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Introduction

The aim of this term was to provide the students the underlying study/research strategies and software skills to facilitate effective study in Higher Education, to enable the students to gain confidence  and competence as an effective employee by developing a range of employability skills such as reflection, time management and presentation skills and to enable students to take responsibility for their own learning, therefore the students should be able to  analyse published literature relating to a specific topic, reflect on their learning using recognised models of reflection and research.
The purpose of this report is to write a reflective report about my experience and learning across this Academic and Employability Skills module and explain what a reflective writing is, what model of reflection I have used to examine my experience of writing in my task 1 academic report and my experience working as group on the week 8 activity, create a Personal Development Plan (PDP).



Reflective Writing

Reflective writing is an analytical practice in which the writer describes a real or imaginary scene, event interaction, passing thought, or memory and adds a personal reflection on its meaning. 
Many reflective writers keep in mind questions such as “ What did I notice? “,  “ How has this changed me? “ or “ What might I have done differently? “ when reflecting.
There are four types of reflection and they are: regular reflection is also known as secular reflection, diffused reflection, multiple reflection.
Thus, in reflective writing, the focus is on writing that is not merely descriptive. The writer revisits
The scene to note details and emotions, reflect on meaning, examine what went well or revealed a need for additional learning, and relate what transpired to the rest of life. It is important to reflect as a professional because reflection enhances personal development by leading to self-awareness. 
It helps to expand and develop clinical knowledge and skills.


Model of reflection

The model I have chosen is Gibbs reflective cycle.
 This model is one of the most famous cyclical models of reflection leading you through six stages exploring an experience: description, feelings, evaluation, analysis, conclusion and action plan.
Gibbs’ Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experience. It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or didn’t go well. It covers 6 stage: description of experience, feeling and thoughts about experience, evaluation of the experience, both good and bad, analysis to make sense of the situation, conclusion about what you learn and what you could have done differently, action plan for how you would deal with similar situations in the future, or general changes you might find appropriate.





Reflection of task1 

Step 1- description
                                             
In task 1 we had to write an academic report discussing the challenges of motivating staff in any workplace. Using the four pieces of literature shared during class session, along with four additional sources independently identified you must include in your report: a clear introduction, the different ways that staff can be motivated, pay, recognition and awards, additional holiday, good working conditions and a clear conclusion with a recommendation of which type of reward motivates staff most effectively.


Step 2- feelings

Before completing my task 1 I was a bit nervous as it was the first report we had to do for this term and I wasn’t sure if that would had been easy for me. However, when I have started I felt confident because we discussed and we acquired a knowledge of all the argument I had to report in the task and I was excited and felt more positive because I realised I was prepared. I spent more then 10 hours doing the task, but I finished it in two days. After many hours, during the completion of the task I was feeling tired,  since I didn’t take many breaks for the reason that I wanted do finish as soon as possible, so I could start the new report. When I finished my report I was relieved.


Step 3- evaluating

On the plus side, this  assessment helped me being more productive, research quickly then before.
The other positive side are that I realised that I can apply positively skills I did not know I have acquired more the knowledge of some aspect that we haven’t done in class.  The anxious I had, for the scared of not finishing my report made me rush, but do my best at the same time.


Step 4- analysis 

On reflection, I realised that rushing wasn’t the case because at the end of the report I wasn’t feeling very well, I was exhausted, plus my sleep patterns has changed, so I am not able to sleep in the night, but just in the morning time, that’s an issue, since I wake up I fell tired.
From this problem I have knowledge that I have to take it easy, organise myself, so that I can work hard on my report or essay, get enough sleep at night and don’t feel exhausted when I am done. 


Step 5- conclusion

I grew as a result of this experience and that is ok to make mistakes and I have learned that I am not a machine so I must take it easy and think about my health and mental health too. I was relieved that I finished the report .


