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[bookmark: _Toc112514430]Introduction
The approach reflection provides clear knowledge in order to understand the significance of certain factors in the process of learning and development. The factors which are discussed in this contract involve time management along with the skills of organising the study, academic study, public speaking and giving presentations. Furthermore, with the help of Gibbs's reflective cycle, the study presents the development of my knowledge in order to enhance my existing skills. These factors helped me to achieve my goals and success in order to present outstanding productivity during the process of learning and development. The approach of skill development is considered to be a significant approach in order to establishing a strong foundation for a thriving future. 
[bookmark: _Toc112514431]Main body
[bookmark: _Toc112514432]Topic 1: Time Management
[bookmark: _Toc112514433]Introduction
The approach of effective time management skills helped the students to achieve their goals in less time (Adams and Blair, 2019). The efficient use of time helps in the reduction of stress along with the analysis of the items from the syllabus. The approach of time management helps in ensuring the good preparation of the academic journey, where the skill of organising helps in focusing and managing the activities of daily life along with the completion of the academic assignments at the appropriate time. The skill of time management is further observed to enhance success along with significant benefits over the process of learning and practice. 
[bookmark: _Toc112514434]Gibbs reflective cycle
[image: ]
Figure 1: Gibbs Reflective Cycle
(Source: Self-Created)
Description
The description of the skill helps in the analysis of the benefits which can be obtained in the process of learning and development. With effective skills in time management, I observed that the tasks in the academic journey could be effectively completed. The description provides the inclusion of certain essential factors, such as planning, prioritising and goal setting, which helped me to complete the provided assignments. 
Feelings
The feelings are evaluated as the positive impacts on work and life events. The approach of time management helps in the improvement of the ability in order to complete activities and make effective and efficient decisions (Hernández Lara et al., 2018). Furthermore, this skill helped me to gain ultimate control of the key priority’s issues.  
Evaluation
The positive aspects of the learning situation involve the completion of tasks along with the inclusion of planning which helps in the process of goal setting. The negative aspects which were analysed were the difficulty in managing the tasks and multitasking. The approach which went well included the aspect where the process of time management helped me to complete my assignment. 
Analysis
Analysing the skills of time management, it can be stated that this skill helped me to manage my time during the academic session. It was analysed that I woke up early and planned for various tasks. Moreover, these skills provided the aspects of benefits and theories of time management, which helped me to understand the various other skills appropriately. 
Action plan
The action plan includes the time which was required for me to adapt the skills and improve my existing skills. The time taken to analyse the various factors, along with the essential skills of time management, was completed for around a period of 3-4 months. The respective time period provides an in-depth analysis of the time management skills in the academic learning and development journey.  
Conclusion
The conclusion of the reflective journey provided a significant benefit which helped me to manage the difficult tasks during the academic journey. Furthermore, with the help of time management skills, I completed my assignment goals within a period of three to four months. Lastly, the time management skills lead to certain negative impacts, which were later managed with the inclusion of other significant skills.  
[bookmark: _Toc112514435]Summary 
The journey of reflection on the skills of time management helped me to gain confidence in order to manage the complicated task within the estimated time period. With the help of time management skills, I helped me to work out the goals with the inclusion of effective strategies and techniques such as planning and organising. 
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[bookmark: _Toc112514437]Introduction
The approach of organising study helped me to execute the assigned tasks in a much easier approach. Furthermore, the skills of organising skill help me to work effectively and faster along with mitigating the barriers in the learning and development phase (Battina, 2021). In this context, it can be stated that the approach of an individual with strong study and organisation skills helps the students to divide the class notes and assignments in order to use time efficiently in order to complete the tasks. The approach of organising study helps me to review the class note along with effectively analyse the course reading and practising those studies effectively.   
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Description
The description of the skill is explained as the benefit, which helped me to analyse the complex task along with dividing the task into various subcategories. Description of the skill helps me to analyse that the differentiation of the task provides an easy and clear approach in order to manage the syllabus and complete the tasks of the academic process.  
Feelings
The feelings of the event are explained as the development of significant aspects which helped me to manage the complex work. Organising skills help me to sub-categorise the task and provide the essential efforts to the tasks for the completion of the academic syllabus. The feelings are further observed to be positive in order to manage the different subjects and analyse their significance.  
Evaluation
The evaluation of the events helped to analyse that the positive aspect of the skills is to manage the different tasks in order to complete the entire syllabus within appropriate time intervals. The negative impacts which were imposed were the complication where the inclusion of different tools and techniques helped me to manage the negative approaches.  
Analysis
The analysis of the events helped me to manage the challenging and burdening aspects which were faced during the learning journey. The approach to organising study helped me to prioritise the tasks along with making and adhering to the timetables (Nair et al., 2020). Furthermore, the approach of time management helped me to manage the difficult syllabus along with avoiding procrastination. 
Action plan
The action plan, which can be estimated for the development of the skills and learning journey, involves a time period of around two to three months. During this time, I managed to organise the tasks according to priority, which helped me to analyse the significance of each task and assignment. 
Conclusion
The learning journey is summarised as the crucial approach which not only helps an individual in the educational purpose but in the activities of life and work as well. The approach of organisational study helped me to plan the tasks and subjects, which provided the skills for managing my time as well.  
