in the helpdesk before had to deliver a presentation so we had no experience in this and was feeling quite nervous.
This was also a potential big client for the company and had the one biggest number of branches so it was important that we delivered a good presentation to the customer to show that we worked efficiently and were able to handle are work load.
Evaluation
What was good about this experience as even though all members of the support staff worked together logging incoming calls and resolving issues this was the first time that we would be working together to prepare for a presentation. This meant that we would build a closer relationship with each as we would have to work together face to face.
The issues that we had was it was difficult for us to organize a time for all us to sit together and discuss what were going to present and who will do each task. This was because we all had our work commitments as well.
We then spoke to our supervisor who then asked some other departments to take and log incoming calls for us so we could spend some time together to discuss how we would make the presentation.
Analysis
Originally, we all shared the tasks equally amongst ourselves so we all had a role to play in the presentation so that one person did not have more work that another.
However, we did not take into account that different members of the team had different strength and weaknesses. 
Belbin’s (e.g. 2010) team roles suggests that each person has certain strengths and weaknesses they bring to a group. While we didn’t think about our team members in the same way Belbin does, effective team work and work delegation seems to come from using people’s different strengths.
Belbin, M., 2010. Management teams: why they succeed or fail. 3rd ed. Oxford: Butterworth-Heinemann.
This meant that some of the roles of delivering a speech to the client was given to some of the more inexperienced and new members of staff that were not confident to give a speech.

[bookmark: _GoBack]We also did a power point presentation showing images and graphs to show the client how many calls we receive daily and what are response times were.


Conclusion
What I have learnt about this is that each member of our team have their own strengths and weakness and just because one person may be doing all the talking for the presentation and other members may just do all the research for the assignment it does not mean that one person is doing more work than another it just means that each task is given to the right member of the team best suited for the task.
Actions Plan 
From my above findings here is my action plan if I was to come into the same situation again :-
· Appoint a team leader this person will look at each person strengths and weaknesses and assign tasks to the right person for each task
· Make sure that we have spoken to our supervisor so we have enough time to prepare for the presentation and delegating our roles to other team members so that we can prepare.

Delivering a presentation
Now I will use Gibbs reflective model to explain how we delivered the presentation.
Description 
My self and my other team had already prepared for the presentation now we would be delivering the presentation.
The people attending the meeting were the CEO of the client and two of his mangers, as well the head of our sales team, myself and the other four members of support.
Feelings 
We were all extremely nervous as this is the first time were going to be delivering the presentation and felt quite intimidated as everyone was expecting for us to deliver a good presentation to impress the client.
Evaluation 
What was good about the presentation was that we spent a good a good amount of time preparing for the presentation and had a lot of figures and statistics on how we worked.
However, during the presentation, I felt that it was perhaps a bit too formal and had too much information on numbers and statistics.
We did not introduce ourselves and went straight into the presentation. I also think that the personation could have been a bit shorter as while in the presentation it did seem quite long.
Analysis 
According to Belbin’s team roles (2010) I would say that I was a team player. As I believe in helping other members to achieve their goals to improve the team performance.
I am also not good at making decisions and get easily under pressure which effects my performance.

Conclusions
Other members of the team performed well and I believe we gave a good presentation that was formal and gave the client a good insight to how we in the support department work.
The negatives I can say is that I felt that the presentation was a bit too long and we could have spent a bit more time introducing ourselves so the client gets to know us better and show that we are approachable and friendly.
Action Plan
My following bullet points are my action plan for what I would look at if we came into the same situation again.
· Introduce ourselves to client so he gets to know us better
· Not let the presentation run too long
· Open the end of the presentation to questions for the client to ask us















Recommendations

Identifying and using secondary research methods 
In this assignment and the examples, I gave were mostly on using the internet as a secondary research method however there are other secondary research methods such as 
· Journals
· Public libraries
· Books
· Magazines  
However, during this assignment, I had limitations in getting additional secondary research methods as I don’t have a car and getting to the library from where I live is a long distance, I also have two small children which means travelling by public transport during the winter months is very difficult.
Academic writing
I do not have a lot of experience in academic writing, I feel I could have done some more research in this area by going to workshops however I don’t have anyone to watch my children so was limited to what I could do.
Working as a team to prepare a presentation
This was easier to as I had other members of my team helping me prepare for the presentation, however I feel that we could have applied more theorist to help me prepare for the presentation as they would have given me a better understanding of working as a team.
Delivering a presentation
My recommendations for delivering a presentation would be that we should have filmed ourselves doing presenting so we could see ourselves and perhaps shorten the presentation so that it did not run too long. 










 References

Gibbs, G. (1988). Learning by Doing: A Guide to Teaching and Learning Methods. Oxford: Oxford Further Education Unit
Mulder, P. (2018). Gibbs Reflective Cycle by Graham Gibbs. Retrieved [2019] from ToolsHero: https://www.toolshero.com/management/gibbs-reflective-cycle-graham-gibbs/ 

Pears, R. & Shields, G. Cite Them Right. Basingstoke: Palgrave MacMillan, 2011. 

Cottrell, S.The Study Skills Handbook (2nd edition). Hampshire: Palgrave MacMillan, 
2003. 
sheffield.ac.uk (2019). Academic Writing[online] Available at: [28 November 2019], https://www.sheffield.ac.uk/ssid/301/study-skills/writing
Moon, J. (2006) Learning Journals: A Handbook for Reflective Practice and Professional Development. Oxon: Routledge.
Belbin, M., 2010. Management teams: why they succeed or fail. 3rd ed. Oxford: Butterworth-Heinemann.
Rahim, M.A., 2010. Managing conflict in organizations. 4th rev. ed.  Piscataway, NJ: Transaction Publishers.




image1.png
4 A

i

Employment
Skills




image2.png
Gibbs' Reflective Cycle

Q.




