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Executive Summary
I have reflected on some learnings that I have gained from this module in this report. I have analysed these tools using the Gibbs Reflective Cycle Model. The entire course included time management, summarising, CV writing, public speaking, and presentation learnings. All of these will support upgrading my academic and professional abilities and development. I can proudly say that this module improved my skills in different areas of my life.
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[bookmark: _Toc78835716]Introduction
[bookmark: _Hlk78820879]In this reflective report, I have reflected upon these several learnings during the entire course, such as time management, summarising, CV writing, public speaking and presentation learnings. All these learnings have enhanced my knowledge and competencies, and a complete reflection of these learnings has been provided using the Gibbs Reflective Cycle Model. The various stages of this model have been used to give a detailed analysis of all the education.
My goal is to demonstrate that I possess the qualities and transferable skills necessary for employment requiring some of my responsibilities. My goal is to show that I have the grades and transferable skills needed for a job requiring some of my duties.


[bookmark: _Toc78835717]Reflection 
The Gibbs Reflective Cycle appears to have been utilised to reflect upon all the learnings that have been learnt during the entire module. This model was developed by Graham Gibbs, an American psychologist and sociologist, first introduced in his book published in 1988 named "Learning by Doing". The six steps of this model comprise- description, feelings, evaluation, analysis, conclusion and action plan. All these stages have been used to reflect upon the learnings of the modules, such as time management, summarising, CV writing and public speaking, and presentation learnings (Alharahsheh and Pius, 2021). 
[image: ]
Figure 1- Gibbs Reflective Cycle Model 
Source: (Bintani, 2020)

[bookmark: _Toc78835718][bookmark: _Hlk78813542]Reflection 1 - Time Management Learning
[bookmark: _Hlk78818823]Description - During the entire module, I learned the importance of time management in personal and professional development. I also realised that it is essential to manage time to complete all the daily emotional and academic routines. Whilst I  knew that time management is necessary for theory,  I did not know how to manage time effectively. After undertaking this course, I learned about time management techniques such as making routines, planning, goal setting, decision-making, etc. The lecturers have also given relevant feedback during the course to improve our time management skills.
Feelings- I was very excited while doing the course, as I was getting an opportunity to learn many things every day. I was impressed to learn about the various effective techniques for managing time daily. I knew that it would be conducive to my professional development and thus undertook all the lessons in the course very gladly and happily.
Evaluation- The entire module was constructive, and it enhanced my knowledge and intellectual abilities. I came to know about several tools and techniques that can be helpful to manage time to maintain effectiveness in academics and professional life. However, a disadvantage of the course was that it was for a short duration, and I wanted to continue learning new things that could further enhance my knowledge.
Analysis- After undertaking the course, I discovered several advantages and disadvantages. I came to know that I possess time management abilities. However, I need to use more creative and systematic approaches to managing time, such as doing all the activities orderly, organised, and consistent planning. Also, I learned that it is essential to analyse myself to improve my weaknesses and enhance my strength.
Conclusion- The entire course was beneficial! I learned about several things that have increased my knowledge to a large extent. I have improved all the drawbacks that I possess, and I am working toward enhancing my time management skills.
Action Plan- I have decided to prepare an action plan to enhance my time management skills and abilities. I have thought of improving my time management abilities by preparing routines, and programs, setting goals and achieving them.


[bookmark: _Toc78835719]Reflection 2- Summarising Learning  
[bookmark: _Hlk78815967][bookmark: _Hlk78818853]Description- During the entire course, I learned the importance of summarising skills in personal and professional development. I also realised that it is indispensable to summarise all the essential concepts into small and easy points. This is an effective way of preparing notes. It enhances the academic skills of a student. I already knew that summarising is essential, but I did not know how to summarise concepts and prepare notes effectively. After undertaking this course, I learned about the several techniques of summarising and making to-the-point notes that are useful during exams. The professors have also given relevant feedback to improve our summarising skills (Griffiths et al., 2018).
Feelings -  I was very excited while doing the entire course, as I was getting an opportunity to learn effective summarising techniques every day. I knew that summarising skills were essential for my academic development and thus undertook all the lessons in the course regularly.
Evaluation: The continuous guidance that I received during the entire course and the motivation from the lecturer have made me more confident. I have learned the importance of possessing several employability skills that will increase my chances of getting good jobs in future. The overall course was beneficial, and the quality of learning that I received was also excellent.
Analysis- Moreover, I learned that it is essential to analyse myself and improve myself consistently to remain competitive in the employment market. 
Conclusion- The entire course was constructive, and I learned several things that have been significant in facilitating my academic and professional development. After undertaking this course, I learned about the several techniques of summarising and making to-the-point notes that are useful during exams and in a professional environment.
Action Plan- I have decided to prepare an action plan to enhance my summarising skills and abilities. I have thought of preparing all the notes for examinations using summarising techniques that I have learned during the course (Husam and Abraham, 2019). 

