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In this report, I will use the Gibbs Model of Reflection to analyse the topics we covered in Term 1.

Topic 1 - Referencing
Description
In the third week of Term 1 our Assignments were made available to us on Moodle.  I was required to identify 6 different Articles on Employability skills and write a report about them. I immediately thought to myself how on earth I was going to manage this. On Teams that day, the lecturer explained the Assignment brief thoroughly and I understood.  I got to the task and started doing my research online to find topics to use. It took me a while maybe even days to be exact until I finally managed to pick out the topics for the report.  I will admit research is not an easy thing to do because it involves total concentration and getting the sources right. (Bradford, 2019)
Feelings
In the beginning of Article 1, I was confused about all the information I had uncovered, I was not sure how I was going to put it all together and it felt like I did not know what I was doing. Everything was new to me and I was not familiar with the whole concept of referencing.

Evaluation
For starters it was an interesting Assignment, it introduced me to various educational topics and I also learnt about more academic research engines. It gave me an opportunity of completing a report and made me discover a new topic of referencing which happens to be difficult to master at the same time. On the other hand, deep into the report, I kept forgetting to save my citations, It turned out that I had saved my references in another format and I missed out on paraphrasing some lines and sentences.
Overall, references are an important part of report writing because it gives the reader permission and opportunity to read further and deeper into the topic presented. (Library, 2020)

Analysis
During this assignment, there were times I found myself having a brain freeze, failing to move to the next level or paragraph. In this case I consulted a friend to get a few ideas, got on to another search engine to try and find some connections to the next stage. I also made sure to get a break from the serious business to socialise a bit. I did find out how my fellow colleagues who have done this before me handled the situation. This helped to refresh my memory such that when I came back to continue, I was energized once more to carry on with the research. In the process of understanding referencing, as a student, it gives me an opportunity to show the reader that I have a wider range of knowledge and attain higher marks. (Demontfort, 2020)

Conclusion
After my first attempt, I aim and intend to get better at report writing by learning how to do my referencing with the help of the study skills handbooks.
 I am now more confident to take on the next task and know what I have to do differently next time. I have learnt that there are support groups and resources when needed. I also intend to broaden my knowledge by making the necessary changes and corrections to produce the required outcome.


Action Plan
I am going to take training on referencing alongside citations and do some regular practise. I will try to practise and get better at Harvard referencing. This will benefit me the next time I have to write an essay.
I have downloaded a Harvard referencing to guide me during my report writing to avoid making unnecessary mistakes.
I have also identified tutorial videos to watch and articles to read on the same to perfect my referencing skills.


Topic 2 - Academic Writing
Description
Academic writing involves producing a clear and accurate piece of writing based on pure evidence. It informs, convinces and attracts the reader in a simple manner to engage in an educational Conversation. (Valdes, 2019).
 My own understanding was that academic writing meant having the ability to generate an organised and flowing essay. During the in-class exercises I realised that I still had a lot to learn and decided to put more effort in my report writing assignment.
Feelings
When I started building my report draft, I wanted it to be perfect and hoped that I was doing the right thing. But when the draft was reviewed by the lecturer, I realised that I was not turning in that draft and I still had a lot of work to do by changing most of it. At this point I was disappointed and frustrated with myself for getting it wrong but all the same I had to carry on. I got down to business and managed to produce a piece of work I was satisfied with.





Evaluation
Looking back, I assumed that I was on the right track. I was surprised that I managed to produce a final copy of the report which was good considering that I had to start over again with a deadline to meet. The reason why this happened is that I had interpreted the question differently. I must take the time to understand what the brief required of me. I must avoid being wordy, I must learn to write clear sentences to avoid any confusion that may arise. It is important to understand the audience and how they will receive the information. (Greenwich, 2016)
Analysis
I think that overall, what went well was that I managed to complete a full detailed report. I thought I had done enough, and I was content. However, I mismanaged my research time when I had to re-do the work. This time would have been invested in proof reading, referencing and paraphrasing. 
I also noted that I needed to do more planning on my introduction once the research topic has been picked out, by understanding the key words, discuss to come up with own ideas to improve my own style of writing with a full conclusion. (Greenwich, 2016)
Conclusion 
It’s best to use as many synonyms as possible by finding a word that means the same thing. Start a sentence at a different angle from the original source. Change the sentence structure from active to passive voice.
I have learnt that whenever you write always remember to cite the source. I am now more careful about using similar words to the original source.
I have learnt that it is not required to use long, complicated words when writing but keep it simple.
Action plan
I plan to equip myself with the required knowledge, read other articles from other researchers to familiarise myself with their different styles of writing.
 I will make it a point to read and understand the question, respond in line with what is asked of me, be concise and avoid repetition.
I have learnt that it is best to use a third person instead of first person in line with an active voice which gives the writing a future rather than passive voice.
 I will always use formal language, use the words that I know, avoid use of slangs, improve and expand my vocabulary. (Carini, 2002)


