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Introduction
Personal and professional development leads to the building of academic as well as employability skills of individuals that will help in creating a successful career path. This development helps in building the personality of the individuals and shapes their behaviours that are accepted by society. This report sheds light on the development of academic as well as employability skills that will help in achieving a successful career in life. This report aims at evaluating a self-reflective model to analyse my strengths and identify my weaknesses that may hinder my career development along with the learning from the module. The objectives of this study are to develop new skills such as time management, paraphrasing, summarizing, and referencing that will help me on both academic and professional grounds.
Reflection model and usefulness of the topics in the module and reflect on learning experiences
Personal analysis is the method of self-reflection on the strengths and weaknesses of individuals that may restrict them from pursuing their desired careers. I have learned new skills such as paraphrasing, critical thinking, referencing, time management, and summarising skills that I can evaluate through Gibbs' reflective model. Gibbs’ reflective model is a type of framework that enables individuals to evaluate their past experiences in the present situation to develop new skills for the betterment of their career. This model encircles six elements that will help me to understand what my strengths are and what are skills I am lagging in (Adeani et al., 2020). These six elements are description, feelings, evaluation, analysis, conclusion, and action plan. 
The description is the process of defining the experience in words and what are the activities I have done during the experience. This will help me to understand the value of the work that I have done during my past works. In this report I have demonstrated about the various skills that I possess that are probable to help me in my career development in placing myself in a desired filed in which I am expertise at. Additionally, using this descriptive progression I would be able to identify how this skill is preferable to be improved in the future for my own development.
Feelings of the experience are mainly expressing the thoughts and ideas that individuals have during their experience. This will help me express the thoughts that I had during my experience and share them with other people which may set examples for them.  While executing this project report I have felt enthusiastic as it provided me to gain an idea about what skills I poses and how could these skills be applied for my growth and development. This has been possible as it have utilised some theoretical frameworks to conceptualise the report activities through guidance from my assessors. 
Evaluation is the estimation of the impact of the experience on my career path and how it went in overall. This will help me to estimate the positive or negative sides of my past work and will enable me to identify my mistakes (Sekarwinahyu et al., 2019). Through appropriate evaluation of the skills that I possess, I have been able to identify its associated issues that I encounter. In other words, the lack of grip over a particular skill for instance, employability, needs to be improved such that career development practices from my perspective could be enhanced. 
The analysis is the assessment of how important that past work is and how it helps in developing certain skills. This will help me to self-reflect on the activities and skills that I have developed during my past work such as paraphrasing, time management, referencing, and summarising skills. The implementation of the SWOT analysis framework has allowed me to identify the strengths and weaknesses that I posses along with the opportunities that I could pursue for its future development. Having this analysis undertaken I have also been able to define the threats that would act as an obstacle towards my academic and employability perspectives. 
· The conclusion is the final estimation of what individuals learned and what they could do differently. This will help me realize what I have learned through my experience and what are the steps that I could have taken during the work that would increase my performance rate by using time management skills. Additionally, this estimation will help me to avoid such mistakes in my future career (Markkanen et al., 2020). The report has also concluded to provide an overview of the changes I need to make such that its application to improvement of my skills could be attained. All of the skills that I have presented throughout the report has been complied at the conclusion stage to indicate its interlink with my academic development and employability. 
· The action plan is the plan that helps in jotting down the strengths and weaknesses and overcome these shortcomings within a time frame to get desired job roles of individuals. This will help me to plan how to overcome my weaknesses within a time frame that will enable me to pursue my desired job.
	Skills
	Improvement Action
	Time

	Employability skills
	I need to explore employment options and optimizes that lie throughout my field. 
	2 to 3 weeks

	Personal skills 
	The personal skills that I possess would allow me to interact with different individuals who are related to my filed of academics. 
	1 to 2 weeks

	Numeracy skills 
	Pertaining numeracy skills would eventually let me to enhance my evaluation methods related to time and cost management practices
	3 to 4 weeks

	General awareness skills 
	It would be necessary for me to enhance my general knowledge such that I would be updated with current affairs related to my filed of study
	1 to 2 weeks

	Time management skills 
	Applying suitable time management skills would allow me to enhance my optimisation in completing tasks within deadlines
	2 to 3 weeks



