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                  ACADEMIC AND EMPLOYABILITY SKILLS 
REFLECTIVE  REPORT 

 

INTRODUCTION 
               In the world today, everyone requires academic knowledge to survive. The educational 

experience allows the students to develop skills that help them within the employability system and 

future career.  

             The assessment purpose is to write a reflection about my experience with the academic and 

employability skills course. This report is the analytical evaluation and observation of the skills and 

knowledge that I have achieved throughout the first and second term. I will present my overall 

learning experience during the semesters. Firstly, I will review the five primary skills by describing 

the knowledge, feelings and personal experience. Secondly, I verify the various aspects that operated 

poorly or adequately, create an action plan and a SWOT analysis. The skills that I developed 

significantly are time management, academic writing, curriculum vitae (CV), cover letter and public 

speaking.             

              For this paper, I will apply Gibbs (1988) model, Reflective Learning Cycle.  According to 

Gibbs (1988), the model follows six stages, including describing the situation, examining the feelings, 

assessing the experience, analysis, conclusion, and an action plan. 

DESCRIPTION 
During these semesters, the teacher familiarised us with several theories regarding academic 

and employability skills. In term one, the professor explained the different theories for time 

management and the importance of academic writing. I expanded my understanding to develop and 

manage my time. Our lecturer also used the Eisenhower method and 80-20 Rule to explain time 

management methods and approaches. 

Moreover, I got valuable information to strengthen my academic writing. The essential 

aspects identified covered are paragraph and sentence structure, source analysis, and how to identify 

valid scholarly sources, peer-reviewed articles and reliable data from websites. I explored the 

necessary steps in paraphrasing and summarising by practising in-class exercise with the lecturer 

(Appendix 1 and 2). Through this guideline, I expanded my abilities by learning the Harvard reference 

style and the importance of referencing.  
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In term two, we learned how to design and communicate a PowerPoint representation, and 

methods to improve our presentation skills. The lecturer explained the essential role of body language 

and how proper behaviour changes the audience's opinion. 

I learned the critical elements to consider when I will be designing a curriculum vitae (CV) 

and write a cover letter (Appendix 2). Furthermore, in term two, I became more familiar with the 

reflective report, including the structure and steps to apply the Gibbs (1988) model. The model is 

recognised as a framework for reflection, which supports us to reflect systematically (Oxford Brookes 

University, 2020). 

FELINGS 
 

According to Cottrell (2013), being a student is a life-changing adventure and way distinctive 

from the study at previous levels. After finishing high school, I had to work, and when I had the 

opportunity to apply to university, I did it; to finish my studies was a goal. Starting as a student at the 

University of Wales Trinity Saint David, it was a dream come true. However, within a short time, I 

felt overwhelmed and become confused. We had to discover that learning can be stressful and 

fundamental at the same time. The hardest part of learning academic and employability skills has 

been the academic writing and time-management - both powerful and corralled.  During the classes, 

it was required to advance my understanding, considering that English is not my first language.   

I realized I have to face some challenges, in particular, recognizing that I am a perfectionist 

person regarding my education, and this was an additional reason to be more anxious. The first 

significant challenge has been to develop a new writing style, including vocabulary, grammar, and 

text structure. In the first weeks, the teacher assured us that explains several academic writing 

methods and steps towards developing an academic paper. I learned how to paraphrase, summarize 

and references even though in the beginning, it was a new concept for me.   

The second difficulty was to enhance my time management, acknowledging that I have to 

work and study at the same time. However, I had to improve my independent study time, having more 

control over the essential deadlines.  I start to apply the 80-20 rule (Tracy, 2017) and the Eisenhower 

matrix (Develop good Habits, 2020) in my study and work activities to avoid procrastination. 

I felt less confused, as a result, I was able to evolve. I increased my confidence and motivation; 

however, in the second semester, I had to face more educational requirements which have worried 

me, for example, public speaking. 

EVALUATION 

Nowadays, individuals need to develop new abilities to handle the workplace environment 

(Sharma, 2019). During the first and second term, I gained knowledge that will encourage me to 
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succeed in future projects.  Thus, through the lecturer courses, I achieved new levels in my academic 

experience and a new self-evaluation strategy in learning. Before my educational experience, I 

struggled with my vocabulary and grammar, and my writing skills been very rusty. However, using 

the skills I studied, I deepen a better understanding in long term creating new academic habits. Cottrell 

(2013) argues that developing our writing skills, we can become more aware of what is requires and 

be more flexible and creative. Therefore, I learned to build paragraphs and sentence structures, and I 

realize I become passionate about academic writing. Nevertheless, it is still complicated with 

paraphrasing and summarising. I experience a challenge considering that it is not correct to use 

someone else work and not to reference. 

Universities and colleges offer various opportunities to expand our abilities and pieces of 

knowledge (Cottrell, 2013). As a student, there will be numerous other demands which disturb us 

studying. Before university, I tried to apply various approaches to use my time effectively and to be 

more confident speaking in public.  However, starting in higher education, I discovered that my time 

management and public speaking need significant improvement. Frequently I find myself in 

situations that my deadline time is almost over, and I did not finish my tasks. Even if I learn how to 

apply different methods to organize my responsibilities, it demands time to become a new habit. 

I have also to recognize that I need to practice my body language and nonverbal 

communication. These abilities are the foundation in public speaking (Gleeson, 2017). 

