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[bookmark: _Toc110329459]INTRODUCTION

Academic competence and employability play a critical role in developing a better job. Regularly enhancing one's intellectual abilities is crucial for those seeking a successful profession. Due to the rapid advancement of technology, people must obtain a better education to manage careers involving the most recent technology. To secure the dream job, employability is crucial. First and foremost, this task reflects the academic as well as employability abilities that I have acquired during the module. 
After that, I also evaluated how this program has improved my skill set. This task will use the Gibb’s Reflective Cycle to reflect on what was learnt through the module. Graham Gibbs created the Gibbs Reflective cycle in 1988 to organise learning from encounters. It provides a strategy for analysing events and, since that it is cyclical, incorporates itself exceptionally well to encounters that has been repeated, enabling people to draw lessons from both good and bad encounters and anticipate future (Brown, 2021). 
[bookmark: _Toc110329460]

TOPIC 1- TIME MANAGEMENT

According to NHS (2021) time management refers to preparing the time schedule and regulating how much time one spends on specific activities in order to perform more effectively. Anyone can create routines to enhance their effective time management abilities. The productivity and wellness may suffer from weak time management.
[bookmark: _Toc110329461]
DESCRIPTION

During this first topic of this module, I was introduced to the topic of time management. I will reflect on the different time management skills as one of the most important skills that a person should possess. Distributing time for study and making efficient use of that time are both part of time management. Juggling the time demands of several facets of life. Lectures and lessons, studying, working, spending time with family and friends, sleeping, eating, and travelling are all time-consuming activities. I also learned the fundamentals of time management. Individuals should focus their efforts wisely, or on the matters which are most crucial. Individuals can list the tasks they require to complete within a specific time frame, prioritise each task, and set daily goals to help them manage their time. Calculate the necessary time, dinner and other continuous activities should be included. Give yourself enough time to plan and solve problems. Be prepared for service disruptions. Create trackers and activity records, and examine, reorganise, and handle the list. Efficient time management requires being organised, which calls for the usage of diaries, activity records, work plans, tracking systems, checklists, a clean workspace, organised paperwork, and file systems.
[bookmark: _Toc110329462]
FEELINGS

I have to admit that, after working a 12-hour shift every day and studying on the weekends, made me feel nervous instead of being exhausted, during the first lesson. The topic looked bit complex, since I had no even a single idea of the content. I found it uncomfortable to pay close attention to the talk. The Lecturer took her time to thoroughly clarify the ideas. But, when the lecture went on, I was able to retain the majority of the information I was needed to know about the subject. Also, I was able to grasp the fundamental ideas of time management and the need of starting preparing my professional journey. 
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EVALUATION

The Lecturer explained deeply the topic, since it seemed that I could not understand what time management means. This time contributed me a lot of the skills to be prepared to join the job market. Therefore, I can say, I will enable to remain competitive and increases the chances of being selected or even promoted to the next level.  
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ANALYSIS

According to Corporate Finance Institute (2019), effective time management skills are crucial. Effective time management boosts productivity and efficiency while reducing stress and increasing the level of success in life. This is the reason why teaching the students about effective time management is very important. The Lecturer made me to involve with the rest of the students on group discussion in order to complement what I had learned. For me, this topic is very important and one of the hardest. However, I was able to organise a group work outside the class hours. 
CONCLUSION

Time management for me, is one of the most important skills to be taught in higher learning institutions because without this knowledge, I will not develop the required time management ability. It is highly recommended that students with a busy life like me, prepare well by doing more practice on the topic. Lecturer came up with the best strategy of ensuring every of us get the required learning resources.
  
[bookmark: _Toc110329466]ACTION PLAN

In order to accomplish my goals, I will start using more frequently and prioritising my list of tasks. Additionally, I will promote time management at work and share my knowledge on how to begin working efficiently with others.

[bookmark: _Toc110329467]TOPIC 2 – REFERENCING

Refers to tool where authors recognise the work of others and give readers the details, they need to find the resources they used. Another component of creating sound academic habits is referencing, which is a crucial ability to acquire in higher education institution (Reedy, 2011).
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DESCRIPTION

Referencing was also one of the topics that was discussed during this module. I realised how crucial this skill is to prevent plagiarising other people’s work. I also learned how important is being able to identify between our own thoughts and the ones which belong to other authors. This is accomplished by citing tasks that is not original to the writer, as anything that students like us produce without a source is taken to be our own. Another relevant point is the roll of the reference list. All the sources that I have referenced in my essays, are included in the reference list. 
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FEELINGS

My experience as a student is greatly impacted by referencing. How to demonstrate to the Lecturer where in this report I have borrowed ideas from different sources, it is quite important role to be shown, reason why I went to the Workshops after my studies as I was a bit confusing, especially to avoid plagiarism.

