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Executive summary 
The purpose of this report is to analyze the previous task of this assignment and the entire report has provided a justified explanation of a reflective report, following Gibb's Reflective Model. The report has focused on a detailed discussion of the works, along with the analysis and evaluation of the entire course of the assignment, followed by a PPD plan. 
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Introduction
Academic and employability skills are considered to be the most important skills amongst various other domains that aim to make an individual more efficient in the global sphere. Learning new skills in an academic course enables the person to respond to the working environment positively, while employability skills enhance the chances of getting new projects in future endeavors (Tien, 2020). This reflective report has focused on the practical experiences and reflections in the field of learning the academic skills as well as employability skills with the help of the analysis of the Gibbs reflective model and a relevant PPD plan. 
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Description 
For the assessment of the group work assignment of writing an academic report on staff motivation in any organization, my team and I have chosen an organization based on IT functionalism and training. For the task, I have managed to fix a proper timetable before getting into the assignment work along with my team. However, my team and I have noticed that we could hardly get the research work done by the expected schedule and for that reason, and for that I have taken some extra time to go through the entire process before coming to the final submission of the assignment. As a result, I have identified that some of the writing styles are not matching with each other. So I have changed the entire pre-written assignment as the proper academic skills are needed to be grasped for future betterment. To finish the entire assignment, time management has become the most important skill for me and my team. Therefore, three of the group members have decided to segment the entire write-up into smaller sections. Moreover, I have lots of scopes for developing employability skills related to my professional career. 
Feelings 
While writing up the assignment, my team and I focused on the staff motivation factor in an organization. To do that, I have managed to focus on an IT management and training organization, where I have done a series of personal interviews of the trainers and trainees, and have done survey research to gain the knowledge of the qualities of the work, how much integrated communication and motivational agendas are taken in the institution for the trainers and coworkers. I have discussed the potential therapies that can increase the energy of the employees, motivating them in doing more passionate and dedicated work (Olusadum and Anulika, 2018). In the process of doing this research, my team and I have realized that we can use these findings and the knowledge from practical experience while writing our assignment. When I have the half part of writing the assignment get done, my team and I have noticed that the entire project has contained many of the valuable information, and I feel happy for managing my time skills and improving my writing qualities as well. I have felt that the entire work of the team needs a thorough evaluation before the final submission as this can help us to rectify if any minor mistakes have taken place. 
Evaluation 
The good thing about the entire writing process is that each of the team members, including me, has gained knowledge about how the training institutions provide great learning materials, and good qualities in the employees and motivate them in a regular manner. By completing the whole survey and interview process, I have noticed that the team members and I have improved the quality of our observational ability, increasing the skills like communication, motivation, relationship building, and comprehending difficult situations with great effect (Peng and Kievit, 2020). The bad thing about the entire writing process is that I have not gained the knowledge of understanding the role of the management while they face any situational challenges. 
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Figure 1. Gibb's Reflective Model
(Source: Developed by author)
Analysis 
As I have initially separated the teamwork, this has saved the time while we have focused on the practical field work. As I have started writing the separate parts of the assignment, the whole process of work has been finished within the expanded time schedule. Some parts of the write-up have been finished earlier. As per the team work, I have noticed that the team work and the continuous efforts of all the team members have made the write up finished well on time. From this, I have learned that the proper communication, team management, and coordination among the group members help an individual to focus on the self-work. Besides, it has also made me learn that these skills can make a person more effective and outstanding performer increasing his or her employability in the future endeavors. I have discussed the entire team work with all my peers to gain the different suggestions for improving the writing quality. The staff motivational theories are well researched and read before writing up the assignment. Various scholarly articles are well read and understood before approaching to the IT institution for the personal interviews (Menz, 2020). Various models and theories of motivation, leadership, and management in the business have given me the insight into the organizational culture. 
Conclusion 
I have learned that when a group of workers or researchers or students do a team work, they must plan accordingly and the segregation of the work into smaller parts can help the team to achieve the final product in a very good method. Moreover, I have learned that I must know my strength and weakness to rectify my work and processes and I would love to suggest other team members to focus on the academic skills like good writing skills, observation skills, demonstration skills, time management and improve the quality of the work in a healthy work environment. On the other hand, I have managed to communicate along with all the members of my team to get the overall feedback on how the report is done. This has given me the insight into deep communication and the ability to comprehend the work culture and the ethical values of the team (Fajaryati and Akhyar, 2020). I have improved my ability to coordinate with other team members by following the everyday work of everyone as well as giving them my records. 
Action plan 
[bookmark: _Toc107418228]To get prepared for any future writing projects, I have planned to meet all the team members initially to make them focus on the strengths and the weaknesses we have beforehand. To do so, I have thought of a time table for all of us to follow and maintain. To increase my writing skills and observational powers, I have planned to keep a record of how much information does a member gather in the process of practical application and the field work. Finally, I have discussed with my team that the next project needs to be done jointly together, in the respect to finishing the project without expanding the given deadline of the assignment. I have also focused to improve my writing skills and the time management skills as these two factors can make the person more effective and efficient in the future times. I have gathered different journals and books on management and skill enhancement before proceeding to the writing. 
PPD plan
	What are the development
Objectives?
	What activities are needed to undertake to achieve my objectives?
	What support/resources are needed to achieve my objectives
	Target date for achieving my objectives
	Interim dates to review progress

	To improve my observational skill
	I have to focus on the details of the learning materials well, listen to others and go through the various objectives of particular assignment or tasks.
	To improve my observational skill, I have to gather more primary resourced information, and some audio-visual recordings very well. 
	22nd July, 2022
	22nd August, 2022

	To improve my time management skill
	For improving my time management skill, I have to keep my writing and all the research work done prior to the deadline by speeding up the writing. 
	For this, I would use a stop watch and the alarming clocks that can remind me of the times to get finished quickly. Also, I can use a table calendar and a notebook to keep the records of my progress on a daily basis.  Moreover, I would take guidance from my professors and seniors in order to know the effective process of time management skills. 
	25th August, 2022
	22nd September, 2022



[bookmark: _Toc107418229]Conclusion 
This report has focused and reflected on the team work of an assignment given to a group of students. The report has assessed the entire project by analyzing the work based on Gibb's reflective models. The report has justified all the reflections of the writer and the entire team members. This can be concluded by saying that the Gibbs model is used in this report to provide a justified description of the work, write about the feelings of the writer and the team members, evaluate and analyze the entire course of the work, and provide the entire action plan and a conclusion at the end of the assessment. 
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