[bookmark: _Toc78835720]Reflection 3- CV Writing Learning  
[bookmark: _Hlk78817154][bookmark: _Hlk78818871]Description- Throughout the course, I learned the importance of CV writing skills in professional development. I also realised that preparing a practical and to-the-point CV is indispensable. The candidate's first impression creates a personal vision of them in the employer's mind. In this module, I learned how to form a related, brief and comprehensive CV to upgrade the chance of being selected by the employer. I learned about the several techniques for composing a to-the-point complete, and high-quality CV. 
Feelings- I was very excited while doing the course, as I was getting an opportunity to learn several practical techniques for preparing CVs. It was advantageous to learn about the various methods that are effective in enhancing chances of employment by preparing a good CV.
Evaluation- The entire course was a very effective one. The lecturer had designed the whole curriculum in a very thoughtful and logical manner. She delivered comprehensive and engaging lessons by giving practical demonstrations.
Analysis- Additionally, I learned that it is essential to avoid giving unnecessary details while preparing the CV. After undertaking the course, I also learned of several unique advantages and disadvantages that I possess. I have learned the importance of keeping several employability skills that will increase my chances of getting good jobs in future. Thus, the overall course was beneficial, and the quality of learning that I received was also excellent.
Conclusion- The entire course was beneficial, and I learned several things that have been very significant in facilitating my professional development. After undertaking this course, I learned about some effective CV-making techniques as it improves the chances of selection by the employer.
Action Plan- The entire course was helpful, and the teacher taught relevant techniques of CV making. The continuous guidance that I received during the whole module and the motivation from the lecturer has made me more confident. I have decided to prepare an action plan to prepare effective CVs. I plan to apply the course learnings practically while making a CV. 




[bookmark: _Toc78835721]Reflection 4- Public speaking and giving presentations Learning 
Description-I learned the importance of public speaking and giving good presentations. I also realised that it is vital to improve my communication skills for delivering good presentations. Also, it is needed to be prepared traditional introductions to attract clients and explain relevant proposals and business functions in the corporate world. An employee who is good at public speaking is widely preferred by the employer and makes an individual's personality more attractive. After undertaking this course, I learned several techniques for preparing effective presentations and speaking confidently and clearly in public. 
Feelings- I was excited to get an opportunity to learn several practical techniques for enhancing my presentation-making and public speaking skills. I have become more confident in delivering speeches and communicating with people effectively. I knew that preparing the entire learning would be essential for improving my employability and enhancing professional development, and thus, I undertook all the lessons in the course regularly.
Evaluation- Thus, the overall course was beneficial, and the quality of Learning that I received was high. I also realised that improving speaking abilities and constant coverage is essential for effective presentation-making and delivery.
Analysis - I also learned the several advantages and disadvantages that I possess. I have learned the importance of maintaining several employability skills that will increase my chances of getting good jobs in future. 
Conclusion- After undertaking this course, I learned about the several techniques of effective communication, presentation-making and delivering..., and it will improve the chances of my selection by the employer. Thus, the entire course was beneficial, and I learned several things that have been very significant in facilitating my professional development. 
Action Plan- The entire course was proper, and the lecturer taught relevant techniques for enhancing communication. I received continuous guidance, making me more confident and thorough in explaining things appropriately and effectively. As a result, I have become more confident. I have decided to prepare an action plan to improve my public speaking and presentation skills. 

[bookmark: _Toc78835722]Conclusion
In conclusion, the entire course was beneficial, and I understand that it is indispensable to manage time to complete all the daily personal and academic routines. I came to know the importance of summarising skills in both individual as well as professional development. I also realised that it is essential to summarise all the crucial concepts into small and easy points. I also realised that it is vital to prepare a beautiful and to-the-point CV, and I have already used it in my real life to apply for a new position. I came to know the importance of public speaking and giving good presentations. I still struggle with presenting myself in the best way possible but believe that more practice will help me improve it and achieve good results. It is very thankful for the chance to learn how to use these critical tools in my personal and professional life. I hope I have shown clearly that the 
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