Skills
Time management skills
Time management skills are the techniques that help in organizing the work schedule within a time limit to accomplish the specific tasks on both personal as well as professional grounds. The basic principles of time management are to work efficiently, effortlessly and reduce the time for each task (Ghiasvand et al., 2017). I have developed time management skills during my experience where I had to meet deadlines at each hour. This will help me to manage my tasks and organize work schedules in a way that will enable me to make time for other activities that will lead to improvement in personal branding. 
I utilized the SMART tool to develop my time management skills that have helped me to organize my specific tasks within a time frame and enable me to find the relevant resources that have helped to accomplish those tasks. The SMART tool is the tool to identify specific tasks, evaluate measurable ways to accomplish them, analyze their importance and find out relevant resources within a time frame (Afsaneh et al., 2019). This tool has helped me to make a list of important tasks based on their deadlines and maintain a record of resources that have to be used to complete the tasks.  I write all my activities and list the deadline works in a logbook and set a timer for each task to increase my performance rate. 
I have divided my time management process into three segments such as to-do lists, prioritization, and reviewing progress with lunch breaks in the middle. The to-do lists consist of all my activities and work that I have at the present situation in hand. The prioritization lists consist of urgent works that I have to complete first before doing other works. The reviewing progress plan helps me to reflect on the whole day activities that I have done and evaluate how I can better my performance the next day.  This has helped me to increase my efficiency and performance rate and shorten my working time (Alias et al., 2019). Time management skills help in reducing the stress of the workloads in both academic as well as professional skills. These skills help in increasing my speed gradually to meet the deadlines and also increase my performance rate.
Paraphrasing
Paraphrasing is expressing the meaning of the sentences using different words to increase the clarity of the sentences. In simple words, paraphrasing is the re-writing the sentences based on individuals’ understandings that they have equipped after reading or hearing the sentences (Thadphoothon, 2019). In paraphrasing, the individuals change the structure and words but the meaning of the sentence remains the same. This helps me in the development of learning skills and concentrates on key details that may help in increasing the visibility of my works. I have learned three techniques that help me in paraphrasing the whole sentences that are using synonyms, changing the class of words, and change in words' order. This has helped me to re-write the big sentences into understandable words without changing their meanings.
Paraphrasing skills have developed a new habit of mine of reading and taking notes to re-write the sentence (Rogerson and McCarthy, 2017). The reading skills have helped me to focus on the keywords and understand the whole paragraph while taking notes have enabled me to keep a record of my words collection. These skills will help me to complete my assignment with interesting words and correct grammar. While paraphrasing a text, I always focus on the main ideas and points conveyed by that particular text and make a list of words and find out its synonyms that will not change the meaning of the text. Then I try to change the structure of the words by understanding the relationship between the words, ideas and contrast them before implementing them in the text. Finally, I change the grammar to rephrase the whole text in a new structure and grammar proposition that will increase its credibility without changing the meaning (Whyatt and Naranowicz, 2020). 
Paraphrasing skills have helped to jot down my ideas in a paper and plan accordingly that will enable me to implement them at the time of execution. These skills help me in developing my critical and analytical skills that will help in focussing on the ideas than just reading the phrases. The analytical skills help in breaking the long sentences into small units that will help in understanding each sentence and rephrasing it accordingly. While critical thinking skills will help in focussing on the key details and main ideas that are conveyed by the text and evaluate the motive behind that particular text. 
Summarising
The word 'summarising' means that explaining the whole phrase in a small and definite manner with a brief description of the main ideas. The summarising skills help in developing note-taking and reading skills that will enable me to focus on the main ideas and key areas that should be included in the summary (Lyon, 2017). The importance of summarising is to give the main idea and objectives of an article or report without reading the whole article. I have developed my summarising skills from my learning modules when professors generally ask what they learned from the whole session. The note-taking skills help me to jot down the important key points that have to enable me to provide the basic idea about the whole task. 
Another most important aspect of summarising is that it helps in saving time and increase understanding of the main ideas of a particular journal, article, or report. This will help me to secure good marks in my academic career as it will enable me to provide the key points in my answers that will increase the credibility of my assignment (Montaner, 2020). On professional grounds, summarising skills help in improving communication, teamwork, planning and organizing, presentation, and learning skills. 
Summarizing skills will help me to increase efficiency in my non-verbal communication skills. This will also help me to write my CV and cover letter that will increase my branding and impress the employers of multinational companies. Summarising the objectives and purpose of the team building process help in increasing cooperation and collaboration among the team members. This may help me to work in a team and communicate and coordinate with my co-workers to complete my task. These skills help in planning and organizing the main ideas with the key points that will increase the credibility of my assignment (Cooney et al., 2018).  These skills help in improving my presentation skills with the detailed report and understanding by highlighting the key points in my presentation slides. Summarising skills help in developing learning skills that will enable me to grasp new knowledge and skills instantly.
Referencing 
Referencing is the method of providing the evidence from where the particular information has been collected by the individuals. Usually, Harvard referencing system is utilized during writing references of particular information. Harvard referencing system is a type of reference style that provides information about the author, date, publishing channel, and page numbers for more detailed information (Gravett and Kinchin, 2020). I have developed this type of referencing style from the UWTSD (University of Wales Trinity Saint David) textbook that provides detailed information on how to do in-text citations and references with examples. These skills help in reducing plagiarism and increase the credibility of my assignment with detailed information and established models of literature. The referencing skills help me to provide authentic resources that increase the value and purpose of my assignment.
Referencing skills help in distinguishing my ideas from other people and show a comparison of what has been established and provide a literature gap that has been missed by the authors (Li, 2017). These skills help in improving reading skills and cite my viewpoints in a particular matter in a different aspect. Referencing skills help in providing evidence of my writing that can increase its validation among other articles. This will also help me to gain knowledge of major ideas that may increase my understanding of a particular matter. These skills help in understanding the objectives and depth of the particular article or assignment that will enable me to secure good marks in academics and present a detailed report on professional grounds. 
Conclusion
From the above explanation, it can be concluded that for both academic as well as professional fields the skills that are required such as paraphrasing, referencing, time management, and summarising skills are required to secure a good position or marks. Paraphrasing skills help me to increase my learning skills such as reading and note-taking skills that will help me to rephrase a particular sentence into a more definite phrase with the same meaning. This will reveal my intellectual and understanding capacity that may impress my professors in college and managers in a particular company.  Referencing skills will help me to validate my piece of writing and provide evidence of the resources. Time management skills will help me to organize my everyday schedule and complete the work on time. Lastly summarising skills will help me to simplify a long article into a small and definite one with key points and ideas.
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