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Personal reflection and reflective practice hold a great level of significance in the life of an individual. Both these practices show huge importance for students. Personal reflection helps students in understanding the skills that they have developed and the effectiveness of what they have been taught (Crane et al., 2019). Reflective practice helps a student to think and understand what they have learnt in addition to developing responses and actions for the future while refining them. This report is going to reflect on the learning developed from the module "Academic and Employability Skills" based on Gibbs' Reflective Cycle. Different topics learnt and understood from the sessions held in the class will be discussed while what was already learnt and what has been learnt in the sessions will be evaluated. The learning that has been undertaken outside the class will be discussed as well.

[bookmark: _Toc112777685]Personal reflection
According to Hannon (2018), personal reflection, also known as self-reflection, refers to taking time for thinking about, evaluate, meditating on and giving serious thoughts to the experiences and learning that individuals have developed. Personal reflection helps me in reflecting on all the learning I developed from the module "Academic and Employability Skills". It helps me in finding out that the three main skills or topics about which I have learnt from this module include time management, paraphrasing and CV writing. However, among several in-class activities, preparation of an individual presentation was one of the main activities. A personal reflection on the presentation helps me in identifying the development of learning about public speaking and giving presentations.
[bookmark: _Toc112777686]Gibbs’ Reflective Cycle
The Gibbs' Reflective Cycle is one of the most famous and widely used models of reflection, which has introduced in the year 1988 (Adeani, Febriani, and Syafryadin., 2020). This model had been developed as a continuous cycle of improvement related to repeated experience. However, Gibbs' Reflective Cycle has now turned out to be a model for reflection of standalone experiences (Reynolds, 2017). This reflective model comprises six main stages, which are as follows –
· Description
· Feelings
· Evaluation
· Analysis
· Conclusion (general)
· Conclusion (specific)
· Personal action plans
Reflecting on experiences and learning by following all these six stages is helpful for individuals in thinking systematically and clearly about all their learning experiences. The model also encourages in making sense of different situations while preparing plans for doing better the next time.
[bookmark: _Toc112777687]Time management 
I am going to discuss my experience of learning about different types of time management skills through the application of Gibbs' Reflective Cycle. We have been taught a range of tools and techniques related to time management in this module. All these tools and techniques helped us in realising how and why time management is an important skill in the context of academics as well as employability. For example, we learned about the Eisenhower method in time management and the usefulness of this tool for making decisions about priorities in Week 2. The first feeling that I had related to learning about time management skills is that the Eisenhower method is not useful for time management. This is because I have always been making decisions instinctively and the lessons were frustrating for me.
I felt that what was being taught is not right for effective time management. This feeling had an impact on my learning. I did not pay attention during the class and lectures related to time management. Due to this, I missed out on several important details conveyed to us about time management skills. However, the experience was extremely useful to realise significant time management tools. However, all experiences have a good aspect as well (Pretorius and Ford, 2016). The good part about the experience is that I learnt new things such as the Eisenhower method, which is useful for time management. Earlier, I knew that planning is the only key to time management, which has now been changed. I have never had any experience learning time management tools beforehand and I could realise the relevance of what we were being taught in the class related to time management. The time management skills I developed connected with my academic writing skills and helped me submit my written assignments before the given deadlines.
A range of lessons has been drawn from this experience. In the class and lecture sessions, I was ignorant and felt frustrated due to which I missed out on several important things discussed regarding time management in the class. However, in the future, I am going to be more attentive in class and listen to what is being taught without any negative thoughts. My future action plan involves the practice of using time planners and time management tools, reducing procrastination and managing distractions to manage time efficiently for all university assignments. This in turn is going to help me deliver all university assignments and projects timely. Thus, this is how the experience in time management has been useful for me.
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Paraphrasing refers to the state of something that is spoken or written in different words and is usually concerned with essay rewriting and sentence rephrasing (Roy and Grangier, 2019). The application of Gibbs' Reflective Cycle helps me in reflecting on the experience of learning about paraphrasing skills. During the week, in which we were being taught about paraphrasing, what I felt is confusion about why we were being taught about this skill. However, I did not face any problems in understanding this topic and the usefulness of developing this skill. This is because when our teacher explained to us how paraphrasing is going to help us in our university assignments, I realised the importance of this skill. The experience was thus useful in realising how paraphrasing can help students in completing university assignments.
Before this experience, I had not much idea about paraphrasing. The experience of paraphrasing taught in the class helped me in seeing the relevance that this skill holds for me to score good marks in my university assignments. Paraphrasing is a skill that is also connected to my academic writing skills, which I realised when I started practising paraphrasing for the written assignments at the university. I felt that the benefits of paraphrasing are going to help me later on in my life, as paraphrasing is something that I am going to require in my future studies as well.
