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Reflective and effective learning plays a vital role in developing academic and employability skills. This method of learning enables students to self–assess and understand their own learning. It also helps students plan and manage their studies while effectively working with different in teams (Cottrell, 2019). In addition the author provides seven approaches of learning in academic and employability skills. The approaches can be used by students through; trusting own intelligence, personalising own learning, taking responsibility, active learning, learning through sense and movement, identifying learning interests and treating learning as a journey. This will enable students to proactively manage learning challenges and employ a transformational learning experience.  
Moreover Morgan (2020) agrees stating that, students can employ reflective learning in academic and employability skills through different skills such as: academic, adaptive, transferable and employability skills. In addition the author states that reflective learning contributes to student’s active learning and intelligence. Also students can use the skills in learning and improving their employment perspective. Furthermore Maund, Schriek and Tinkler (2017) argue that, skills learned in higher education helps students in a workplace. They help students in; communicating effectively, solving problems, decision making, conducting research and professional career development.
Hence this academic report will reflect on the attained learning from the Academic and Employability Skills module. In order to achieve this, the report will use the Gibb’s ‘Reflective Cycle’ as a recognised model of reflection. The Gibb’s ‘Reflective Cycle’ model of reflection will be applied on three topics covered in the Academic and Employability Skills module. The topics will include; reflection, time management, and presentation. The academic report will consider personal experiences and learning undertaken outside the classroom on the topics. It will also analyse published literature on the topics and use feedback from in-class activities. Lastly the report with provide a conclusion on learning outcomes and benefits of the Academic and Employability skills module to own academic and employment prospective.
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According to Cambridge Assessment International Education (2020) and Wain (2017), there are different models of reflection that enhance learning. This models of learning help enhance learning and reflection on academic and employability skills. These reflection models include:  Kolb’s learning Cycle (1984), Gibbs’ Reflective cycle (1988), Johns (2000) and, 'Reflection-in-action' and 'reflection-on-action (Schon 1983)’.
 According Sewell (2017) Gibbs’ reflective cycle was developed to provide systematic and structured learning from experiences and takes into account feelings around the experience. This Gibbs’ model of reflection employs different cyclical phases that influence the outcome of the next phase. This Gibbs’ reflective cycle model of reflection allows students to build on their learning experience and develop more insight on their skills and decisions (Cambridge Assessment International Education, 2021). 
The Gibbs’ reflective model includes six different phases that challenger a leaner to their experience. The six phases include: description, feelings, evaluation, analysis, conclusion, and action plan (Wain, 2017). The first phase seeks to describe a leaners experience with accurate account of what happened and drawing an impartial conclusion. The second phase seeks to identify reactions and feelings to the situation or experience. Then a learner makes a valuable judgement by identifying pros and cons of the experience. The fourth phase is analysis phase of the experience in making sense of the situation through research and published literature. The next phase a learner draws a conclusion from what has been learned and best future response. Lastly the learner puts an action plan on the best steps to undertake from the experience and what could be done differently on the experience next time (Wain, 2017). 
Hence this academic report will focus on using the Gibbs’ reflective cycle model in discussing learning outcomes from the academic and employability module. The model will also be applied on the chosen topics below covered on the Academic and Employability skills model. It will also include a learning experience on each topic that provides different example that can be analysed by the Gibbs’ reflective module.  
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According to Wain (2017) the term ‘reflection’ refers to a learning process of analysing skills and experience in-order to learn and improve. The author states that, ‘reflection’ is a constant in-depth evolving process. It involves students or practitioners reviewing a situation or experience in analysing: what happened, their thought process, action taken and how they could improve the experience. In addition Cambridge Assessment International Education (2020) supports the argument by stating that, ‘reflection’ is a repetitive reflective cycle that involves teaching, self-assessment, consideration and practise. Both authors agree that, ‘reflection’ helps to encourage innovation, making better decision, increase self-awareness, personal growth, and develop critical thinking. 
Gibbs’ reflective model is a useful tool in conducting a reflection process. This model enables students to perform a constant structured reflective experience. Students can undertake reflective writing or reporting through critical thinking and gaining in-depth insights on subject. This can be achieved through: looking back at an idea, analysing the event and practical application of the learning (Sewell, 2017). 
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Reflection process has been useful in learning the academic and employability skills module. The process has helped to adopt the Gibbs’ model of reflection in everyday experience. This topic proved more insight on the importance of reflecting on experience and skill. I have used Gibbs’ model of reflection in reflective writing and reflection on current situation as a new university student.
In reflective writing as student, I was able to reflective on my previous reflective writing and published academic writing to improve my reflecting and reporting. I was not aware on how to apply Gibbs’ reflective model on my reflective writing. This topic enabled to assess my reflective writing by understanding literature through comparison, analysis, summarising and setting an action plan. As a result I was able to use academic theories, apply different learning models, and set an academic benchmark.
Moreover Gibbs’ reflective model has enabled me to evaluate my progress as a university student. I was nervous and keen to undertake my health and social care course. This was contributed by learning online and challenges faced to the Covid-19 lockdown.  This topic helped apply Gibbs’ reflective model in comprehending the situation. The model helped: present a clear picture of the situation, understand my nervous felling. It also helped identified the pros and cons of studying online. As result it depicted an experience of a new student balancing work, studies and life situations. Hence I draw a conclusion from looking at the situation. I should planned better to manage the new work load of studies. This helped set an action plan in undertaking my studies. Since then, I have been calm, challenging my knowledge, contributing in class and submitting tasks on time with planning. It has also helped arrange and manage my work, studies and life by having a time table and monitoring progress in class. 
Hence this topic has allowed be to more creative in reflective writing. It has also helped me with applying emotional intelligence and overcome assumption. It will also help in maintain a study/work and life balance.
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Time management refers to process of planning, organising and allocating time spent on different activities. It involves using time effectively and balancing time to meet different aspects of an activity or task (MindTools, 2021). In addition Whetten and Cameron (2002) state that, there are basic time management principles to aid time management. These principles include directing effort appropriately and effectively on preferred tasks in maximising time spent on the tasks.  It also includes reducing time wastage on tasks. Hence managing time is vital in determining importance of tasks and the urgency in completing them. 
Moreover Entrepreneur Handbook (2021) states that, there are seven proven techniques for time management. These seven top tips include: prioritizing achievable tasks, delegation, using time management software, Pomodoro technique, communication, saying no and rota management systems. As a result these techniques will improve: efficiency, productivity, professional reputation and achievement of set goals. On the other hand lack of time management can lead to: poor quality of work, missing targets, increase stress level and a poor reputation (MindTools, 2021).  
Gibbs’ reflective Module can be used to assess the effectiveness of time management on a task. The reflective module is used to provide structured learning outcomes from a time management task. The reflective module helps ascertain the specific time managed task and identifying the feelings associated in completing the task.  It also helps evaluate the pro and cons of completing the task on time while making sense of the situation. Hence a conclusion can be drawn from it and setting an action of the best action to be undertaken on the next task. As a result students can prioritise tasks from high to low and learn from the experience (Waterworth, 2003).  

