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In this report, I go through three skills that I have learnt in class which are time-management, reflective writing, CV writing and public speaking / presentation. I use different reflection techniques like Gibbs' Reflective Cycle' and Kolb's experiential learning cycle. I explain what I felt about the topics before we began learning them and how I feel now after we have learned them. I also explain how the skills I have learned have been very useful to me in my everyday and professional life. I use heading to show what I am going to talk about. I use the Harvard referencing system as well to reference anything that I have found out online through doing my own research. I also finish the report with a conclusion 

[bookmark: _ziaq4b34mkl9]Time Management
First of all, I am going to reflect on learning about time management and explain what I found interesting about what we learned and what has been helpful I'm also going to talk about what I knew before we began learning about time management in class. I will use the Gibbs' Reflective cycle' to talk about time management. As a chef, I have to use time management skills all of the time, for example, when I prepare the food before service begins and to make sure that I don't spend too much time preparing, which could potentially cause chaos later on when service starts. I have used techniques such as to-do lists before because they are easy to use, and I can write down everything I need to do on a piece of paper to then stay on track. I have used them for much of my life to-do lists have helped me to make sure I complete all of the tasks I have to do in the day. However, I have not used more advanced techniques that we have learnt in class before, such as the Eisenhower Method, and this is a technique where you can organise tasks into four different levels being important, urgent, important, not urgent, not important, delegate and not important delete. It is a very good technique because after you have put all of your tasks into the four different levels, it is easy to tell what task you should start off with and what tasks you shouldn't prioritise or delete. I have also used this technique in my personal life when organising what tasks I should do and when, for example, going food shopping or tidying the home. 

Outside of the classroom, I have looked into the Eisenhower Method more and researched where the technique came from. I have referenced the website I looked at on page 6. After reading through this article, I learned that the technique is named after the 34th president of the United States whose names Dwight Eisenhower (Clear, J). I have found the weekly calendar with hours template useful as well because it is simple to follow, and it allows me to organise my time more productively and efficiently see what I have to do and when. I have researched what this technique is called and I found out it is called time blocking. I have researched it more online and have found out Benjamin Franklin used the technique to make sure he completed all of the tasks he had to do every day efficiently (Anon). Time blocking is where you plan out your day by blocking certain times to do specific tasks. For example, you could block out from 9 AM to 12 PM for university work. The method of time blocking makes sure you don't waste time thinking about what you should be doing instead, every hour is already given a task to do. Time blocking is also good as you can more easily plan around your day knowing when you are free and when you are not free. In conclusion, after learning about different time management methods, it has opened my eyes to how many different ways there are to manage my time. The Eisenhower method is the one that I will start using more. My feelings about the different time-management method is that I am really interested in the background behind them because I if know who created the system I want to use it more in my life. I have discovered a lot about how there are different ways of managing time and there is no right way. I like to try all of the different methods so I know how they all work then pick one that fits my lifestyle more and I find easier to use and is more effective for me.

[bookmark: _mrf8nlc0u5q0]Reflective Writing
The next topic that I am going to write about is reflective writing. I am going to use the Kolbs experimental learning cycle when I write aboutreflective writing. Before we learnt about reflective writing in class, I didn't know there we so many different types. We have learned other techniques in class, such as Gibbs' Refective Cycle' (1988), Kolbs' Experimental Learning Cycle' (1984) and Driscoll's Model (1994,2000). Gibbs' Refective Cycle' is a model of reflection with six main stages description, feelings, evaluation, analysis, conclusion and action plan. It is a good reflection method because it is in time order so is easy to follow. Another model is the Kolbs' Experimental Learning Cycle’, this is a model where four main stages are concrete experience, reflective observation, abstract conceptualisation and active experimentation. This technique has two fewer stages than the Gibbs method. In the Kolbs method, you start off with the new experience and then reflect on the experience showing understanding after that you think of new ideas based on the reflection you made. Finally, you apply what you have learnt or spoken about to real-world examples. The final method of reflection that we went over is Driscoll's Model this is where you start by having an experience then talk about the experience you had, then talk about the importance of the experience and finally talk about what impact that experience has had on you now. I have also done my own research about other reflection models. I have read about John's Model of reflection. John's Model of reflection is where you look inwards, think about your ideas and also look outwards, thinking about your actions in the situation and asking yourself if they were ethical (Chiplin, J). Overall, learning about the different reflection models was very useful and interesting. It is a skill that I want to use more in my future writing and it is a skill that I want to improve on.

[bookmark: _azlvk88bszs8] CV Writing 
I am now going to reflect on learning about CV writing which I found very useful to learn about, I have used the Gibbs reflective cycle method here. I want to improve my CV writing skills and also become better at reading others' CVs to know I am selecting the right person. First of all I learned what exactly a CV is and it is a document aimed at convincing an employer about who you are, your qualifications, work experience and your skills. I've learnt that you should start with a personal statement that explains in summary who you are and what skills you have in brief. Later on, in the CV, you should explain your qualifications, work experience, hobbies and interests. Following a good structure makes the CV easier to read and should increase your chances of being selected for a job.I have also learned that you should use a simple format and not make it too complicated because you want whoever is reading to understand what you can offer to the team simply. I have also researched tips for making a good CV.  Tips I found useful were keeping it no longer than two pages long, understanding the job you are applying to, and keeping your CV updated so it's always ready to send (Cowan, K). You always want to be clear with your writing when you write a CV; this is definitely what I will do in the future. In conclusion, after learning about CVs, I am now more confident when I write my own one and also when I read people in the future. I now know what should be within a good CV, the structure of a good CV and how I can improve my CV.

[bookmark: _4wtwpibgfvf0]Public Speaking and Giving Presentations 
Finally, I am going to reflect on the presentation that I created and presented to the class. I will use the Gibbs reflective cycle method. I had not a lot of experience presenting presentations to a group setting, so I wanted to prepare for it as much as possible. I took time to create my PowerPoint and made sure it was clear to understand and contained all necessary information. Before presenting it to the class, I also practised presenting it to make sure I was confident when I was doing it. I also added some colour to my presentation to make it attractive to the eye so it wasn't boring to look at. I used moodle to prepare the presentation from week 7, which has tips about body language and length. I tried to speak slower throughout so everyone could understand. I also used the internet to search for tips to improve my presentation The website I used gave tips such as working on stage presence, being confident and smiling throughout. I believe the presentation could have been better if I had used the 10 20 30 rule for presentations that I have recently learned. This is a rule I have referenced below and is a good one to use as it keeps the presentation engaging (Shonna W). I could have used a few more pictures and diagrams however I didn't want to add too much to the slides because it could have made them complicated. I am proud of the presentation I gave and believe that everyone understood what I was saying and that the presentation was easy to keep up with. I think that my presentation also contained all of the information I wanted it to and was engaging. 

I am comfortable at public speaking, as I have done it before in the kitchen a lot of times and am naturally a confident person. I believe I described my presentation well and had a positive body lanuage. However I want to work on my presentation and public skills because I know I can always be better and I think if I do more presentations and public speaking tasks I will get better over time.

[bookmark: _qyw8wvlb5xv1]Conclusion
In conclusion, after completing this module, I have learned so much about a range of skills that will help me to become more employable. I have found so many of the different skills interesting to learn about. I feel that some skills were easier for me to understand, and some were harder, but with time and patience, I now feel I have a good understanding of all the skills. The report hopefully shows that I have understood the skills well. With the skills, I have done my own research to better my understanding of the skills. With some of the skills we learnt I was naturally more experienced in them and others were not as confident, mostly the IT skills like CV writing. I now believe I am better at understanding and writing a CV. 
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