[bookmark: _Toc110329470]EVALUATION

The topic was well presented to the us, therefore it brought greater understanding of importance of referencing. The notes were well prepared by the Lecturer, there was best mode of teaching, the class was very engaging. I was also taken through practical approaches, where I was required to generate the valid references on various academic resources. This is done in order to ensure that other people’s work should not be copied directly without recognising the original writer. 
 
[bookmark: _Toc110329471]ANALYSIS

In order to credit the content, they have utilised or alluded to in their own works, writers must reference it. It assists in demonstrating to the readers how they could have drawn from the ideologies of others (Medojevic, 2022). According to Williamson (2021) Giving credit to the authors from where they have taken thoughts and phrases is another purpose of referencing. They recognize as well as respect the personal property rights of the investigator by crediting their work. Many thoughts, perceptions, and arguments made public by other authors who have devoted years to carryout research and writing can be used by the student or researcher. They only need to recognize how they helped with the project (Williamson, 2021). The teaching was successful since the Lecturer ensured that there was engagement in the classrooms. 
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CONCLUSION

Referencing is an important skill that I should have, because I will be able to carry out the research by acquiring information from other sources, and recognising the authors, therefore I will not be subjected to plagiarism.  There should be adequate training and practice to ensure that I acquire the great knowledge. Referencing should be taken seriously to avoid conflicts between the students and the academic leaders while accessing the work of the students.  

ACTION PLAN

In my upcoming coursework and research projects, this ability to reference sources will be useful. In the future, I will use this ability to strengthen my opinions in educational and career research. By using my references, my audience will have the ability to follow a specific works as well.
In addition, I will prove that I read all the creative stuff and prevent plagiarism. Plagiarism can be avoided by summarising, paraphrasing, and consistently citing sources.
In future, I will be very keen to situations like the one that just happened in class. I will inform other classmates on importance of such skills that will enable them to excel in their careers. 

[bookmark: _Toc110329474]TOPIC 3 - PARAPHRASING 

It refers to putting concepts and facts into one's own words while citing the source. They show their knowledge and capacity to communicate relevant information by utilizing their own language (Anon, 2020).

[bookmark: _Toc110329475]DESCRIPTION
 
During the topic of paraphrasing, I was able to learn many things related to paraphrasing, when it comes to writing your own task basing information from other sources but making sure that both tasks are different from each other. I was able to learn that it is possible to express someone else's ideas in own words by paraphrasing. When citing someone else's writing to intensify one's own argument, paraphrasing is indeed a good technique. To express the same concept differently, a variety of strategies are used. using synonyms, modifying the meaning of words, adding any other adjustments required, and switching the grammatical structure. 
In addition, I must make sure that my remarks preserve the context of the first line, regardless of the technique I utilise. I have to make sure the structure is different and the language and spelling are flawless. When summarising a sentence, I must include all of the concepts in a single uninterrupted work as well as the main ideas in whole phrases. I should carefully check the writing, make sure the length is the same, the content is identical, the design is my own, and I should make sure to acknowledge the contributions of others.

[bookmark: _Toc110329476]FEELINGS

During the lesson, I felt very nervous because at the beginning I did not understand what was being taught by the Lecturer. I tried to catch up with other classmates since I missed one of these lessons. I realised I was missing the important information that was the foundation of the topic. I felt like quitting but after sometimes, I was able to understand the content. I used the notes from one of my friends. I believe that was the best lesson because it made me to understand what the topic was all about. 

[bookmark: _Toc110329477]EVALUATION

Because the Lecturer provided appropriate engagement in class to ensure that we all participate in class, the actual lesson was carried out extremely successfully. The Lecturer also encouraged me to assist to the workshops after classes, so that we could finish the lectures and get any more information I could have wanted.
   
[bookmark: _Toc110329478]ANALYSIS

Paraphrasing is very important because one is compelled to rework the original paragraph in their own terms whenever they paraphrase (Scribbr, 2022). By doing so, I will be able to comprehend the argument more clearly and write more effectively. For authors from all levels of experience, paraphrasing is very crucial skill. Paraphrasing can assist writers in producing precise, clear, and brief writing, even if they are professionals or students writing academic papers (Scribbr, 2022).

CONCLUSION

[bookmark: _Toc110329480]Students are encouraged to paraphrase other people's assignments accurately because doing so will allow us to perform research by compiling information from numerous sources. There must be sufficient practice and instruction to ensure that we learn a lot. It is important to take paraphrasing into consideration in order to avoid conflicts between students, educators, and task owners.

