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The process of reflection facilitates individual learning capacity by gaining valuable insights based on previous personal experiences and performance (Wain, 2017). In this relation, effective reflection should be able to recognise strong and weak performance areas in order to extract knowledge and justify directions for future development (Wain, 2017). Given the increasing requirements for academic and professional conduct, self-reflection appears to be a critically important process fostering continuous growth and development. 
Based on this description, the current reflective report explores my personal experience in the last semester as a basis for identifying valuable experiences and directions for future development. Three specific areas are addressed in more details as a part of the report – time management, academic writing and referencing. These are relevant areas with impact on employability skills as a whole; hence, their inclusion in the discussion is motivated by the actual benefits of excelling in the specific areas. As suggested by Rehman and Mehmood (2014), employability skills are diverse and their acquisition requires consistent efforts in different fields. Consequently, gaining the proper combination of skills, attributes and values; however, remains of significant importance in improving employability prospects especially in the context of fresh graduates with no previous work history (Rehman and Mehmood, 2014). In this light, the reflective report could deliver valuable insights for future development and improved employability prospects. 
The reflection process is structured and based on a clearly defined model, as suggested by Gibbs’s reflective cycle below. This is a frequently applied model of reflection which incorporates several stages – description, feelings, evaluation, analysis, conclusion and future actions (Gibbs, 1988). Thus, the Gibbs model of reflection suggests that the reflection process is a multi-stage cycle with no strictly determined beginning and end. By combining continuous learning and actions towards individual improvement, the Gibbs cycle views the learning and development processes as continuous and a product of periodic self-assessment (Gibbs, 1988). 


Figure 1 – Overview of Gibbs reflective cycle model
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Source: Wain (2017)
Considering the popularity of the model and its clear structure, the model is also applied as a part of the current analysis. 
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This is the main part of the reflective report delivering a detailed overview of own performance, outcomes and future action plans based on the framework by the Gibbs model. 
[bookmark: _Toc81235408]Time management
Rehman and Mehmood (2014) consider time management as a core employability skill which determines one’s level of productivity in the workplace. Time management refers to a combination of attributes, including effective organising skills, ability to prioritise tasks, use of schedules and meeting of deadlines through planning and appropriate actions (Rahman and Mehmood, 2014). 
At the start of the semester, I lacked extensive skills and habits in the field of time management. One of my significant drawbacks was the complete absence of scheduling and the general inability to prioritise the important tasks from the less urgent and valuable ones. With such major gaps in the field of time management, I could not manage my time accordingly; thereby, experiencing episodes of missed deadlines or a hurry to catch up with the contemporary schedule. In this relation, it was not surprising that I felt anxiety and excessive stress to cope with the tight deadlines and avoid being late. As a whole, the combination of poor performance and stress caused low self-esteem and a view of me as incapable student. Moreover, these negative emotions affected not only my performance in the university but general self-esteem in life. Thus, the implications from the lack of time management negatively affected my well-being as a whole. The absence of skills in the field of time management was a main reason for underperformance and it was urgent to find ways of achieving meaningful improvements in the field as a basis for better management of my time and performance as student. Therefore, the analysis of the situation clearly shows the lack of complacency with the existing status quo. It is urgent to become more serious on the topic and quickly improve time management skills by addressing different areas affecting the ability to utilise time for productive purposes – preparing schedules, prioritising tasks, organising activities in advance, etc. From my personal experience so far, I can conclude that time management is not only a key for being more productive, but also a tool for controlling events and developing higher self-esteem over time. It may also contribute to developing a higher level of self-efficacy which is described by Bandura (1977) as a subjective feeling of own ability to accomplishing a given goal. Thus, time management skills are expected to improve my own belief in accomplishing challenging goals; thereby, delivering positive outcomes in holistic areas of life which clearly shows the value of having the skill. In the future, I plan to read specialised literature on the topic, as well as apply schedules and prioritising principles. For instance, I am committed to preparing daily and weekly schedules and address the most important tasks first rather than procrastinating them. I also consider periodically examining own performance in the field in order to identify strengths and new areas of improvement. 
[bookmark: _Toc81235409]Academic writing 
The second key skill under consideration refers to academic writing. It is generally a skill with a wide scope of responsibilities by emphasising the requirement to research a given problem and prepare a report in appropriate strcuture and language (Prahmana, 2017). Considering this, academic skills are necessary not only at university, but also in the future workplace where a variety of reports could be potentially prepared. Hence, the skill is viewed as quite relevant and of significant importance in setting the foundation of future professional performance. 