[bookmark: _Toc112514439]Summary
The summary of the overall experiences is considered to be crucial in order to evaluate the purpose of the academic learning journey. Organising studies play a crucial role in the management of time and reduction of stress from academic activities. Furthermore, the time period required for the development of the skill helped me to analyse the significance of other necessary skills related to organising as well. 
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[bookmark: _Toc112514441]Introduction
The approach of academic writing is observed to be a crucial tool of communication which helps in acquiring effective knowledge in the specific field of study (Regmi and Jones, 2020). Furthermore, with the skills of academic writing, I analysed that the approach to convey my understanding, along with the inclusion of the factors of critical thinking and effective techniques and styles, plays a crucial role. The approach of academic skills effectively helps in the management of grammar along with spelling and punctuation, which plays a major role in the process of communication. Lastly, it can be explained that the approach of academic writing skills helps in the effective expression of the ideas and messages clearly and directly to the listeners.  
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Description
The description of the skill is explained as the significant factor which gave confidence and reflected outstanding communication during presentations. Furthermore, with the help of this skill, I learned the approach to analysing the tasks along with the exploration of the subjects in depth and planning the structures along with the inclusion of quality ideas and facts. 
Feelings
The significant feeling involved with the skills is the approach to persuade a subject along with analysing and synthesising the information, which must be incorporated into the study plan. Lastly, the approach to provide the necessary and essential information to others is also considered as the crucial benefit of the skill. 
Evaluation
The evaluation of the skill presents the significant benefit where the skill helps in better expression of oneself along with generating the message to the readers. Lastly, it can be explained that the skill helped in leveraging me to achieve the aspects which help in meeting the needs of an individual. 
Analysis
The analysis of the academic skills helped me to become an effective and efficient communicator along with the improvement of my reading skills which is considered as a crucial job skill (Ilardo and Speciale, 2020). With the help of effective academic writing skills, I can further create a well-crafted application along with other factors of resume and cover letter. 
Action plan
The action plan in this situation presents the time span of six months in order to develop the respective skills. During this time period, I analysed that these skills helped me to include the factors of descriptive, analytical, persuasive and critical factors in the academic learning and journey process. 
Conclusion 
The learning journey has helped me to manage the complexity of the learning process along with the inclusion of formal language facilitating effective communication. Furthermore, this skill helped me to analyse the facts and figures in the learning process precisely. Lastly, the skill of academic writing helped me to analyse objectivity over the duration of six months.  
[bookmark: _Toc112514443]Summary
The learning journey summarises the significant benefit where academic writing tremulously helped me to develop the skills in order to effectively get a job. The approach of academic writing skills presents the benefit of research, planning along with grammar and clarity. Lastly, it can be summarised as the approach of academic writing helped me to revise and edit the subjects and to present effective skills of communication.  
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The approach of public speaking is explained as the soft skills which help in requiring excellent communication skills, enthusiasm and the ability to engage with other audiences (Mishra and Mishra, 2020). The approach of soft skills is considered to be an interpersonal skill which provides less technical and effective techniques in order to interact with others. Furthermore, the approach of public speakers helps in presenting informative knowledge to other groups. Analysing the significance of the skills of public speaking helps in engaging the audience and gaining their trust in the process of learning and development. Furthermore, with the help of this skill, I developed myself as likeable and believable, along with providing inspiration to others. 
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Description
The description of the skill is explained as the primary goal, which helps in informing the audience along with persuading the audience. Furthermore, the approach to public speaking has helped me to include effective skills for career advancement along with presenting creativity and critical thinking skills, leadership abilities which lead to boosting my confidence.  
Feelings
The feelings of the learning journey have helped me to boost my confidence in order to achieve the targets during the academic journey process. Furthermore, the approach of public speaking helped me to convey my message and thoughts to others which provided a clear and concise approach to communicating and generating feedback (Knight et al., 2020).  
Evaluation
Evaluating the significance of public speaking in the academic learning process, it can be stated that public speaking is considered to be crucial in order to discuss ideas and address the information to others. Furthermore, it can be stated that effective communication helps in the development of crucial skills in the process of learning and development. 
Analysis
The approach of public speaking helps in the structuring of the information along with persuasive benefits (Cohen et al., 2019). The approach of the skill helps in boosting the confidence of the students and to become better communicators and leaders. These skills helped me to manage the complexity of the process of academic learning and to mitigate the negative impacts of the respective journey.   
Action plan
The action plan of the skill is explained as the time taken in order to develop the essential skill along with the enhancement of the academic progress. The time taken for the completion of the academic skill is about four to six months. During this time, I gained confidence in order to convey my messages effectively to others.   
Conclusion
The skill is summarised as the benefit which helps in order to gain confidence and to convey the messages to others. With the help of this skill, I developed the confidence to present debates in the classroom in order to present effective and essential information. This skill helped in manage and presented my academic thoughts to other classmates.    
[bookmark: _Toc112514447]Summary
The summary of the reflection process explains the significant benefit of public speaking, which fosters the bonds of effective communication. These skills help me in feeling confident and practice and overcome the fears of speaking in front of others. Furthermore, it can be stated that speaking at various events is considered to be an effective approach to building credibility. 
[bookmark: _Toc112514448]Conclusion
The study summarises the significant benefits of the skills in the learning and development process. With the help of Gibbs reflective cycle, the significant benefit of the skills of time management, public speaking and presentation, organisation study and academic skills help an individual to gain considerable skills and benefits. 
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