Step 6- action

I have learn be more careful on working straight for  hours and understand when I am tired.
If necessary I will take breaks after every couple hours because it is important to not feel mentally tired. I will always be ultra-careful with new report, and assignments and essays, in the future organise my self better so I won’t be nervous and I will be more confident, and when I am done check and check again if I made some mistakes or can make some changes. 
Although, as I said to my friend, at the time I’d felt as if I done as much as I could have.
 I do not  want to go through  this never again and I definitely do not want to harm my mental health.



Reflection on group presentation



Step  1-description 


In week 7  we explored the key features of Jon Ads.  In the same week and in week 8 we had to create groups of 3 people each. . Each group had time to complete the presentation of the finished work, present and a plain the work.
Each group had to evaluate the work of the fellow groups.
The task was to choose a specific job role, design a job advertisement for the job role, include all key information required, present the job ad as either a poster, presentation, or vide, share the finish job ad with the peers and receive the feedback, provide feedback on the job ads created by other groups.  The group had to explain why they chose the job they did, where they found the relevant info and how they worked together. 
The key features of the job had to contain the employer name, job title, description of the role, details of qualifications and skills required, information relating to benefits and pay and deadline.
 I was in group with two of my classmates. Me and someone I know decided to be in the same group, there was another man in our group. 
I was more relieved, but at the same time I wouldn’t be worried if I wasn’t in the same group of the person I know.
We decided to create the Job Role about the Business Analyst .


Step 2- Feelings

At the beginning I was a bit confused and hopped to be in group with someone I knew already, but then I have found out we could choose who we wanted to be in group, however I did never talked to the third member of the group. That person never showed up, therefore I do not know who he is.
It was not complicated working with my group member, we supported each other and we were communicating very well, so I enjoyed working with him.
Since we are not living in the same city, we assigned a different part of work for each of us, I was completely comfortable with that because there was no way we would confuse the work because each of us had his research and part to complete.
We had to present the Jobe Role ads a week later, but unfortunately I have been sick for two session, so I haven’t presented the job. 
At the end I was really satisfied about our work, because we worked hard and put effort.



Step 3- evaluation 

On plus side there was a good skill of communication and ability to help each other.
Nobody ever blamed me for my absence, neither they put pressure on me. When I came back to the session the teacher asked me the reason of my absence and I explained to him, he was very understanding about the situation which was a relief. I was impressed about that, because I did not mentioned or prevented about the reason of my absence I felt absolutely guilty about what I have done, but after letting know the teacher what was going on I felt really  relieved and I didn’t have that sense of guilt anymore. 
The negative side is that the third person of the group never showed up, so just two of us did all the work.


Step 4- analysis 

 This incident really frightened me because I had done everything right, I did my part of work, I cooperated with my group. I had no idea I could be feeling sick for so long.
Talking about the third person that haven not show up, I think that this experience made me realise that I never have to rely on anyone, but my self, because anything can happen 
I believe that this incident can happen to anyone, so it is very important to communicate and rely to ourselves.

Step 5- conclusion 

I was so relieved that we finished the ads and it was successful and the teacher was understanding about my condition, if my other classmate was absent, I am not sure if it could be easy for me to do the ads as it has.


Personal Development Plan

PERSONAL TARGET.
  
1. The skill to cooperate in a group, I will achieve that by working in a task in group, this will improve my academic or employability prospect because I will know how to collaborate, I will know that I have achieved it when the work will be successful  and this achievement will be make by the end of the first term.

2. The skill of research, I will achieve it by completing the assignments and essayed that the teachers will give me, this will improve my skills of founding information quicker, I will know I have achieved it when I will make the next assignment or task and I will achieve it by the end of the term.

3.  Gain confidence, I will achieve it by assisting all the session, and do all the tasks, this will improve the way I will present my presentations etc., I will achieve it by the end of the term and end of the academic year.




    
Conclusion

In conclusion these tasks were good experiences that made me learn new things and bring some skills I already had out, made me reflect about some errors I have made, some incidents on this module I have learned how to be more confident, organise my self,  research strategies and softer skills, how to collaborate in a group.
I want to improve more softer skills.
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