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[bookmark: _Toc100953556]Introduction
Gibbs' Reflective Cycle, developed by Graham Gibbs in 1988, is one of the most well-known models of reflection. It is a six-step structure that allows a person to investigate his or her experience (Grant et al., 2017). The reflection model of Graham Gibbs will be used in this paper. Gibbs' reflective cycle raises questions at each step and helps to improve the experience. The six steps explain the entire incident, how the situation was before, what changes have occurred as a result of the analysis, and what action the person must do to gain control of the issue.
In this report, Gibbs' Model of Reflection will be used to examine four issues that are relevant to academic and professional lives. Time management and academics are two of the subjects covered.
[bookmark: _Toc100953557]Time Management
Time management entails keeping track of all activities and organising them in such a way that they are completed on time, successfully, and efficiently. Simply said, it entails balancing the work's demands. A person's social life, family, business, and personal interests are all things that must be maintained (Forsyth, 2019). All of these points should be addressed on time. A student must cover a large number of courses in academics. To address all of the challenges, the student must effectively manage his or her time. Improved time management equals increased productivity.
[bookmark: _Toc100953558]Model of Reflection
[bookmark: _Toc100953559]Description
I used to believe that time management was unnecessary in my life because I was not accustomed to completing tasks on time. My teacher taught us about time management in class. The teacher gave us many examples from real-life situations and inquired about my thoughts on the subject. 
[bookmark: _Toc100953560]Feelings
I was never able to complete my projects or assignments on time. I used to save my work for the last minute, assuming that I would be able to finish it. But I was mistaken at the time. Those tasks were never completed by me. As a result, I received low grades. As a result, time management is extremely crucial to me. I didn't have a good sense of time management, I was constantly under pressure to complete the duties that were assigned to me. However, following our teacher's lesson on this issue, I am attempting to stick to my timetable.
[bookmark: _Toc100446047][bookmark: _Toc100953561]Evaluation
[bookmark: _Toc100446048]I was resting all the time, expecting that I would be able to fulfil my chores because I was not prioritising time management. But, when I discovered I had to submit more than four projects at the same time, I became quite anxious. Then I had to disrupt my normal routine of resting and give myself a lot of time to make up for my faults. But the good news is that I will not make the same mistake twice.
[bookmark: _Toc100953562]Analysis
[bookmark: _Toc100446049]I took things for granted, which subsequently cost me dearly. After the class, I realised that doing things efficiently saves time.
[bookmark: _Toc100953563]Conclusion
[bookmark: _Toc100446050]After all of this, I discovered that I had a really good understanding of the class. The part of the program where our teacher introduced us to time management skills was one of my favourites. I would not have had to deal with crucial concerns if I had defined a goal, prioritised my job, and oriented myself according to a routine (Kamdar, 2015).
[bookmark: _Toc100953564]Action Plan
That class had such an impact on me that when I returned home, I resolved to complete my tasks regularly. I'm going to plan my job and set some daily work limitations so that I don't miss anything.
[bookmark: _Toc100953565]Academic Writing
[bookmark: _Toc100446052]Academic writing should be organised in such a way that it exhibits knowledge of a certain subject. Academic writing should not be hypothetical, and it should include references to other people's ideas and arguments. Most essential, the writing tone should be basic and clear so that everyone can understand it (Karpenko-Seccombe, 2020).
[bookmark: _Toc100953566][bookmark: _Toc100446059]Model of Reflection
[bookmark: _Toc100953567]Description
Academic writing's goal is to distribute knowledge to students. Students gain a great deal of knowledge and professionalism by writing academic papers. There are various styles of academic writing, but all of them must be brief and based on facts rather than opinions (Chin et al., 2012).
[bookmark: _Toc100953568]Feelings
When I was given the task of writing a thesis on a certain topic, I was perplexed as to where to begin. But then, for some reason, I started writing, but I was writing out of context, and my sentences were long.
[bookmark: _Toc100953569]Evaluation
Except for me, everyone else in the class was happy with their thesis, so I was afraid to seek advice. Fortunately, I obtained some books from which to compose my thesis.
[bookmark: _Toc100953570]Analysis
I had no idea what I was getting myself into when I was assigned the task of writing a thesis. That is why I spent so much time contemplating it. But it was only when our teacher took a class on academic writing that I realised what was going on.
[bookmark: _Toc100953571]Conclusion
After the class, I had a better understanding of academic writing, which helped me finish my thesis paper. I learned a new style of academic writing and gathered a lot of data from my thesis paper, which helped me in a variety of ways. I restructured my long and ambiguous words to keep my emphasis on the theme.
[bookmark: _Toc100953572]Action Plan
I'll keep some basic things in mind the next time I write an academic article. I'll do my best to research the topic I'll be provided. I'll gather several sources and publications from which I can get more detailed knowledge. Another key aspect is that I will use simple language in my writing so that it is easier to comprehend and memorise.
