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[bookmark: _GoBack]Introduction 
The aim of this report is to provide a critical reflection of personal learning in four topics done in the Academic and Employability Skills module – CV writing, Digital skills, Time Management and Team working. Following this, the Gibbs model of reflection will be presented and used as a structure in reflecting each skill presented. 
Graham Gibbs Cycle of Reflection
American Professor Graham Gibbs published in 1988 his innovating idea introducing Reflective Cycle Model in his book ‘Learning by Doing’. Gibbs Cycle of Reflection inspires people to reflect analytically about the path should be followed during a specific experience. As the cycle implemented my Professor Gibbs is arranged, it shows the reflection of the phases individuals might experience. Reflecting on the events, activity or an experience is often making individuals pay more attention on details, and thinking more about their own action which will help them to make better decisions and changes about their performance. (Gibbs, 1988)

The six stages of the Gibbs Reflective Cycle:
[image: Gibbs Reflective Cycle Nursing Australia - A Complete Guide](SampleAssignment, 2020)


1. Description 
In description step is described the situation, problem or experience in detail. Is important not to jump to conclusion straight away. To develop a description, some common questions should be thought of. For example, what, where and when the event happened? Who was involved? What you or others did and what was the consequence of the event?
It must be taken in consideration that the details should not be avoided. For a good understatement all information gathered is relevant.

2. Feelings
In this step are highlighted the feelings which the event developed on individuals, including other’s thoughts and opinions during the experience or situation described in the first step. The purpose is not to talk about the feelings in detail and comment on the feeling directly, as it is not need to be assessed or judged. This phase highlights the importance of awareness. 
There are some good question which can be often helpful to use. For example: What was the feeling during, after and leading to the situation? What are you’re and other’s thoughts about the situation after it happened and what was the feeling during the experience?

3. Evaluation
This part is vital to ask yourself if the experience of the situation was beneficial or not. Which perspective was beneficial and describe why, and which perspective wasn’t, also with explanation. To arrive to an objective evaluation there are some questions useful: Why and what good happened on this situation? What did not went as planned and why, and what was your and other’s participation to the event?
To learn from the bad experiences is important to evaluate them as Gibbs Reflective Cycle is showing.


4. Analysis
In this step is a self-reflection and reflection to the things learned from the experience. In the future similar event individuals know how to handle the situation because of the experience gained. Each positive and negative problems encountered should be written and analysed.

5. Conclusion 
In conclusion are evaluated the other parts people you could have done differently in this event. In this step all the information gathered in the previous steps is important is important to arrive at a good conclusion. Is vital to make a list of good and bad experience the situation lead. One of the good things is that in case of a similar future event occurs you developed skills and knowledge.
	
6. Action Plan
This is the final step. The Action Plan encourages individuals to actually make a plan on how to solve the situation avoiding the mistakes done in the past. A good way to plan in advance a success is to make a schedule of the things from the previous event to remember not to do the same errors in the future. (Toolshero, 2013-2020)


CV Writing Skill

Stage 1
Every time when I used to apply for job whether online, whether when I used to see a vacancy in a shop I was asked for my CV. At that time I recall that I used to search for samples of CV online. The problem that I met is that I did not know a proper structure and what to write in a resume of my actual skills.

Stage 2
At that time I had the feeling that I was not chosen for the vacancy because of my lack of experience in writing a CV and knowledge the structure. I was feeling insecure of my skills and I was thinking that they are not good enough. I needed as soon as possible a job and my CV was not helping me. I found it quite stressful.
Stage 3
I was planning to apply to as many jobs as possible maybe one of them was going to call me for an interview. I remember that I was called for an interview for sharing leaflets on the street, and I was paid by commission. It wasn’t at all profitable.
Stage 4
Just after I had a few lessons back in college I learnt to build a proper CV. I have learnt the structure, how to make it catchy and to point all my abilities, skills and experience I had. In a future event where I would need to present a CV I definitely will know how to point to my good parts and make a good impression. 
Stage 5
At that time when it was hard for me to find a job because my poor CV I could have asked for help from experienced people as my tutors. The situation thought me a good CV structure and it developed my skills of writing a CV.
Stage 6
The action plan I took in order to gain the ability to write a CV is that I wrote down every step of the structure and every important and wanted skills by employers in a planner.

