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INTRODUCTION 

This report provides information about the topics I have personally learned through this semester, and my reflection on these topics. It will consist of how these topics have helped me develop my skills and how it affects my life. 
This report also shows all the learning and understanding outside the class, and all the reflections on feedbacks received during my class. 
Report will introduce particular attention to Time Management skills, reflection, Cv writing and public speaking and presentation and the final section includes all the references from where I have used articles and quotes to paraphrase my understanding. 
The objective of this report is to dwell and reflect upon what I have learned and applied from this course that has taught me a lot and how I have used it to help me in my real life. 













TIME MANAGEMENT / ORGANISING STUDY

Time Management is the process of organizing and planning how you would divide your time in-between all the other activities going on in your life. With an ability of good time management skill, it will enable you to work smarter and get things done in less period of time, so you can make use of time more efficiently. 

We all have the same amount of time a day, not an hour less, So I often think how others achieve more in such short time, the answer to that question is time management. 

During the class of Time Management, we did as a class an activity which asked us to write down in the past 48 hours how much time each activity took during the day, just by doing this activity I came to realise that my time management was not good enough as I noticed how much time I wasted during those two days and how I could only see it after writing it down and considering what improvements I could have made going on forward. 

I started my personal planning diary as a result of practising good time management skills, I write down all my day-to-day activities and all the things I need to get done. Which also includes small daily activities like cleaning the room, laundry, cooking etc. It has also helped me a lot in the job I do currently which is a Dental admin/ Receptionist. Managing time is a huge part of what I do on a daily basis at work, as I have to manage time of mine and it will result on good service from our doctors to the patients too. My diary helps me a lot in getting my job done easily in a day, I even put alarms when I do certain things, so I have a good control over how much time I spent for some things. Even as an example while I am doing this report, I manage my time easily by planning how long I will focus on this to when I will do other things today. 
I also had the idea to conduct a little experiment at my workplace to see who has better time management skills or the different ways to achieve a good time management. So, I asked my manager to give the same number of tasks for me and my colleague at work and see who does them in a more organised and time saving manner. 
The outcome of this task was not what I expected as we both had very different ways to approach the tasks, while I wrote down my tasks in order of what I prioritise the most, my colleague just did the tasks in no order but in a time managed way. As a result, I was able to complete all my tasks in time because I gave in less time for the least important and easy tasks and more time on the tasks that needed more attention and focus. Therefore, what I concluded from this task was that it is not only about being focused in getting things done, but also mainly about the organisation and the procrastination that helps in maintaining good time management skills. You should always be able to plan well in order and decide before you start on how it will end up. 










REFLECTION
Reflection is the way we learn from an experience in order to understand and develop a practice. We reflect on things every day without even realising it, Reflection is basically when we do something we think of what outcome it could have or had and learning from that specific incident which will help us in the future when similar incidents happen. When it comes to personal and daily life reflection helps a lot in the way we see and react to things and how we understand our mistakes.
When it comes to academic’s reflection is how you identify and evaluate what you have learned. 


GIBS REFLECTIVE CYCLE
Gibbs Reflective cycle can be used as a great example or way to reflect on something. 
‘’It is not sufficient to have an experience in order to learn. Without reflecting on this experience, it may be quickly forgotten, or its learning potential is lost.’’ (Gibbs, 1998,)
This cycle reflects through six different factors:
· Description- the subject or the learner recalls the activity with accuracy. 
· Feelings- The subject evaluates his or her reactions to the event.
· Evaluation- Later the subject thinks about the positive and negative effects of the activity. 
· Analysis- The learner mixes personal interactions with it and research.
· Conclusion- The subject then summarises responses to the events and how it will be better in the future. 
· Action plan- A method that’s used to form ana action as an outcome or result of the situation. 



In order to reflect on some things be it life, or academically you have taken into consideration your feelings first, see what you feel about the topic and then later on evaluate what went negative? what was the positive side of the situation? what can I do to make things better? 
After evaluating and having answer to most of these questions then you can come into a conclusion, it will help you get an idea of how this situation has affected you and what to do later on when it happens again. 
Finally, you can take action for your reflection. 

