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[bookmark: _Toc101800858]Discussion of the Four Chosen Topics 
Among various types of academic and professional levels of skills, I have identified four specific skills as I have realised I should gather more information about these topics and increase my knowledge as well. Besides, I have come to know that these four will play some major roles in my life including my learning stage of academic life and my future career as well. These are including time management, reflection, CV writing, public speaking, and giving a presentation. 
Figure 01: Four Skills I have to Know about more and Develop (Source: Self crated)
[bookmark: _Toc101800859]Topic 01: Time Management
This term of time management skill refers to the ability of people to make sure the productive and effective use of time to complete a task within time (Mindtools, 2019). A person has to do many kind of tasks within a specific given period and when the person will able to organise, plan and complete all of these tasks within the time or deadline then he or she can be called a good time manager and the tasks by him or her is called time management. But it is also considered that all the tasks do not carry a similar level of importance and significance. For this, the tasks have to be ranked considering their level of significance and importance and this is considered to be one of the major parts of time management (Mindtools, 2019). Time management skills consist of several different skills related to managing one’s time properly and these skills enable one to do so. Some common and major time management skills are planning, prioritising, understanding the roles of each task, using tools and technologies to accomplish the task, etc. It is known that without using the time properly, no one can ensure success and development in life and everything has to be done within a certain period without this, the level of efficiency is not met. Time management skills are similarly needed in one’s academic life and professional life as well. Besides, time management skills will help one to organise his or her task effectively in the whole lifetime (Entrepreneur Handbook, 2019). 
Description
Talking about the description of the situation, I have realised that when I have so many tasks to do within a specific period, I panic and fail to complete these tasks properly. 
Feelings
I feel like that I do not have the time management skills properly and I feel negative about this lacking of time management skills inside me.
Evaluation
Lacking of time management skills is bad for me and I realise that significantly because without these skills I will fail to ensure success in my life. 
Analysis
As a student, I have to do some particular job daily and within a specific time. If I do not improve and gain these skills of time management, I will suffer in the long run of life. 
Conclusion
I was unaware of the significate of time management and its basic concept of it. But now I think that if I could have realised this earlier, I would not suffer at this stage of my life.
Action Plan 
To improve my time management, I will practice following a specific daily routine to complete my everyday tasks effectively and efficiently. Besides, I will also practice planning, organising and prioritising various tasks according to their significance. 
[bookmark: _Toc101800860]Topic 02: Reflection 
The second topic is about reflection which refers to the proper analysis of one’s skills, abilities, and capabilities to improve and facilitate the process and way he or she learns and works (McLeod, 2013). This section is mainly about focusing on reflective writing skills. Reflective writing refers to the process and activities related to writing in such a way that provides evidence of the level of reflective thinking by someone. This term is mainly used in academic skills’ perspective and context and reflective thinking and writing mainly involve three particular tasks (Morgan, 2017). Firstly, one has to look back at something to realise and get a proper idea about any event and understand what has happened or taken place. Then in the second step, the event has to be analysed from various perspectives and explained with various models and theories with references. Finally, in the third step, one has to carefully think about the event and evaluate what meaning it carries for someone and learn from it. Reflective writing is commonly called a reflective report which is a piece of academic writing that summarises the students’ reflective thinking of a particular event or topic. Reflective reporting and thinking reflectively facilitate learning and enable the students to learn from an event and identify their strengths and weaknesses inside them to face the situation in the future (Gaynor, 2013). The experimental learning cycle by Kolb, the Reflective cycle by Gibb, and Driscoll’s model are the three most commonly used reflective models or frameworks. 
Description
Event regarding reflective writing, I have noticed that my reflective writing is not that great and I fail to analyse any particular event from various perspectives. 
Feelings
I feel that I have to develop my reflective thinking and writing as well because without this I cannot learn from any event and cannot describe the event as well. 
Evaluation
After evaluating the event, I also feel very bad about the event of my lacking of skills related to reflective writing and thinking reflectively because I could have learned many things from many events if I had these skills.


Analysis
The major reason for my feeling negative about not having the reflective skills is that without these skills, I will not be able to identify my inner strengths and weaknesses. 
Conclusion
If I practiced thinking reflectively and writing the reflective reports from previous years, I could have learned many things from various types of situations I have faced in my academic life with the proper identification of my required skills. 
