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[bookmark: _Toc99896007]Introduction 
The following report will involve and demonstrate a personal reflection about the respective tasks being taken place in the session. It will have a personal reflection based on the report that performs an analysis of the effective ways that will help serve towards the motivation of the staff associated and the several ways in which the staff can be motivated. The current reflective report will manage to highlight some of the core insights into the feelings and thoughts associated with the respective set tasks and skills. The report will use Gibb’s reflective cycle model, which involves the six stages and will allow attending to each respective stage within the model. The following report will further manage to outline the idea of reflective writing, some of the different approaches to reflective writing, and the need to reflect as a professional. Moreover, there will be a demonstration of the Personal Development Plan (PDP) and the establishment of an action plan which will specify three to five targets. 


[bookmark: _Toc99896008]Reflective Writing 
Reflective writing involves the process of organizing and being able to articulate the pieces of information that are being obtained in the past period. The process of reflection allows the individual to seek and analyze the thoughts and feelings associated with an activity and helps the individual to progress thoughtfully (Williams et al., 2020). As a professional, it is important to reflect as it allows the person to make space and seek the clarity needed to make strategic decisions that best serve the learning process within the career and make sound decisions. Some of the approaches to reflective practices involve the cognitive-affective-values approach, followed by the seven conversational approaches and the self-reflection model (Arms, 2018).
[bookmark: _Toc99896009]Model of reflection 
For the following report, the Gibbs reflective cycle is being adopted as a model to adopt the reflective practice and efficiently undergo the process (Adeani et al., 2020). Gibb’s reflective cycle was first developed by Graham Gibbs in the year 1988 and helped individuals to be able to structure individual learning effectively and less confusingly. Gibb’s model involves six different phases within and involves six phases. The first phase is considered the description phase, followed by the feelings phase, the evaluation phase, the analysis, the conclusion, and the action plan. Each stage within the model allows the individual to ask questions to themself and seek the clarity needed to reflect on the potential solutions (Ardian et al., 2019). 
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	Description

	Task one required me to seek, collect, organize and analyse several pieces of information and depict the same in one format to make it easier to conclude. The respective task required me to demonstrate a keen understanding and an in-depth picture of the concepts associated with the study area in a manner that would allow me to interpret the information logically, further holding in the principles that are necessary that gave structure to the information being analysed. The respective task was to be performed alone and it was to be ensured that the report is prepared while meeting the core standards being placed. 
My role in the task that I was involved in had gotten me into performing several minimal task roles that were all of utmost importance. These roles included the research process where I had to first and foremost look after the keen pieces of facts and data that would appear to be relevant as per the report concept and the core subject which fell into the category of researching. 
Moreover, being a researcher also got me to select those pieces of information and data that I must draw and take note of, which could be considered the process of notetaking. 
Similarly, the drafting process required me to put down the key information into the document as part of the core source where I would be working on it. Working on a research draft has not been an easy task. It required me to consistently analyze and organize the tasks associated alongside the interrelated information, and that change in one had required me to bring a change in the other respectively. This would require me to improve my time management procedure so that it can serve me with better categorization and prioritize the processes involved. 
 In the process of managing several pieces of information in one moment, it allowed me to finally reach the stage of making final edits where I  was required to ensure that small errors in the file has been eliminated, furthermore the missing pieces of data has been improved and that the conclusions have been drawn in an effective and relatable manner.  

	Feelings

	In the time preparing the report draft and note-making, I found it to be a difficult moment as it required me to manage my time effectively which I could not do so. Some of the feelings associated were more frustration and stress, alongside anger and impatience, while being unable to conclude efficiently. 

	Evaluation
 
	The experience was good as I enjoyed the task at hand, which invested the analysis of data, however, it left me frustrated and angry because I was not able to manage the several lists of tasks that were involved. 

	Analysis

	The situation made me realize the importance of emotions in the process of report making, and the need to be efficient in managing time serves to the resulting frustration that it can create

	Conclusion

	I could have managed my time efficiently, by prioritizing those tasks that would require more energy from my end. 

	Action Plan

	If I had the opportunity to perform another presentation, some of the skills that I would be finding myself growing are time management skills and critical analysis skills to be able to draw conclusions and effectively categorize data. 
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	Description


	Week eight of the class module had involved a group presentation along with a group associated activity that will allow the members and the learners to apply and implement the concepts that had been learned following the entire range of the course. The respective activity involved the lectures asking the class members to together create a job posting or advertisement with a demonstration of utmost creativity. However, the overall grading was not based on the level of creativity that the students would aim to demonstrate. It aimed to evaluate and analyze the specific skills of each student working in a group based on which the person can reflect and improve to be prepared for the organizational means shortly. The task involved the groups working together to create a specific job advertisement and being able to evaluate their skills in the overall activity. 
The presentation of the job advertisement involved the students answering questions to the authorities such as why was the specific job advertisement was chosen, followed by ways in which the students worked together as a group. The students were given one hour to manage and work collaboratively with each other to further serve the goal and prepare for the presentation accordingly. Towards the end of the one hour, all the groups were now prepared to serve the requirements of the presentation. There were four skills based on which the authorities rated each member of the group with rating skills of 1-5, where five is the strongest skill and one is the skill that requires a development plan in itself. These four skills involved organization associated with the making of job advertisements, the ability to work as a team, public speaking, and maintaining professional behavior. 


