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Introduction

	The following report is a reflective report which aims to examine the experience of writing an academic report by using a model of reflection, to identify the experience and learning across the Academic and Employability Skills module and to create a personal development plan for the skills that I identified as lacking from my experience with past assignments. The time spent at the university is the perfect time to develop the skills I need for my future career, abilities, strategies and habits, such as written and verbal communication, listening, reasoning, technical literacy, attention to detail, data analysis, but also soft skills that I can use for my whole life. Some of the main academic skills that also apply in the workplace include time management, research, reading comprehension, computer skills, self-discipline, critical thinking, teamwork, presentation, public speaking, writing, planning, constructive criticism, multitasking and more (Indeed, 2022). 

Examine the experience of writing the academic report by using a model of reflection

	Reflection gives people the opportunity to shape their thinking and acceptance of new ideas through personal experiences and observations, and it is very important in the early stages of the studies in order to encourage exploring ideas about certain texts instead of simply accepting other people’s ideas. Reflective writing is really useful for students to develop critical thinking and analytical skills, and it can have a big impact on their writing process during their entire time at the university and even after (Trent University, 2022). The first report that we had to write was an academic report that needed to be clear, concise, focused, formal, structured and backed up by evidence. The experience of writing this report included reading multiple sources and learning how to skim read in order to identify the relevant information based on the theme of the assignment on how to best motivate in the workplace. I also identified one of the skills that I need to develop is academic writing.
	In order to properly reflect on an experience and come to a conclusion is helpful to use one of the most famous models of reflection, Gibbs’ reflective cycle. The model was developed in 1988 by Graham Gibbs, and it helps examine an experience by going through six stages: description, feelings, evaluation, analysis, conclusion and action plan (The University of Edinburgh, 2022). The stages are easy to follow and understand, so the model is easy to be applied to any experience that needs to be analysed. For the experience of writing the academic report, the description is writing a 1000 words reports about what are the best ways to motivate employees in the workplace and analyse which way works best, the feelings related to writing the report involved thinking that it is a new thing to do, a lot of reading to understand the topic, but also applying some knowledge from my own workplace and what works best there, the evaluation of the experience was a good one overall with a good feedback from the lecturer, but of course it still has space to be developed and improved, the analysis of the experience is that it was a pretty easy topic to start with which was good to prepare the students for future reports and work within the university, the conclusion is that I learned what and academic report needs in order to fill all the requirements and what I could have done differently would be to start earlier to work on the report, the action plan for future reports is to start reading as soon as we get the theme for the next assignment and get involved more in class. After using the Gibbs model, I realised that another skill that I need to improve is time management to deal better with the work for the university, my current job and the time I want to spend with family and friends. 
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Image 1 – Gibbs’ reflective cycle


Experience and learning across the Academic and Employability Skills module 

	I personally believe that a module like the Academic and Employability Skills is extremely useful for all the students to have, especially in the first year, because it gives them some clarity about what they need to prepare over the next three or four years of university in order to be prepared for hiring after and impress the employers with a good portfolio and skills that are lacking on the market. I personally learned a lot about myself and the skills that I need to improve, such as academic writing, time management and leadership skills, in order to prepare myself for my future career. Also, the academic writing was combined with group work which simulated a work environment situation that is very helpful in learning how to communicate and work with others, especially for students that never had a job or volunteered before. 



Personal development plan 

	A personal development plan is a set of goals and objectives created in order to help a person to achieve something or develop a certain skill. The PDP helps to identify where a person stands at the moment of creating the plan, what the person wants to achieve and how to achieve it, but also learn transferable skills and monitor and evaluate other achievements. The process of developing the plan includes establishing the purpose of the plan, identifying the need for development, looking for the development opportunities, formulating an action plan, undertaking development, recording the outcomes, and reviewing and evaluating the success of the plan (CMI, 2013). Based on the analysis of my skills from this semester, I plan to develop skills like academic writing, time management and leadership skills. I also plan to develop further the personal development plan, add things as I learn more about myself and follow the actions set up until I achieve my goal. 



	Skill to be developed
	Actions to be taken
	Tools to use
	Deadline
	The actual date of achievement

	Academic writing
	Write more assignments for university and ask for feedback from lecturers. Also, read more pieces of academic literature to get used to the type of writing. 
Take a more advanced English class.
	University tools, lecturers, and involvement in learning and development. 
	End of 2022
	

	Time management
	Develop a schedule to follow for my work at university, my job and the time I want to spend with my family and friends. 
Try to introduce daily habits and follow them until they become a routine. 
	An organiser to write down everything and make sure I follow the plan.
	June 2023
	

	Leadership
	Take the initiative when asked different questions at the university.
Ask my manager for a promotion or just more money after presenting them my ideas and what strengths I bring to the company.
	Courage to do the things I plan and initiative.
	January 2025
	



Conclusion

	In conclusion, achieving my goals is a matter of learning the tools I need in order to develop skills, and the module on Academic and Employability skills is extremely useful in pointing us in the correct direction. Only in the past couple of weeks have I learnt what skills I need to develop, how to develop them and what tools I can use in the future to grow even further. Having guidance is extremely important for me to understand better what I need to do during the university to help me get my dream job, not only get a good grade and pass. I find that assignments like this are very helpful in order to reflect on the work I have done until now and see how I can improve it even further with the help and feedback from my lecturers.
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