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Executive Summary 
The reflective report has been prepared analysing the entire course learnings that comprise of summarising, time management, CV writing, presentation making and public speaking. The several things learnt during the entire course will be very beneficial for enhancing my professional development. All the learnings and knowledge gained during the course will be completely utilised for facilitating my overall growth and development.
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[bookmark: _Toc79086727]Introduction
[bookmark: _Hlk79078229]The reflective report has been prepared in order to reflect upon the entire course learnings that comprise of summarising, time management, CV writing, presentation making and public speaking. Complete analysis of the course learnings has been done by way of the Gibbs Reflective Cycle Model by applying all of its stages. All the advantages and disadvantages associated with the learnings have also been analysed. 


[bookmark: _Toc79086728]Reflection 
[bookmark: _Hlk79078100]The Gibbs Reflective Model has been applied for reflecting all the learnings learnt during the entire course. The model comprises of a series of steps that facilitate effective reflection and was developed by Graham Gibbs in the year 1988 (Alharahsheh and Pius, 2021). The learnings of summarising, time management, CV writing, presentation making and public speaking have been analysed. 
[image: ]
Figure 1- Gibbs Reflective Cycle Model 
Source: (Bintani, 2020)

[bookmark: _Toc79086729][bookmark: _Hlk78813542]Reflection 1-Time Management Learning
Description- The entire course was very beneficial and it helped me to gain knowledge about several professional and personal developmental aspects. I came to analyse the strengths and weaknesses within me and tried to improve them to enhance my capabilities and competencies. I came to realise the essential role of time management in my academic as well as professional life. The course was very helpful in giving insights regarding the several techniques that may be adopted in order to manage time effectively and ensure that all the activities are done in the most effective and systematic manner. During the entire course, the feedbacks given by the professors were very essential and they added to the skills of time management possessed by me (Bhagra and Sharma, 2018).
Feelings- At the beginning of the course, I was very excited and nervous as well. I was excited to know about new things in every class and was very happy as it would be beneficial for my personal as well as professional development. However, there was a feeling of nervousness within me as I was nervous whether I would be able to cope up with all that which would be taught in the class or not (Nisha and Rajasekaran, 2018).
Evaluation- After conducting this course, I can say that, the entire course was very beneficial and it helped in making me aware about several essential tools and techniques that can be used for managing time effectively. I also came to realise the importance of time management in both personal and academic life. The several techniques that I have learnt for managing time will be very essential to make me more productive and I can conduct various tasks within a short span of time.
Analysis- The entire course was very helpful and I also came to realise the several strengths and weaknesses that I possess. The continuous feedbacks of the teachers helped me know about my drawbacks and I took various steps to improve them. The course was very helpful in making me more oriented towards managing time productivity and making the most out of it. I also came to know about the methods of planning, scheduling etc., that can be used for effective time management and utilisation (Bintani, 2020).
[bookmark: _Hlk79076989][bookmark: _Hlk79078284]Conclusion- Thus, the complete course was helpful in improving my professional competencies and enhancement of the scope of getting good job. Due to the systematic and effective curriculum, I can recommend it to others as well. The several things learnt during the entire course will be very beneficial for enhancing my professional development. 
Action Plan- In order to apply all the learnings of this course, I have prepared a complete action plan. All the learnings and knowledge gained during the course will be completely utilised for facilitating my overall growth and development. 
[bookmark: _Toc79086730]Reflection 2- Summarising Learning  
[bookmark: _Hlk79075630]Description- The importance of summarising skill is immense. They are very essential for completing assignments, preparing notes etc., where the use of only important and summarised matter needs to be done. It is very essential to promote academic efficiency by using this skill. The course covered all the relevant aspects in a very lucid manner. I came to analyse the strengths and weaknesses within me and tried to improve them to enhance my capabilities and competencies. During the entire course, the feedbacks of professors were very essential and it added to the to the effectiveness and contributions of this course. Thus, the entire course was very beneficial and it helped me to gain knowledge about several professional and personal developmental aspects (Cotronei-Baird, 2020).
Feelings- At the beginning of the course, I was very excited and nervous as well. I was excited to get to know about various new concepts, techniques and things. I knew that all the learnings and concepts will be beneficial for my personal as well as professional development and thus, did all the classes regularly (Osmani, et al., 2019).
Evaluation- After conducting this course, I can say that, the entire course was very beneficial. The use of summarising skills in promoting academic development was clearly understood by me after completing all the course contents. The various modules of the course were very thoughtfully and comprehensively set. Several things were effectively covered during the entire span of this course. It helped in making me aware about several essential tools and techniques that can be used for summarising big concepts and things.
Analysis- The course gave me relevant insights for using the summarising skills in all the research and writing work that I undertake. The entire course was very helpful and I also came to realise the several strengths and weaknesses that I possess. Several demonstrations and practical classes made the entire course very interesting and it helped me to understand it in an easier manner. The continuous feedbacks of the teachers helped me know about my drawbacks and I took various steps to improve them (Pouratashi and Zamani, 2019).
Conclusion- The professors gave continuous guidance and this made my learning journey very systematic, interesting and smooth. Huge guidance and efforts were given on explaining all the concepts. This has made me more motivated during the course. Thus, the complete course was helpful in improving my professional competencies and enhancement of the scope of getting good job (Griffiths, et al., 2018).
[bookmark: _Hlk79078305]Action Plan- In order to apply all the learnings of this course, I have prepared a complete action plan. All the learnings and knowledge gained during the course will be completely utilised for facilitating my overall growth and development. 
[bookmark: _Toc79086731]Reflection 3- CV Writing Learning  
[bookmark: _Hlk78817154]Description- The complete course was very useful in order to gain several insights regarding effective CV making. At first, the importance of CV was explained by the professors. I came to know several unknown aspects relating to the essential elements of a CV. The professors gave several demonstrations and practical examples that enhanced my knowledge about CV making. All the sections of a CV were emphasised upon and explained in a very detailed manner and several advices were given by the professors to make the CV more effective and acceptable in the job field. During the entire course, the feedbacks of professors were very essential and it added to the effectiveness and contributions of this course (Hogarth, 2021).
Feelings- At the beginning of the course, I was very excited and nervous as well. I was excited to get to know about various new concepts, techniques and things. I was very eager to learn new things. I knew that all the learnings and concepts will be beneficial for my personal as well as professional development and thus, did all the classes regularly. 
Evaluation- After conducting this course, I can say that, the entire course was very beneficial. The use of effective Curriculum Vitae making skill in promoting academic development was clearly understood by me after completing all the course contents. Now, I have come to know what the employers look for in a CV. Due to this, my motivation levels have increased. The various modules of the course were very thoughtfully and comprehensively set and this made the entire learning process more systematic. Several things were effectively covered during the entire span of this course. Overall, the entire course was very useful (Rowe and Zegwaard, 2017).
Analysis- A major strength of this course was that several practical explanations were given by the professors and the entire module was very thoughtfully framed. Also, in order to make the concepts clearer, the several industry experts were invited and orientations were conducted. I came to know several essential things and elements that needs to be concentrated upon while preparing an acceptable CV. The industry experts shared their experiences that made me motivated and more devoted towards my work (Husam and Abraham, 2019).
Conclusion- Thus, due to the very good curriculum of the course and several interactive sessions conducted, the entire course was very interesting. I learnt various essential things and wanted to course to last for a longer time as I found it quite interesting. 
Action Plan- In order to apply all the learnings of this course, I have prepared a complete action plan. All the learnings and knowledge gained during the course will be completely utilised for facilitating my overall growth and development. 
· 

