Task 2 - 


Reflective review on Employability skills
Certificate of Higher Education Skills for the Workplace
Academic and Employability Skills
BMSW 4001
Student Name: Ioana Andreea Dumitru
Student ID: 2025727
Lecturer Name: Giridhar Katti 




























Introduction	3
Application of the Reflective Model	3
Gibbs Reflective Cycle	3
Description of the experience	3
Feelings about the experience	4
Evaluation of the experience	4
Analysis of the situation	5
Conclusion	5
Action Plan	5
Table 1: 4Ds of Time management	6
Personal Development Plan	6
Conclusion	8
Reference List	9












[bookmark: _Toc1426542150][bookmark: _Toc89693783]Introduction
Through task two the reflection regarding the employability skills is established. The reflection is evaluated on the basis of the Gibbs Reflective Cycle. The cyclic structure of the presentation helps in identifying the strengths as well as the weakness of the skills of the employment. After the demonstration of the strengths and weaknesses, the action plan defines the approaches to transform the weakness into strength. The reflection report has considered the uses of the tools that are effective for getting the progression of the future. However, a PDP is also examined through the reflection report that can make progress in the future. 
[bookmark: _Toc1897433993][bookmark: _Toc89693784]Application of the Reflective Model
The reflection is made on the basis of the different types of the employability skills. For the reflection five skills are chosen. 
[bookmark: _Toc701017270][bookmark: _Toc89693785]Gibbs Reflective Cycle
The reflective cycle refers to self-reflection as well as the tool of management that can help people to think clearly as well as systematically about the various types of the experiences. The cycle was developed by Graham Gibbs in 1988. The framework is divided with six types of the stages - 



     

Figure 1: Gibbs Reflective Cycle 
Source: (Joyce and Jackson, 2021)
[bookmark: _Toc826051026][bookmark: _Toc89693786]Description of the experience
The tutor explained about the topic before providing the assessment. The teacher also demonstrated the steps for completing the assessment perfectly. I listened carefully to the tutor and that helps my assignment work. There was a specific time for submitting the complete assessment. This was the group assessment and we have broken our tasks in different parts. But it was expected that we could not complete the task in time. This means there was not the proper time schedule among us. The group decided that there will not be the same style in the writing of the assessment and we took enough time before starting the main work. This is making difficulties in time management.	 Time management is referring to the skills that are helpful for managing the time effectively and this is helpful for achieving the desired results. This is the skill that is also helpful for us allocating the time properly. Effective management of the time is starting with the proper skill set (Kos, 2020). 
From Task 1, I developed different types of the skills like Research skills that are referring to 



the ability that is searching for the extract, organize, locate, evaluate as well as the present information’s use that is related to the specific topic. Through the assessment Academic research was the particular research type that is helping us in getting the detailed documents regarding the topic. At first, we faced difficulties in searching for the topic because there were not too many clear argumentative documents. 
The other skills that are developed are Written Communication skill and Critical thinking skill. The aim of the written communication is to attract the attention of the readers. This is the skill that can be important for getting the success of the career. Through this a good impression can be created (Half, 2018). On the other hand, Critical thinking is referring to the analysis of the facts and this is enabling the people for better understanding. It helps us to get a clear thought of the assessment topic. But, in critical thinking we are also faced with difficulties because there was a problem in the research skills. 
After that it can be mentioned that Team working skills are developed among us that is referring to the ability of working well with the others that is indicating the collaborative skills. The team is successful when every member of the team is included with the unique skills. 
[bookmark: _Toc950662782][bookmark: _Toc89693787]Feelings about the experience
Before starting the assessment, we thought there were a lot of works that have to be completed by us. The topic was easy comparatively and we were happy. But when we started to work we were frustrated sometimes because there I faced the difficulties when we tried to find the argumentative documents regarding the topic and that time I realized that there was a weakness in the research skill. After researching a lot, I got some useful data and that helped in my work. We tried to do hard work for making a critical presentation of the data that can make the documents effective. 
[bookmark: _Toc1089231201][bookmark: _Toc89693788]Evaluation of the experience
It was good for us that every member was trying to do their best and they could produce the good qualities of the work before the submission date. The task was done by us in an ethical way. However, there was the negative side of us regarding time management that put pressure 
on us. Ineffective management of the time leading to the negative through regarding the assessment that we could not complete the assessment within the proper time. The creativity should also be improved more. But we felt that our teamwork was the positive thing that helped us to complete the assignment within the allotted time and effective written skill was also important in getting the attention of the reader and I think that the development of these skills help for the future development in the career. 
[bookmark: _Toc40538789][bookmark: _Toc89693789]Analysis of the situation
In this stage, I can explain what was happening through the assessment. This is the stage where different types of the strengths and weaknesses of every individual are portrayed. We made a discussion regarding the module and every proper explored their point of view and we applied them in our work. This is referring to teamwork and I think this will also make the professional as well as the personal development in future. We developed the topic effectively with written communication and this skill was also helpful for developing the topic broadly as well as logically. I gathered different types of the information from making the critical statement and in this we applied the concept of the “groupthink” that was essential for making the effective decision. 
[bookmark: _Toc2073858247][bookmark: _Toc89693790]Conclusion
This is the section where all the things are mentioned briefly. During this assessment I learned that every section of the tasks should be developed effectively so that they can make the assessment effective and there should be a proper plan of completing the task. Otherwise, time management is leading to the big issue. For effective time management, we have to avoid obstacles like procrastinating as well as other distractions. However, the weak skills have to be developed into the strength that can make the personal as well as the professional development. 