Topic 3 – Public Speaking and Presentations                       
Description
Public Speaking is the act of delivering a speech to an audience. In this case I was required to do an online presentation which was going to be presented to my fellow classmates.
 It was a group work assessment which meant that every member of the group had to participate and pick a question to present. The questions were divided amongst me and my group members to achieve equal participation. I was aware that it was not going to be easy and I was nervous from the start.   However, when we met up for discussion and sharing our views it turned out that we all had different power point slide designs, different fonts and formats. Therefore, we embarked on making the necessary corrections. 
Feelings
Having met the group earlier on, I was happy that I had been placed with very hardworking people who showed their team spirit from day one. I felt that with this group, it was evident that our assignment would be successfully done. I am quite sure that my fellow members felt the same way too because of how they presented themselves. Belbin team roles (2010) as cited by reflective toolkit (2020) shows that all the members were satisfied with the outcome of our presentation after the changes were done.


Evaluation
The most important thing was that every group member put it a lot of effort managed to contribute to the assignment to make our presentation a success.  It is emphasised that people perform better at tasks that let them shine and display their strengths. (Belbin, 2020).  Putting in mind that we had only met online and not in person, the level of cooperation was motivating. 
The one thing that needed our attention was creating a uniform format for our power point slides and making sure the sharing function worked or find a solution in case it failed at the last moment.  Janis’s Groupthink (1991) study (cited in reflection toolkit, 2020) explains that group members need to feel free to express their opinions.

Analysis
Well, I think that it went well because I and other members were all dedicated to the result of the work and we all did what was required of us. 
What did not go well was a small piece of the puzzle that overlooked but was rectified once we met up and identified it what needed to be changed. I can strongly say all the above were the forming, storming, norming and performing stages of team development revised by (Chapman, 2001-2013) This model is helpful to people working in groups.

Conclusion
I have learnt to be flexible during a presentation because the speech might not go according to plan which causes pressure and leads to choking on words.
I have learnt that it is best to prepare yourself in advance, this helps calm down your nerves when you are about to speak. 
The group should decide on what pattern to use when preparing power point presentations to create uniformity. 
Action Plan
The next time I do work in a group, I will encourage all of us to choose topics of discussion depending on our strengths and weaknesses. This helps identify our areas of excellence by using Belbin’s team roles.  
Topic 4 - CV Writing
Description

When I arrived in this country, I found myself jobless and needed to make ends meet by getting into employment. My first call was at the job agency who requested   me to provide my CV. I returned a couple of days later with a written Copy hoping that it was good enough to get me on the selection list.
I made sure that I had done the necessary amendments to make my CV relevant to the UK job market.

Feelings

I was so nervous because the office environment at the agency was open plan, this meant that several people could hear me speak as I tried to sell myself to the best of my ability. I was however not going to let this cost me the only chance I had at this job having been selected for an interview.  As I had written a CV before, the only task I had then was to gain confidence, believe in myself and only hope for the best. 

Evaluation
On the positive side I was pleased that I took the important step of writing a job specific CV using my old templates. I was able to meet the deadline and submitted it online to the given email address. On the negative side however, I did not get the job and I was also told that there were other applicants that had stood out during the selection process because they presented better CVs compared to mine. I will produce a better CV next attempt. (Tomaszewski, 2020)
Analysis
I was so broken because I had been initially invited for the interview and I was keen to find out what I had done wrong. I even rang the recruitment company who pointed me to their online CV maker tool where I came across other useful information. On reflection, I realised that my CV could not sell my employability skills like I thought. It was too lengthy, did not contain relevant key words and I realised that there were gaps in my employment history that I forgot to bridge. I believe that this was an eye opener. (Team, 2020)

Conclusion
My confidence was elevated as a result of this experience and I learnt to read a lot around the job roles. I now do research about the company to fit the specific role requirement. I appreciate that it is not bad to fail at the first attempt because I have learnt from my mistakes. 
Action Plan
Having been taught more during my present course I have learnt that there are lots of online resources and I have even identified YouTube tutorials which can guide you through the process. 
 I also know that it is best to get a second opinion from a friend in case of any grammatical errors. (Jobs, 2019).
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