[bookmark: _Toc70101277]LEARNING EXPERIENCE

This topic helped apply Gibbs’ reflective cycle module in analysis time management in the workplace tasks. As a receptionist I was given daily tasks whilst performing my daily administrative tasks. I was able to reflect on my time management skills on tasks during learning the topic on academic and employability skills module.  The tasks was contacting over 200 customers with offers and building an in-depth business relationship. I was excited and nervous with new challenge while provide excellent customer experience. I evaluated the pro and cons of the challenge of completing the task. I then decided to complete both tasks quickly in meeting on the day deadline. I concluded that the task was not performed effectively with the pressure of meet the on day performance deadline. This has now helped set an action plan of performing tasks deadlines differently. 
The Gibbs’ reflective has now helped me manage time effectively in performing tasks. This has helps set ‘SMART’ goals. I use this technique in ensuring the task given is: Specific, Measurable, Achievable, Realistic and Time-Related.  I ensure the task is suitable and can be completed on time. This has helped in justifying my actions, prioritising and developing confidence. Lastly time management will enable evaluate the practise and prioritise resource as a practitioner whilst using constant reflection. 
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PowerPoint is a Microsoft presentation program that allows users to present ideas and speak publically. The program allows users to creatively design their slides and communicate information to audiences (Donohoe, 2020).  In addition Splane (2006) states that, there are different techniques that can be used to enhance public speaking through presentation. The techniques include: a pre-talk preparation with appropriate handout ready, creative mindful opening talk (capturing imagination), open body language with a clear speech, monitoring presentation length, allowing questions and concluding the presentation. This will help presenters keep the audience interested on the topic and improve their learning.
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Gibbs reflective cycle plays a vital part in assessing and setting a benchmark for future presentation and public speaking. I have used the model in assessing my first presentation on the academic and employability skills regarding future career intended. 
I felt nervous and unprepared for my first presentation. I also felt embarrassed and possibly negatively judgement on my presenting. On evaluating, I felt at the time it was going to be a good experience for learning despite first experience. On analysing, I made the situation worse by being nervous and concluded that the presentation would be better through controlling my emotion. I could also perform and in-depth research and preparer early.  Hence in the future, I will prepare early and have more confidence on my ability.
[bookmark: _Toc70101280]CONCLUSION

In conclusion this academic report reflected on learning undertaken on the academic and employability skills module. The academic report applied the Gibbs’ reflective cycle in the reflection, time management and presentation topics. The academic report also reflected on how useful the Gibbs’ reflective module has been, taking into consideration previous knowledge, in and out classroom learning. The report also analysed relevant published literature related the topic and applied appropriate feedback from in class activities. 
Hence the Gibbs’ reflective module has provided a structured reflection on current learning associated in class or workplace. This has help enhance creative learning and reflect on employability skills.
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