Digital Skills

Stage 1
My Digital Skills have improved quite considerably since the beginning of this module. I knew how to use e-mail, Microsoft word and others way to research information. The IT classes had its contribution. I have also learnt how to use PowerPoint I will continue to improve on all the digital skill I have learnt. Researching for information for an assignment, taught me how to use the search devices. 
Stage 2
After my enrolment in university I found out that there will not be any paper examination. Our university work was completing assignments all done online and uploading online. I felt insecure because was an innovation me. I felt left out when everyone was talking things they have done on Power Point, Microsoft Word and Excel, as my knowledge of using them was very basic. I was stressed because I was shy to ask for help.
Stage 3
The good thing which happened of all my lack of knowledge was that I met colleagues and tutors who were more than pleased to teach me a few things. The thing that did not go as planned is that the assignments should be completed in the holidays off university. In that time I hadn’t who to ask when I got stuck to design a chart in Excel.
Stage 4
Now as I analyse the situation and I passed the hard times, in the future I will know how to use it, or at least I have helpful colleagues and many thank to my Digital and Research Method module teacher.
Stage 5
If I am thinking to make a list of the good things and bad things which I occurred I would say that I had mistaken because of lack of knowledge but now every time I recall them I see it as a lesson. In case of a similar event I know from where I can gather information.
Stage 6
As an action plan, I will write down the difficulties I met and the solutions of it, all of them in a list.
Time Management

Stage 1
I always thought that my time management skills were good, until I started university.  Since I have started I have found that I wasn’t able to manage my time efficiently, I found my life rotated around college and my personal life was affected by this.  I came to a thought I need to think in a way of organising my time management. I used to procrastinate, so finishing the assignments and work tasks before the deadline was difficult. 
Stage 2
I was always feeling stressed because the deadline for the assignments was very near. But my problem was at work as well. I was always feeling bad for not doing what I had to do. Even now I have some assignments due and I feel anxious. At I was feeling nervous and stressed. Due to this I considered to make a change in my organising plan and follow the schedule. (Morgan, 2017)
Stage 3
The first problem I realised I had was not having a right schedule. At first was difficult just to think that I had to change my journal and follow up the new one. It took me some days to organise it in a realistic way. I took my time a couple of days to write in a diary to help me organising the schedule. I learnt how to prioritize the tasks and how to accord additional time for university work.
Stage 4
Organising and planning my days has made me aware of time management, this created stress for me as long days left me feeling exhausted and this caused me to procrastinate in scheduled events.
When planning my schedule I occurred that I should put extra time and flexibility skill into it. I had to prioritize of what task is pressing so the vital things were completed first.

Stage 5
My personal and academic life is affected by my procrastination. This problem needs to be solved in order to be successful. The plan that I already have cannot be followed. However, I need a new schedule to come out of this problematic situation.
Stage 6
I have to eliminate my problem by setting a realistic schedule based on my goals, organize and monitor my use of time. I need to stop procrastination, and I need to deal with planning difficulties. I have to use these strategies and apply them first of all in my behaviour and then in all the daily.

Team work

Stage 1
Every time when I used to work with others as a team conflicts arose. I had disagreements with them because of the different opinions we had. I always thought that everyone should follow my procedures of work. I was keeping a schedule and give everyone instructions and little time to complete their tasks.
Stage 2
My fellow colleagues felt stressed and under pressure because of the weight I was putting on them. I was feeling agitated because I felt no one was liking me as a leader and they weren’t respecting the deadline.
Stage 3
I like to see my lack of team work skill as a lesson. I learnt how to listen to others and to give a chance of free opinion. All the members discussed with me which made me realise how though I was.

Stage 4 
This situation helped me to improve my skill and I gained experience in communicating with people. In future I will know how to avoid conflicts and try to achieve the task in realistic time.
Stage 5
After all the negative experiences I had now I am sure that I developed skills and knowledge and know how to use them in future event.
Stage 6
The action plan I took in order to gain the ability is that I took particular attention to everyone and I eliminated my though authority. 

Conclusion
	I have established how my learning has progressed. I also intent to continue my personal and professional development using different experiences and also keeping up to date my professional resume. Additionally, I will continue to gain more knowledge particularly in Digital Skills and CV writing. I like to believe that I learn everyday something new. Reflective report will improve my personal and professional development.
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: In-class exercise 2: Summarising (Oct 2019)

Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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In-class exercise 2: Summarising (Oct 2019)

Student Name: /{OP\)E{QT/‘? //‘%)U/Q[\ /GH/O/U Student ID/Group: {? @q XEO

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we’re going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it’s our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions-to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you. N
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