[bookmark: _heading=h.tyjcwt]


CertHE Skills for the Workplace


ACADEMIC AND EMPLOYABILITY SKILLS


BMSW4001


MIHAELA-PAULA MOCIOI
STUDENT ID: 2124641








Introduction

 Reflective models enable individuals to relate the knowledge of their previous understanding by considering both the conceptual terms and abstract. This task is aimed at conducting personal reflection using the Gibbs model of reflection. It is one of the most used models consisting of six stages such as “Description, Feelings, Evaluation, Analysis. Conclusion and Action plan” (Adeani et al., 2020). The chosen topic on which these models will be applied are time management, academic writing, referencing and public speaking and giving presentations. This task will therefore provide a deep understanding of the skills and knowledge used in the preparation of task 1. For this purpose, this task will analyse some literature relevant to the specific topics I am going to discuss.      
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 Time management is the process of planning, organising and dividing time between different activities. It is important in prioritising a task and increasing the quality of a project (Sainz et al., 2019). In preparing for task 1, time management skills were important to rephrase and time me early on in the planning phase. Using the six significant stages of the Gibbs model I am reflecting on this particular topic here. 
Gibbs model of reflection
 Description: For preparing the presentation, I first made a rough plan by dividing every task according to its urgency. I divided the different sections so that I can complete each task within a particular time. I have given myself enough time to learn things throughout this project. I was however quite confused about the structure of the presentation, my peers helped me to make it. I used my research skills and communication skills mainly for this assignment.         
 Feelings: After preparing this assignment, I realised that I need to work more to improve my time management skills. I was quite happy and satisfied when analysing my skills using SWOT. I feel that it is difficult to get a job in the UK banking sector with weak time management skills. The overall experience of preparing task 1 is good and I am satisfied with the outcome of this effort.        
 Evaluation: The good part of this experience is that it provides me a clear understanding of my own skills. It helped me to analyse why time management skills are important in order to get a job in the banking sector. The bad aspect of this assignment is that the time was limited, otherwise, it can be more attractive.      
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Figure 1: Gibbs Reflective model
(Source: Adeani et al., 2020)
 Analysis: I think the reason that feedback on my presentation is positive is that I used some effective time management tools and relevant data. I have experienced working individually before and discovered when I am working by myself I enjoy working in aspects that match my strengths.      
 Conclusion: I learned that time is playing an important role in every aspect of our life. Before applying for a manager post in the UK banking sector I am required to enhance my time management skills.     
 Action Plan  
I will improve my time management skills using some time management tools like a time tracker, note-taking software and specialised time management skills.   
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 Academic writing is the process of presenting clear focused and structured evidence-based writing for a particular topic (Langum and Sullivan, 2020). It supports highlighting the deep core information regarding a particular topic so that it can be understood by other persons. It helps to produce, evaluate and learn knowledge in an academic discipline (Julien and Beres, 2019). It is essential to learn academic writing skills as it will support gaining critical knowledge and other core points of view in the most efficient manner. Due to academic writing individuals can get success and present their thoughts in more critical ways to get the desired success in their academic career.
 Academic skills helped me to complete this reflective report and supported me to present the core detail in a more critical manner for others to understand in the most efficient way. Due to this skill, I was able to present the details regarding the topic more with academic discipline. I also utilised Gibbs's reflective cycle during the completion of the reflective report. Gibbs's reflective model is a process through which individuals learn from experiencing particular situations (Sekarwinahyu et al., 2019). The Gibb’s include six stages which are as follows: 
 Description: I attended a seminar based on enhancing my academic and employment skills. There were some experts present at the seminar to discuss and tell more about how to increase academic and employability skills.  
 Feelings: I was feeling very excited to understand and gain new knowledge about academic and employment skills. However, I was not surprised that my opinion and existing knowledge will be changed as I gained different ideas and knowledge from the seminar. Moreover, other people also faced a similar situation. 
 Evaluation: During the seminar, I was unable to adapt to the whole situation as I was lacking to understand the topic and its components. Similarly, I faced issues to keep my point of view in front of the experts. 
 Analysis: I was facing difficulties understanding the points of the discussion topic during the seminar as I was unable to note down it critically and more concisely. I realised that I lacked in my academic writing. Due to this, I faced problems in that particular situation. 
 Conclusion: I conclude that I have some issues regarding my skills and I need to develop them as quickly as possible to avoid any similar situation in future. 
 Action plan: I need to implement the necessary activities or tasks to develop my academic skill and to do so a PDP plan will be beneficial for me. It will help me to face a similar situation but take full advantage of it with my developed skills. 