All experiences help in learning some lessons, which can be used for framing future actions (Wight, 2016). For example, the lessons I have drawn from the topic of paraphrasing are going to change my future actions. I am going to be using paraphrasing in all my university assignments and tasks along with applying them in my future studies. These skills are going to help me in delivering well-developed and credible arguments in any kind of debate or group discussions held at the university in the future. I am also going to use paraphrasing in my future workplace to communicate creatively with my colleagues and my managers. 
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According to Teixeira da Silva et al. (2020), a CV or Curriculum Vitae is a written overview of the experiences of a person and his or her educational qualifications, which is used by potential employers to shortlist and interview candidates. I have also applied the Gibbs’ Reflective Cycle to elucidate my experience of learning about CV writing. This experience has been useful for me largely. During this experience, I felt that CV writing is one of the most important topics that all students must be taught at their college or university. Before this experience, what I knew about CV writing is that all employers prefer a good and attractive CV. However, this experience helped me in practically understanding the steps and elements of CV writing. I had a little problem in understanding the keywords that are used for writing a CV. However, the guidance and support from the module tutor helped me in overcoming the problem and the experience of CV writing is going to be very useful for me in the future.
The experience that I had related to CV writing had only positive aspects. I had never done CV writing before. However, the experience helped me in developing the skills of writing attractive and effective CVs. I could see the relevance of the experience to help me in achieving my future employment by preparing a good resume and presenting it to employers. Once I practiced the application of CV writing skills, there was a connection of this skill with other skills such as cover letter writing. I felt that it is connected to cover letter writing, as similar to CVs, cover letters must also be short, crisp and attractive comprising of keywords, proper tone and emphasis on personal value.
Lessons learnt from this topic are going to change my future action as well. Besides this, to enhance my CV writing skills, I used my research skills to research on the internet about CV writing skills. It helped me in understanding that apart from written CVs, video CVs or resumes are now a new type of CV being used by candidates for attracting and impressing employers or interviews. This is the lesson I learnt from outside the class. All these lessons are going to be implemented as my future action when I will be preparing my own CV to seek employment in a good company or organisation. I will make use of keywords, proper tone and emphasise on personal values alongside my skills, qualifications and experiences in my CV, which I have learnt from this experience.
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Apart from time management, paraphrasing and CV writing, the Gibbs’ Reflective Cycle helps me in determining that public speaking and giving presentations is another skill or topic I developed in this module. According to Grieve, Woodley, Hunt, and McKay, (2021), public speaking and giving presentations is one of the key skills that an individual requires in the present days not only in academics but also in terms of employment. Between the various types of in-class activities, preparation of an individual presentation was a key activity in Week 9. Reflecting on this activity using the Gibbs’ Reflective Cycle shows that the experience in Week 9 helped in understanding skills related to public speaking and successful delivery of presentations. I felt that since I have good communication skills, public speaking is going to be easy for me. However, I felt problems in understanding how to give a presentation and I also felt anxious in the moment of speaking in front of the teacher. This is because I had no prior experience of delivering a presentation. However, the experience was useful for me in understanding and developing presentation skills.
The analysis of the experience shows that I had done public speaking before, as I participated in debates with colleagues and friends outside an academic context. However, I had no experience of preparing and delivering a presentation in front of an audience beforehand. The experience also helped me in understanding the relevance of presentation skills both in academics and in one’s professional life. I also felt that there is a connection of public speaking and giving presentations with summarising, paraphrasing and referencing skills. The reason behind this feeling is that summarisation, paraphrasing and referencing are needed in individuals for public speaking and presentations as well. 
Future actions that an individual takes are often influenced by the lessons he or she has learnt from an experience (Diefes-Dux and Carberry, 2019). The lessons that I have learned from this experience helps me in identifying that I have made certain mistakes in the presentation I delivered in the class. I am going to work on them and ensure that these mistakes are not repeated in my next public speaking and presentation delivery task. For example, I am going to present more confidence and focus on my body language during the presentation. This is because I was a little scared during the class presentation in Week 9 because it was my first time. Moreover, my future action is going to be focusing on the audience and keep all information that I convey through the presentation simple.
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Thus, from this report, the importance of personal reflection and reflective practice for students could be evaluated. Besides this, the learning developed from the module "Academic and Employability Skills" could be identified.  Based on Gibbs' Reflective Cycle, the four topics of learning that I found to be developed in myself are time management, paraphrasing, CV writing and lastly, public speaking and giving presentations. Personal reflection helped me in the identification of what are the things I already knew about these four topics and what the sessions helped me in learning. The feedback I received from the tutor helped me in understanding the presence of these skills in me and the skills that need to be developed further. Thus, these are the key findings of the report.
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