	Feelings

	During the time of group activity where we together had to create a job advertisement, some of the feelings I was having were anxiety and fear as I was not aware of ways to collect the necessary piece of information that was needed to create. Moreover, the idea of having the job advertisement demonstrated in front of the authorities got me fearful of the situation and also further influenced my performance in the group activity. It also got me annoyed and frustrated as the working time was low and more people incorporated their ideas which then later had to be concluded to work collaboratively. 

	Evaluation

	The respective experience allowed me to work in collaboration with people who I can rely on and who are smart in their abilities to perform the set tasks efficiently. However, post the presentation of the job activity, it got me to realize my inability to speak fluently with an extreme fear of being observed in the tone of my voice. The authorities could notice clearly and possibly rated low in public speaking. Moreover, they were efficient in pointing out some of the areas of my job advertisement that was not relevant to the job title and got the authorities questioning. 

	Analysis

	The respective task allowed me to seek insight into the things that I can efficiently manage to do and the skills that I must improve to progress along in my career. 

	Conclusion

	In the current scenario, I realize that some of the things that could have been improved by me would be to remain calm and patient in the group collaboration task while attending to each individual’s needs. Moreover, I could have practiced my presentation skills to not find myself as nervous during the time of the presentation. 

	Action Plan

	If I did another presentation, one of the things that I would do differently is to prepare myself for speaking in front of the set authorities, to whom I was supposed to present my job advertising. 
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	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	 Public Speaking
	By practicing in front of the mirror and using a visualization technique
	To seek success in the interviews and demonstrate the required knowledge to seek promotion or a position in any organization.
	When there is a high confidence level during the time of public speaking.
	6 months.

	Time management
	Creating a to-do list and prioritizing tasks.
	Demonstration of better management of conflicts and stressful situations in the position of a manager 
	Greater efficiency toward the attainment of the goals
	2 months

	Critical thinking
	Practice cost-benefit analysis, create smaller goals, and keep things simple
	Having appeared as a competent and reflective individual will improve the chances to succeed in the interviews. 
	Better decision-making as per the demands of the situation. 
	4 months



Public speaking skills involve the ability to be able to efficiently address the target audience with the purpose to deliver the respective content and the necessary piece of information (Ikromjonovich, 2021). The group of people involved as part of public speaking can be either the known set of people or strangers (Takac et al., 2019). To be able to communicate with them effectively with utmost confidence is considered to be a public speaking skill (Sharma, 2021). The respective skills can be developed with the means of sufficient practice and emphasizing one’s strengths and weaknesses to be able to use those as part of one’s resources and tools for the means of communication. The presentation of information in the public can be practiced by taking minute steps such as practicing in front of the mirror or using the visualization technique to get equipped with the sole attempt (Tripathy, 2020). The respective skill is important for employers as it allows the audience to have demonstrated your core knowledge in front. It also depicts your ability to believe in yourself and the confidence that is required to carry out potential tasks in the meantime that will level up your chances to seek success during the period of interviewing session or while seeking promotion. 
Time management can be improved by adopting strategies such as creating a to-do list and practicing prioritizing important tasks and eliminating tasks that are not efficient (Chafia and Yassamine, 2020). 
Whereas, critical thinking skills can be improved by practicing the cost-benefit analysis of a hypothetical situation and coming up with a decision (Kuhn, 2019). Breaking the bigger picture into smaller goals and keeping things simple can all be effective strategies to progress further. 

[bookmark: _Toc99896013]Conclusion 
The current reflective report had highlighted some of the core insights into the feelings and thoughts associated with the respective set tasks and skills. The report used the model of Gibb’s reflective cycle which involved six stages to help describe and seek clarity on several specific tasks that were required to meet the entire task requirements. The report thus had managed to outline the idea of reflective writing, some of the different approaches to reflective writing, and the need to reflect as a professional. Moreover, it had further demonstrated the Personal Development Plan (PDP) and the establishment of an action plan which will specify three to five targets. With the progression of each stage, it had managed to tap into several gaps in the skills that the person might need to worth to eliminate the flaws and improve progress. The following report had highlighted the key skills gap such as critical thinking skills and time management skills there was necessary to be emphasized and set an action plan with core strategies that can be incorporated and served to improve my skills. 
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