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 Referencing is the process of acknowledging the used source from which the data or information was collected and utilised in the main body to compare or present individuals' self-thoughts.          Referencing helps to avoid plagiarism by ensuring which information is in its own words and which are sources from someone else. It also supports providing more attention to detail such as accuracy of similar facts and data with maximum credibility (Santini, 2018). Quality referencing in the required style of referencing always supports catching the attention of the teachers and provides more enrichment academically. It also helped me to use the quality and most credible referencing during the complete report. 
 It also helped me to get the appropriate information to showcase in the report. Moreover, I utilised Gibbs's reflective model to enhance my learning and development for more effective writing with quality references. Gibbs's reflective cycle includes six different stages to present the outcomes of the situation an individual faces in the learning process (Crowe-associates, 2022). 
 Description: I have attended a conference which was related to academic and employability skills. The conference was attended by some experts to present their views and suggestions on the topic. I especially attended that conference to compare my knowledge and concepts regarding the topic of academic and employability skills with the expert's view and gather their expert opinions that will help in my academic and employability.
 Feelings: I was feeling astonishing as I was able to take the required knowledge to make my academic career more efficient. Apart from me everyone else was also excited and curious to know the expert opinions and suggestions. 
 Evaluation: I was totally focused on the conference and what the experts are stating and taking notes of the vital points of their opinions and suggestions. However, just like most of the other individuals were also doing a similar thing. After comparing and researching more about the notes I took at the conference. I found that I was unable to state my opinion on the same noted points through credible referencing. I was totally numb and clueless as to how to complete the task. 
 Analysis: I realised that I am lacking in some particular areas to identify the ultimate outcome with the help of the noted point from the conference. I realised that my referencing skill is not up to the mark. It is the reason I was unable to compare the expert opinions and suggestions with other people's opinions and points of view to identify an ultimate outcome with the help of quality references. 
 Conclusion: I conclude that I need to develop the referencing skill as It is necessary to critically compare and contrast two persons' opinions and suggestions to bring the most positive and ultimate outcome. Similarly, I also acknowledge that developing the referencing skill will allow me to make my academic career more prominent to bring out more effective results. Moreover, it will also support me to get more attention from my teachers in terms of my academic studies.
 Action Plan: I will develop my referencing skill with help of taking advice from my teachers and taking quality online tutorial classes to make this skill more enhanced and effective. 
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 Here I will conduct a personal reflection on the individual presentation that I delivered in week 9.  Again the Gibbs reflective model will be used for this topic. The presentation was about employability skills including time management skills, communication skills, and leadership skills and so on and their importance for a bank manager. The overall experience of giving presentations and public speaking is demonstrated here.   
 Description: The presentation that I delivered in week 9 is about the employability skills that are required for a managerial post in the banking sector. First I introduced the topic briefly at the beginning of the study. Next, I have reflected on my own strengths, weaknesses, opportunities and threats in the context of my future career opportunities. I have analysed all the skills with proper justifications. Then by considering some time management tools I tried to explain how I will improve my time management skills. Then an understanding of the world of work in the UK banking sector is given. Lastly, through the PDP plan, I have demonstrated how I want to improve my personal and professional skills.          
 Feelings: I think the presentation helped me to look into the areas where I have the main problem in terms of getting a job in the banking sector. The analysis that I conducted through SWOT analysis was an effective framework for evaluating those skills.      
 Evaluation: The best part of the presentation was that it was structured properly and covered all the areas of employability skills which is important to understand in terms of getting a better job in the banking sector. The bad part was its limited word count, data are restricted within the given word count which may have an effect on the presentation.      
 Analysis: The reason for which the word count of the presentation was limited is concerned with making the information more specific and brief. On the other hand, I successfully gave the presentation with my great communication skills and academic writing skills.        
 Conclusion: I have learned that leadership skill is the most important skill for a manager. Most companies in the UK banking sector want an efficient manager who can manage and direct a team in meeting all goals. Therefore I need to improve some employability skills as I intend to get a post as a bank manager.      
 Action Plan: By making a PDP plan I will improve my time management skills, leadership skills, critical thinking skills and problem solving skills. 
[bookmark: _heading=h.17dp8vu] Conclusion
[bookmark: _heading=h.3rdcrjn] Gibbs reflective model is very helpful in terms of reflecting on past learning experience. By analysing every topic I have realised that I need to emphasise in improving time management skills and leadership skills most importantly. Through online tutorial classes and teachers' support, I will improve my referencing skills and academic writing skills. However, my good communication skills helped me a lot in giving the presentation. Task 2 is helpful in terms of understanding the importance of time management skills, referencing skills, academic writing skills and presentation skills. At the end of this task I would say that the overall experience is good and will help me in future in both professional and personal level.         
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