ANALYSIS 
In previous parts, I focused on the details of my academic experience and the challenges I 

faced. In the analysis section, I want to verify the different aspects that operated poorly or 

satisfactorily. On reflection, I realize my academic and employability skills have seriously improved 

with the guidance of my teachers and colleague's support.   I have evolved methods and techniques 

to improve my writing speed, grammar, and vocabulary. However, I assume the reason why my 

academic skills progress so well is that I was able to identify my gaps early. 

The previous educational levels and my language confidentiality have been reasons why I still 

have to develop my time management and public speaking.  I searched for further pieces of literature 

to expand my knowledge and to understand the subjects better. 

 Tracy (2017) argues that identifying the key result in the area of our activities, we can see 

what is holding us back. Is better not to justify, rationalize, or defend our weaknesses. As individuals, 

we avoid jobs where we have struggled in the past. According to Tracy (2017), we need to identify 

the cores tasks in our activities, applying the "Law of Three" and organize them by priority. However, 

to avoid procrastination, we need to stay motivated and optimistic. 
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Understanding why my time management did not work before and how I can improve it in 

the future, I continue with my research to study more about public speaking. According to Kleiser 

(2006), to become a successful speaker, we need to study the methods used by other distinguished 

speakers, for example, Roosevelt. Afterwards, we need to develop the habit of repetition and self-

confidence. 

Therefore, I believe a reflective and self-evaluation approach will aid my learning academic 

and employability skills. However, I think everyone learns in their way and takes time to create new 

routines. I enjoy finding out new things. 

CONCLUSION 
 Sharma (2019) argue that in the industries requirements without communication or soft skills 

is hard to succeed. Above, I analysed my experience with academic and employability skills course, 

including academic writing, time management, curriculum vitae and public speaking. I enhanced my 

abilities in time management, and I can apply new techniques and strategies in my daily projects.  

Since I learned why it is crucial to manage your time and to become more result-oriented, I was 

capable of avoiding procrastinating.  

 Moreover, I consider I have formed adequate skills in academic writing. Academically, I can 

use the vocabulary and grammar properly, though at the beginning of this course, I was confused, 

and I felt anxious I develop the body paragraphs, referencing and sentence structure.  

 Academic learning within higher education level generally focused on the accomplishments 

of individuals. However, this ensures that each person is knowledgeable of their strengths and 

weaknesses (Cottrell, 2013). I consider that my vulnerabilities can become an ability if I will focus 

daily by expanding my pieces of knowledge. 

 Lastly, I learned how overwhelming higher education was and how hard I adapted to new 

circumstances. A perfectionist personality can create multiple difficulties and barriers to the 

achievement of goals. However, I believe without academic study, the employment list is limited. 

ACTION PLAN 
 Managing our learning is not straightforward. It requires a variety of personal skills and 

attributes to accomplish independent learning. However, in Table 1, I create my SOWT analysis to 

determine my strengths and weaknesses and identify potential opportunities or threats. The SWOT 

analysis is the most reliable way to understand our accomplishments and then to create an action plan 

(Table2 ). 
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STRENGHTS 

- I have excellent communication skills 

as working in hospitality for four years. 

- I developed my academic writing and 

English language. 

- I have social and relationship skills.  

- I can handle conflicts. 

- I am skilful with PowerPoint design. 

- I am confident to work in a team. 

 

WEAKNESSES 

- My time management needs 

improvements. 

- I do not have professional work 

experience. 

- I am not confident about my public 

speaking skills.  

- I still need to improve my employability 

skills. 

 

OPORTUNITIES 

- Often, I am volunteering, which allows 

me to improve my employability skills. 

- I will change my workplace or do an 

internship to gain more knowledge. 

- I will continue my studies, and I will do 

the PhD. 

 

THREATS 

- London is an expensive city; thus, I need 

to take into consideration many factors 

before starting something. 

- If I do not manage my time, probably, I 

will not be able to achieve my goals. 

- If I do not start to be more confident, I will 

not enhance my presentation skills. 

 

                                                                                                        Table 1, Personal SWOT Analysis.  

 

 My time management needs improvement, and to attain this, I will be more systematic with 

my time, I will priorities and plan my essential activities. Finally, I will apply new time management 

techniques to find out which one is working best. For example, I will create a planner with things I 

have to do. Every day we are involved in positions to plan and make decisions. Planning our time is 

crucial, to set priorities and to avoid stress. However, I desire to become more organised, to get 

exercise to manage my anxiety and study how to be more confident in public. 

 To improve strategies for my public speaking skill, I will have to learn how to address pieces 

of information for different audiences, how to deal with questions and answers session and how to 

deal with the robust public. I aim to enhance the skill, and I will take further courses regarding public 

speaking. Moreover, in my free time, I will read more about personal developments, public speaking, 

study abilities and employability skills.  
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JOB NAME: 

PSYCHOLOGIST 

HOW HOW LONG OBSTACLES 

SKILLS I 

NEED 

Public speaking 

and presentation 

skills. 

Online and 

offline 

course. 

Two months. 

University and 

Work 

responsibilities. 

SKILLS I 

NEED 
Time management 

Online 

course. 
One month. 

University and 

Work 

responsibilities. 

SKILLS I 

NEED 

EMOTIONAL 

INTELLIGENCE 

Online and 

offline 

course. 

One year. 

University and 

Work 

responsibilities, 

or 

unemployment. 

                                                                                          Table2, Personal action plan. 
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