[bookmark: _Toc1280371890][bookmark: _Toc89693791]Action Plan
Developing the skill by using the tool



4D for time management - This is the tool that is referring to the four types of productivity. It is a famous tool that is helpful in completing tasks effectively. The four D means Do, Delay, Delegate and also Delete (Productplan, 2021). We have taken the approach of the to-do list and through this we began our day and took the to-do list and started our work. Through this we could get the clear identification which task can be completed within a short period. 
	Category 
	Action

	Do
	I can work the tasks that can take less time comparatively. The tasks will be completed quickly that can help in getting the momentum for working with the selected module. 

	Defer (Delay)
	The task may be stopped temporarily and this can be scheduled for the time when I will be available. 

	Delegate
	Can realignment the module to someone. 

	Delete/Drop
	Will remove the tasks that are not relevant and can go for further improvement and can also go for the next task.



[bookmark: _Toc1581724350][bookmark: _Toc89693792]Table 1: 4Ds of Time management 
Source: (self-created) 
CRAAP test for the information research/search - It is the tool that is used for the authority, accuracy, currency as well as the authority. It is providing me with a huge number of questions that are helpful for evaluating the information for evaluating the module. Currency that is the element of the tool is reflecting on the time period of the information. Relevance suggests the importance of the information and the authority suggests the source of the information. 



Accuracy through the tool helps in analyzing the truthfulness of the data as well as it also ensures the data reliability. 
[bookmark: _Toc1568699431][bookmark: _Toc89693793]Personal Development Plan
Personal development or PDP is the process in the action plan that is referring to the reflection, awareness, values as well as the goal- setting (Shaheen and Hameed, 2020). This is the plan of the development that is helpful for me future progression in t6he personal as well as the professional career. It is leading to the better outcome of the progress. 


	Targets of the personal development
	Long and short-term target
	Process of achieving the target 
	Review date 
	Progression towards the target
	Requirement of the further action
	Date of achieving the target 

	Research skills
	Short-term
	I will practice more for the research of the new information and then I will give the documents tio my tutor for checking.  
	1 Nov - 2021 
	The CRAAP tool will be used by me for the research of the information. 
	I will try to read the scholar articles on a daily basis. 
	22 Jan - 2022. 

	Critical Thinking skill  
	Long-term 
	I will use different types of the 
	5 Nov - 2021 
	A tool like the leader of the 
	I will not complicate every type of  
	19 Jan - 2022. 





	
	
	concepts and theories for completing my module and try to formulate the questions that help me in built the logical presentation of the data and the critical appreciation of the topic will help in getting the better result. 
	
	interference can be used by me that helps in improving the process of thinking. 
	the statement and try to make a proper logical presentation of the document.
	

	Time management skill 
	Short-term
	Will divide the task into the small pieces and try to complete the task with a proper schedule. I will avoid all types of procrastinati
	6 Nov - 2021 
	Will use the tool such as 4Ds of the time management in getting the better productivity. 


	I will set the timer for every type of task.
	23 May - 2022. 





	
	
	on. 
	
	
	
	

	Teamwork
	long - term
	Try to communicate effectively with every new group where I will be involved that can catch the attention of everyone. 
	10 Nov - 2021
	We can propose the group members for using some tools of the teamwork that makes effectiveness of the teamwork. 
	I will make a better relation with all members of the group.  
	12 July - 2022. 

	Written communication skill
	Short-term 
	Try to write more and more and I will give my writing to the senior or the writing expert. 
	15 Nov- 2021
	O can use different types of tools for following like the notice book, employee newsletter and also the other things.  
	I will follow the writing style of the different types of the documents that are available on the internet. 
	17 Jan - 2022


Table 2: Personal Development Plan (PDP)
Source: (Self - developed)
[bookmark: _Toc1830875390][bookmark: _Toc89693794]Conclusion 



This is the reflective report that is made depending on the stages of the Gibbs Reflective Framework. The reflection is made with the five employment skills and there are different types of the strengths as well as weaknesses that are found through during the working stages of the module. So, for the development of the skills the action plan is developed through the text. I think this action plan is helpful for improving the skills and the skills that are mentioned through the text are important for making the personal as well as the professional development in future days. In academic career t6hese improvement are also essential. 
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