There are many other ways and tactics used towards reflection like Kolb’s Experiential Learning cycle (1984), Driscoll’s Model (1994)






CV WRITING
A cv is a document that shows your employer of who you are, and all your qualifications and work experiences and also your skills that that gives you a chance to progress professionally.  

I have chosen to reflect on this topic using an article from a service known as Personal career management which is Uk’s leading provider of career services to individuals. Also, from the book ‘’You are Hired’’ by Corinne Mills. 

The things that should be included in a basic Cv is very important. Because these are what the employer sees very first thing maybe even before calling you in for an interview. It is basically the first impression. 

A cv must include the following:
· Contact Details – A cv should be headed with your name, email address and a phone number and email they can use to reach you. 
· Profile – Including the key skills and the experiences that supports the job is a key point. 
· Employment History – Showing the employer your experience in all the other work you have done is very helpful for them to know the tasks you are capable of and the skills you possess. 
· Additional Information – Information like how many languages you speak, IT skills, or even hobbies maybe an additional support towards your application. 
· Format of a CV- It should be plainly formatted as possible, make sure not include tables or graphs, this is to make sure CV is uploaded easily into databases. 
To provide an example of how I can use the Gibbs reflective cycle to reflect on this specific topic. Many years ago, when my cv was first made the outline of my cv was not great at all which I had no idea about at that time, I was feeling that my cv had a good basic everything until one day when I was hired by Marks and Spencer and I had my first interview the manager told me she is glad she saw me in person as if it was for my cv it would not have been a great first impression. I was only 15 and I didn’t have much work experience, therefore my cv was plain and just with my information that too with different colours and fonts I just wanted it to look pretty. What I could have done was to research more and gotten help from someone to make the cv for me. Later on, as I started working more and gaining more experience, I made a cv that fit all the criteria’s. 
As show in the picture below is a great example of what a cv should include. It is simple but has all the information, sometimes people also prefer to add a picture of themselves. 





PUBLIC SPEAKING AND GIVING PRESENTATIONS
Giving presentations includes public speaking skills, it is easy to get nervous and anxious when speaking Infront of people. I believe being confident and prepared for the presentation is the way to go. Taking as an example when I did the presentation a week ago for this same course, I was very nervous at first but the moment I started giving out my presentation I was very confident, and I said everything by being clear and not scared at all. 
I will reflect on this topic using an article I read online while I was doing my research from the Harvard Business Review. 
It is known that great presenters use less words and less slides to express themselves, for example one of the greatest speeches given by John F. Kennedy’s inauguration was under 15 minutes. 
Great presenters don’t tend to use bullet points, they believe it is a simple way but a least effective way to get your point across the audience. Steve Jobs is one of the greatest presenters of his time and he barely used bullet points, he instead used pictures and texts. 
An experiment conducted to prove memory and communication found as a result that information delivered in images and pictures are more likely to be remembered than using words. The scientist call this ‘’pictorial superiority’’. 
According to molecular biologist John Medina ‘’ Her a piece of information and three days later you will only remember 10% of it and of a picture or an image you will remember 65% of it.

Rehearsals make a. huge effect on how great your presentation is, when you will be speaking in public if you have rehearsed before to your friends or family it tends to show a huge improvement. 
Writing notes can help you remember the key points that you would like to present, also your voice plays a huge role in your speech or presentation, you can see how confident a person is by listening to their voice. At the end of the day too much practise can also be an issue, the key point is to be yourself. 
I have always been a very good people person so public speaking never bothered me so much. Even though I have learned a lot from these topics on how to structure my presentation and speeches. 






To conclude my report, I have reflected on the topics I have learned using several examples of articles that I have found on the internet and my own understandings. I have also used exampled from Authors and famous idols of time. 
To summarise, these topics have helped me gain so much knowledge, and progress which I can also apply to my day-to-day life. 
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