[bookmark: _Toc79086732]Reflection 4- Public speaking and giving presentations Learning 
Description- I was aware of the importance of public speaking and effective communication in both personal as well as professional development. But after undertaking the course, I came to know how communication skills can be developed and the ability to give attractive and creative presentations can be learned. The skill of presentation making is required in both academic and professional field and thus, it is very essential to learn this skill. The entire course was very helpful in making me more efficient in making presentations and delivering them effectively. I also gained confidence of communicated fluently with others. The complete course was very useful in order to gain several insights regarding effective presentation making. During the entire course, the feedbacks of professors added to the to the effectiveness and contributions of this course (Sarkar, et al., 2020).  
Feelings- At the beginning of the course, I was very excited and nervous as well. I had an excited of learning new things regularly and applying them in all aspects of my personal and professional life. I was excited to get to know about various new concepts, techniques and things. I was very eager to learn new things (Kornelakis and Petrakaki, 2020).
Evaluation- Several practical demonstrations and training sessions were held by the professors in order to train the students. Various presentation making challenges and competitions were also organised. As a result, the learning experience and quality of learning was improved to a large extent. Also, various public speaking and group discussion sessions were organised that helped the me to enhance my speaking abilities. The professors also provided various valuable tips and rewards in order to facilitate the learning process. Several positive responses and feedbacks were received from them that motivated me to give my best in all the activities of this course (Wolff and Booth, 2017).
Analysis- Thus, the complete course was helpful in improving my professional competencies and enhancement of the scope of getting good job. Due to the systematic and effective curriculum, I can recommend it to others as well. The several things learnt during the entire course will be very beneficial for enhancing my professional development. My speaking and presentation making abilities and skills have significantly improved. 
Conclusion- I learnt various essential things and wanted to course to last for a longer time as I found it quite interesting. Thus, due to the very good curriculum of the course and several interactive sessions conducted, the entire course was very interesting (Ng, et al., 2021).
Action Plan- All the learnings and knowledge gained during the course will be completely utilised for facilitating my overall growth and development. In order to apply all the learnings of this course, I have prepared a complete action plan.


[bookmark: _Toc79086733]Conclusion
Thus, the report has effectively analysed the entire course learnings that comprise of summarising, time management, CV writing, presentation making and public speaking. The several things learnt during the entire course will be very beneficial for enhancing my professional development. All the learnings and knowledge gained during the course will be completely utilised for facilitating my overall growth and development.
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