As a part of my performance as student, I have prepared different reports in a variety of subjects. The reports requires the inclusion of proper sources of information, structure and academic style of writing in order to successful and meet the quality criteria. Based on my performance, I have achieved mixed results. In some reports, my academic writing style and information have delivered reasonable results; however, there have been also cases of poor performance. As a result, I have different feelings and still lack complete confidence in own abilities to engage in academic writing. In general, the analysis of performance indicates that my academic writing skills have gradually improved over the course of my academic performance in the last several months but the performance depends on the specific topic, requirements, as well as access to high-quality and credible sources of information. Therefore, there are still important determinants which may negative influence academic writing outcomes which demonstrate a lack of stability in own performance. In my opinion, it is important to be more flexible in the future, spend more time for information search and carefully consider the use of terms and specific language in the written reports. Addressing these key areas could be of significant value in improving my academic writing skills in the future, as the recommendations reflect poor performance areas based on the personal reflection. Hence, the conclusion, which can be drawn based on my experience as student, is to start experimenting and engage in continuous development in the area. While practice remains the best way of improving academic writing skills, I also plan to include a wide range of new activities which have not been applied before. For example, I plan to consult a specialist in the future who can serve as a mentor for me. Close cooperation with a specialist in academic writing is viewed as a way of getting insights in the field and quickly improving performance due to the delivering of instantaneous feedback and suggestions for improvement. I also recognise the importance of improving general research skills which in turn could strengthen performance in the domain of academic skills. For this purpose, and as mentioned, it is important to access more diverse and credible literature sources and improve vocabulary and writing styles – key initiatives for future improvement requiring to a greater or lesser extent more practice and focus by me as a part of the continuous learning process. 
[bookmark: _Toc81235410]Referencing 
Referencing is also an important skill, especially when performing in academic setting. A professional should be able to recognise the different referencing styles and apply Harvard referencing with excellence. This means being aware regarding in-text references and preparing a bibliography according to the rules. While this is a key requirement when preparing reports at university, it is a generally useful skill when using secondary data and supportive literature prepared by other authors, scholars, etc. (Saunders et al., 2009). Hence, referencing skills are important, although their applicability remains not as broad and essential as the above discussed time management and academic writing skills. 
Over the last several months, I have had the opportunity to conduct referencing on several occasions. Harvard referencing was periodically used a part of report preparation but I also practiced referencing when studying the principles as a part of the academic curriculum. Overall, I learnt a lot about referencing and stay confident about my abilities to apply Harvard referencing style. I have never experienced criticism by lecturers about my application of references as a part of my reports. Therefore, I feel confident in referencing or least when books, journal articles and online publications are to be referenced. As a result of this, my evaluation of own referencing skills is quite positive. I am still able to recognise some performance gaps, especially when applying direct references in-text or when referencing sections from a book or conferences. I am aware that there are slightly different rules of referencing such specific sources of secondary information; however, I have not had the opportunity to read more about the topic and practice. Hence, the analysis of the situation shows some insignificant gaps in my knowledge and experience about referencing; however, these gaps have to be accordingly addressed in order to avoid criticism or allegations for a lack of professionalism in the future. I may conclude that referencing is not as the other skills discussed in the reflective report. While time management and academic writing require continuous development and long-time learning, referencing rules tend to be memorised and perfected as a result of one-time intervention. Therefore, I plan to read the Harvard rules in details and become familiar with all cases and specifics of Harvard referencing. This information is easily accessible and I am dedicated to approach it and eventually learn the rules in their entirety, so that no mistakes are made in the future. Since different educational institutions and business organisations may require other referencing styles, it is also important for me to become familiar with APA and MLA – other popular referencing styles, especially in the US. In my opinion, expanding knowledge beyond Harvard referencing rules could be value when working in an international setting in the future. It may also improve my flexibility to adapt to changing requirements for referencing, as well. 
[bookmark: _Toc81235411]Conclusion 
In the light of research evidence, the performance in the three key skills has been improved during the last several months. In general, the Gibbs model of reflection was of significant importance in order to conduct an objective and structured analysis of own performance. Therefore, I intend to use the framework for self-reflection purposes in the future. It is indeed a clear model with several steps to be followed when recognising the main aspects of the reflective information. It is also important to note that the main value of the report stands in its ability to identify evidence-based directions with importance for future performance. Hence, I am dedicated to meet the stated development goals and stay flexible in identifying new opportunities for growth and learning with a potential of improving my employability skills and professional capacity. The dynamic external environment and increasing requirements for professional performance motivate such a stand point on the matter. 
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