Action Plan 
To develop my reflective thinking capability and reflective writing skills, I will practice and try my best to research more and follow the guidelines about how to think reflectively. Besides, I will also focus on writing reflective reports using various reflective models. 
[bookmark: _Toc101800861]Topic 03: CV Writing 
The term CV is the abbreviation of curriculum vitae which is a type of formal document used mainly to apply for jobs. CV enables the job candidates to summarise their basic information about them, educational qualifications, skills, and job experiences as well (Morgan, 2017). Besides, using the curriculum vitae, one can effectively and successfully sell his or her professional skills and abilities to his or her potential employer. A CV consists of many things and information but it mainly focuses on four basic elements that help to create one’s brand. These four are including knowledge, attributes, skills, and other major things. Speaking more specifically, curriculum vitae contains personal contact details including the name of the candidates, mobile or telephone number, email, present and permanent address, social media accounts if needed, etc. Besides, there is some personal statement as well that is briefly written, must be clear and easy to understand, it must not be more than three lines and it should have the evidence of the said statement. Moreover, the CV contains the educational qualification that defines the tiles of the qualifications, qualification dates, the result of the qualifications and one has to provide the most recent qualification first and then the other considering recent times and dates (Maund, 2017). Work experience is also present there with the most recent work experience first with the exact date and period of each work, titles of the jobs, and three or four outlining of achievements in the previous workplaces. If there were any additional duties and responsibilities done by the candidate in the previous work that should also be denoted with the relevant skills acquired from there. Finally, there are the hobbies and interests of candidates are also described and mentioned in the CV but these should be relevant to the job and show the link with the particular job and tasks. Besides, the candidate should be the focused on mentioning and suggesting the interests and hobbies that show the employers the possibility of one’s level of motivation and personal progress in the workplace. Finally, there will be two references where one is from the academic tutor and another could be from the previous employer but the references can be used only when the referees give the permission. Formatting is also important and bold, italics, and underlines can be used to highlight the key points (Morgan, 2017). 
Description
The scenario is that I was unaware of the correct format of writing a CV for my job and professional life. 
Feelings
Now I feel and realise that I have to learn many basics and fundamental rules of writing my curriculum vitae. 
Evaluation
I think this is very negative for me not having enough knowledge about the fundamental and crucial rules and regulations regarding CV writing. 
Analysis
Not having the skill to write a CV properly is negative for me because without having these skills, I will fail to create a positive image of myself in front of my potential employer. 
Conclusion
I should have researched more about the rules and proper writing style of a CV. But I believe that it is not too late and I can still gain the skill of writing a CV properly. 
Action Plan 
First of all, I will study all the rules and format of writing a CV and research as much as possible. Then I will write a CV of mine and show it to my module leader for her comment. 



[bookmark: _Toc101800862]Topic 04: Public Speaking and Giving Presentation 
Public speaking refers to the activities related to communicating and interacting with a mass audience and presentation means speaking formally in front of a particular group of audience with a specific objective, coordinating the speech with the proper use of several related images and slides to reach a particular outcome from it (Katz, 2020). Presentation can be considered as the form of formal public speaking and this is used in the academic life of the students and also in their corporate level jobs. That is why knowledge of the purposes, objectives, and rules of giving an effective presentation can play some important roles in one’s student life and future career as well. But it is normal that one will get nervous in front of many audiences and it is important to learn and practice the ways of giving a presentation properly (Schneider, 2015). 
Description
Describing the event, I realise that I feel very uncomfortable when I have to speak in front of many people and I also have a lack of confidence while I give a presentation. 
Feelings
I have very negative feelings about not having the skills of speaking in front of many people and failing to give a presentation properly. 
Evaluation
The bad side of the event is that in my life I have to speak and interact with many people in various stages of my including my academic and professional life but I do not have the needed skills.
Analysis
Good speaking qualities are the most needed and common skills one should have but there is a lacking of these skills inside me and that is why it is bad for me not to have these skills.
Conclusion
I am an introvert person and I should have identified that particular limitation of me earlier and taken action to recover it. 
Action Plan 
There is no alternative to developing and practicing public speaking and giving a presentation as I will need these skills in my academic life and corporate life as well. In this situation, I will study more about how to be confident and practice public speaking and I will also try to be an extrovert to recover this limitation of mine. 
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