ACTION PLAN

I intend to use this knowledge to carry out various research, looking for information from the secondary sources. This skill will enable me to access the tasks of other authors and used it to write different projects and papers. 

[bookmark: _Toc112648762][bookmark: _Toc112685711]TOPIC 4 – SELF PRESENTATION

This refers to a type of communication through which the presenter provides the listener with information (Business Jargons, 2022). Presentation is used in organisations for a variety of purposes, including speaking to a large group, leading a conference, introducing or showing new products, and briefing teams. It involves presenting a certain topic, problem, or fresh ideologies to several individuals. 

[bookmark: _Toc112648763][bookmark: _Toc112685712]DESCRIPTION
 
While learning the module, the presentation was done during the week 9. Before the actual presentation, I was very prepared to demonstrate my skills on presentation. The learning was very smooth, and I had acquired numerous skills on presentation. The goal of the presentation was to help us develop a variety of employability skills, including presenting abilities, to help us become more competent and confident as effective employees. Presentation calls for the logical arrangement of facts. This is where, the speaker will clarify the subject and any pertinent details.  It needs to be properly organised because the listeners must be able to understand what the speaker is presenting. The process began well and ended successfully despite some challenges that I faced during the presentation.

[bookmark: _Toc112648764][bookmark: _Toc112685713]FEELINGS

During the presentation, all went well but I was quite scared. Despite of knowing what to say about myself, I could not avoid to be nervous. Everything in my mind was well organised but, at the time of speaking in public, I was panicking. Because I did not know what to put in my presentation, I felt anxious. I tried to keep in mind the many employability skills that I should give to the rest of my classmates. I understood I was lacking the crucial knowledge that served as the subject's basis. I wanted to give up, but eventually I was able to grasp every idea.

[bookmark: _Toc112648765][bookmark: _Toc112685714]EVALUATION

The presentation was done successfully but there were some important concepts that were missing, and this was the moment that called for critical assessment of good presentation skills. These skills are important as students to prepare our professional career and this increase the chances of employment. After presenting, the Lecturer mentioned the importance of breaking the ice between the speaker and audience, being in my case the fact of sharing something personal to my classmates, which made me feel very comfortable.
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ANALYSIS

During presentation, we came up with inventive and fascinating slides to demonstrate our talks. Presentation skills assist us in producing creative ideas. Before giving the presentation, I must be organised. This is done to avoid misspelled words and technical issues. I need to give a presentation that is well-prepared, with the right structure and outline. An additional powerful tool for communicating is body language (Harper, 2004). Every presentation needs to use the right body language to draw in the listeners. To guarantee the presentation is excellent, students must learn the necessary abilities and methods. Throughout the presentations, gestures as well as facial expressions can be used to convey the participants' emotions and feelings. Students must understand that improving their persuasive abilities will also increase their communication skills and English competence (Harper, 2004).

[bookmark: _Toc112648767][bookmark: _Toc112685716]CONCLUSION

Among the key specific skills for us at higher education institutions is presentation ability. We are urged to employ organised techniques to support our presentations in class in order to help us develop our presentation skills. Emphasizing presentation abilities in higher learning is mostly done to promote competence in the classroom.

ACTION PLAN

I will use the information I've learned to perform a range of research projects to better understand presentation skills. This talent enables me to create unique ideas and apply them to a range of projects and papers.

CONCLUSION

This reflection has concluded that growing academic proficiency and employability are crucial to obtaining a better career. Continually raising one's intellectual capacity is essential for people seeking successful careers. Employability is essential for landing the ideal job. This assignment demonstrated the academic and employability skills I have developed during my education. Additionally, it assessed how the training enhanced the skill set. The Gibb's Reflective Cycle was used to evaluate the module's lessons. Since it is cyclical, it incorporated itself extraordinarily well to encounters that were repeated, allowing me to learn from both positive and negative encounters. It provided a method for examining occurrences.
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Year: 2000
Starting a new 
experience 

Human 
Resources 
Department


STRENGTHS

Quick Learner

Responsible and I always do my best

Proactive and Hard Working

Able to work in a team 

Active person

I rather be waiting, instead of being late


WEAKNESSES

I am sometimes shy to ask for help

A bit insecure

My listening skills are not enough 


OPPORTUNITIES

Taking the initiative of speaking in front of a small group of people

Getting involved in others’ work and 
cooperate with them

Being promoted as an Assistant 
Manager


     THREATS

Working long shifts and being tired, could affect my studies.


TO BE IMPROVED

Listening skills

Being more secure

Time Management
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