[bookmark: _Toc100953573]CV Writing
A CV is a document that summarises one's education, abilities, and experiences. To get a job, one needs to submit a CV to a specific organisation, and he or she will be judged mostly based on that CV (Innes, 2012). As a result, the information presented in the CV must fulfil the requirements of the company. The more abilities put on a CV, the more likely it is to catch the hiring manager's attention.
[bookmark: _Toc100953574]Model of Reflection
[bookmark: _Toc100953575]Description
Our teacher taught us how to write a CV and showed us how to use various tips and methods to make our CVs more interesting and appealing. As far as I knew before the class, CV writing is rather simple, and all I have to do is list my abilities and experiences. However, when the lesson was focused on this issue, I learned a lot.
[bookmark: _Toc100953576]Feelings
I did not focus on any single job when I started creating my CV; instead, I included all of my talents and experiences like all eggs in a basket. Then it occurred to me that writing a CV was as simple as that. That is what I assumed before I took the lesson on the subject.
[bookmark: _Toc100953577]Evaluation
I was trying to be honest when I was preparing my first CV, and I did not have a lot of abilities or experience. As a result, my CV did not appear to be attractive or eye-catching. Then I had to make up some random information, which was difficult for me to conceive.
[bookmark: _Toc100953578]Analysis
CV writing is a very vital component of any career, and all students should understand how to write a CV properly. It gives the hiring manager an initial impression of the job applicant (Underwood, 2017). During the class, I learned a lot. I had no idea how to write a CV before taking the class. I discovered several intriguing strategies for getting attracted to the hiring manager that I require the most. I've noticed that knowing about the company for which I'm applying makes it easier to prioritise our abilities and experiences. Some of the publications I read emphasised the importance of a rapid summary of skills.
[bookmark: _Toc100953579]Conclusion
The seminar on this subject greatly aided me in learning to write a CV more quickly than before. Now I am aware of my talents and flaws, something I had never considered before. As a result, I can devote more time to honing my skills.
[bookmark: _Toc100953580]Action Plan
The most significant aspect of CV writing is to create a faultless CV (Underwood, 2017). Next time, I'll thoroughly review my CV to ensure that there are no errors. I'll also make an effort to identify the talents I most need and obtain them as soon as feasible.
[bookmark: _Toc100446066][bookmark: _Toc100953581]Public Speaking and Presentation Skills 
Speaking to a certain aim, synchronising that speech with a series of pictures or slides designed to reinforce that objective, and measuring the effect are all part of the presentation process. A more generalised set of oral communication skills in public speaking. One of the most crucial parts of public speaking is the ability to inform. Informative public speaking is an important part of a successful career in any sector, from presenting research papers and PowerPoint presentations in school to presenting ideas and pitches to your supervisor or client (Kushner et al., 2011).
[bookmark: _Toc100953582]Model of Reflection
[bookmark: _Toc100953583]Description
To communicate more effectively in any industry, public speaking and presentation abilities are required (Mustapha, 2019). My public speaking and presentation skills were abysmal. I was terrified of speaking in public and had no sense of gestures or postures.
[bookmark: _Toc100953584]Feelings
I had to deliver a project to the audience when I first went to a public speaking event. I was so frightened at the time that I burst out laughing in front of everyone. When I made eye contact with anyone, my voice shook. However, a seminar on the subject was given afterwards. Because of that seminar, the individual presentation I gave in week 9 was enjoyable for me.
[bookmark: _Toc100953585]Evaluation
I prepared my slides as well as my script before presenting the presentation in week 9. I spent a lot of time writing my script and focusing on how to grab the audience's interest right away. I practised speaking in front of the mirror several times to check if I was ready.
[bookmark: _Toc100953587]Conclusion
After all of the challenges, I have learned a lot of useful information that I can use while presenting a presentation. I improved my PowerPoint presentation efficiency. I am considerably more confident now than I was before. Thanks to our teachers, because it is because of them that I am now ready to discover myself. I have never felt comfortable speaking in front of a large crowd since I have always lacked confidence. However, in the current situation, I organise my remarks based on my audience, which assists me in immediately gaining their attention.
[bookmark: _Toc100953588]Action Plan
Communication skills are crucial for professional success. Developing public speaking and presentation skills entails becoming comfortable with interacting with your audience. If I am requested to deliver a public speech or presentation again, I will be more energised. The basic goal of public speaking is to interact with people fluently and to ensure that they comprehend the topic at hand. Again, in the corporate world, the main goal of a presentation is to create the best slides and give them to the boss as effectively as possible.
[bookmark: _Toc100953589]Conclusion
Writing a solid CV and presenting a succinct and meaningful presentation are the most critical abilities that a student needs in the workplace. When you efficiently manage your time, these things become even more attractive. Time management is necessary for personal and professional development. The sessions were quite beneficial in assisting me in obtaining these skills.
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