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[bookmark: _Toc60757026]TASK-1
[bookmark: _Toc60757027]Introduction 
The study is going to be done on the context of learning from the module. The process of analysing the academic and employability skills by following the class activities will be helpful for understanding the progress about academic and employability. The process of self-analysis will help to figure out the necessary areas of development for employability.
[bookmark: _Toc60757028]Application of tools and the process of self-analysis
The process of implementing the method of SWOT analysis would definitely be helpful for understanding strengths and weaknesses of myself and its connection with the process of academic and employability skills. It will be helpful for understanding the world of work by following the skills and competencies (DOYLE, 2018).
The learning areas
The primary areas of learning in the module is the process of academic skills. It is mandatory to acquire the knowledge of academic skills for the formation and growth of the base of knowledge. It is the initial stage of being a proficient applicant by following the strengths and weaknesses. The competitiveness of the market is ever-increasing and the process of self-development through academic and employability skills are actually beneficial for the position of a proper job role in future. The educational and cultural background matter a lot in the process of developing the skills and competencies of employability (Beyene, 2018).
The process of getting a proper job is also related to the terms of different kinds of employability portals and other necessary areas. The academic achievement helps in the process of reaching the desired job role.
The idea of developing the comprehensive performance and the process of representing coherent demonstration of the learning areas are important for the process of developing and ensuring the efficacy of an individual. The learning areas are-
Note taking- The process of taking notes from the classes and making points for the process of memorizing the class activities properly become helpful for the understanding of the readings.
Writing- the process of academic writing are also taught in the classes and that have become helpful for the flexibility of writing. The concept of Plagiarism and referencing are also related to the terms of developing unique content for academic progress. 
Time management- the process of developing the idea of time management is also essential for an individual to escalate the idea of both academic and employability skills. Maintenance of time is necessary for both academic and employability skills (Beyene, 2018).
Communication- in-class activities have become helpful for the development of effective communication by going to the method of interaction between the peers. The process of deriving different kinds of innovative ideas by implementing the method of critical thinking also becomes possible with the help of communication.
Digital skills- the development of IT and digital skills are also important for the escalation of employability skills.
SWOT analysis
	Strengths
	Weaknesses

	· I have the capacity of dealing with people and understanding their tendencies.
· The concept of effective communication has also become helpful for the development of my employability skills.
· I have the spontaneity to talk to random people in an easier manner. 
· I am flexible enough to adopt a new thing in an easier manner.
	· Time management is one of the biggest problems of myself to conduct all the things within proper time. 
· I am weak in the process of serving financial operations of an organisation. 
· The skills and competencies of presentation are also not up to the mark. 


	Opportunities
	Threats

	· I have the opportunity of utilising my area of learning by focussing on the concept of developing.
· My skills of communication will also be helpful for highlighting the area of my employability.
· The increasing demand in the competitive market would also be helpful for developing my career as a HR manager. 

	· The process of multitasking in an organisation is necessary. 
· The threat of work-life balance may also get hampered due to the immense pressure of working.



The SWOT analysis has helped me to figure out my area of suitable job by following the skills and competencies. One of my biggest strengths is my outspoken behaviour that has helped me in the process of developing my nature. I have decided to pursue my career in order to be a proficient HR manager in an organisation. The process of adopting a new thing is also easier to me and I will be able to follow my career in a different manner. The implementation of SWOT analysis is necessary in the process of career development and I have also found that I have to develop my skills of time management in order to arrange all the things properly. The opportunity of developing the idea of employability is also related to the terms of competitiveness in the market. I have also followed that the threats of multitasking are also there in me and I need to to implement the process of time management in a detailed manner to avoid the problems of multitasking. I have also observed that skills of presentation also need to be more attractive and more convincing to make the employees clarified about the process of the organisation. The process of initial preparation, motivation, correction, concentration and the process of group study has helped in the overall development of my skills.
The tools of time management 
My learning areas and SWOT analysis have led me to understand that I have some problems in the process of maintaining the time. The implementation of the time management tool that was demonstrated in the class would definitely be beneficial for the development of my skills and competencies (jobs, 2019).
The implementation of a time management tool like ActiveCollab would be one of the most significant tools. It is one of the time building project management tools that helps to make things easier (scoro, 2019). The process of creating different kinds of tasks with multiple users and several deadlines become helpful for the commencement of all kinds of tactics. The creation of Gantt- like timeline for planning will be helpful for my rectification of time management. I would definitely be able to follow the shared team calendar for dealing with the process of collaboration. The process of filtering in the tasks by following the dates are related to the labelling of filtering by sending the invoices for tracking (Christodoulou, 2018).
Personal and professional development 
The following personal and professional Development Plan would definitely be effective for the escalation of my career as an HR manager of an organisation. My SWOT analysis has helped me to understand my drawbacks and the following plan will be helpful for the removal of those problems.
	Skills
	Activities
	Time 
	Success area

	Time management 
	I have decided to implement the time management tool of Active Collab for developing the skills of managing time properly. It would be effective for me to conduct all the things carefully and within proper time. Different kinds of open resources and online videos will also be helpful for me to implement the process of time management in a practical manner.
	4 months
	I will be able to conduct all the things properly. The process of recruitment and selection will be done by following all the rules and regulations within proper time.

	Multi-tasking
	According to the job role of an HR manager, the process of multitasking is necessary for conducting all the things in a synchronised manner. Different orientation programs and other demonstrations will also be followed by me for acquiring the knowledge of multitasking in an organisation. It will be helpful for the development of the skills of employability.

	4 months
	All kinds of works and all the responsibilities of an agent will be controlled in a proficient manner by avoiding all the possibilities of hazards.

	IT knowledge
	The process of Information Technology and other technological operations are also necessary for performing the role of editor manager. The process of developing IT knowledge will be possible by pursuing professional computer courses for the fulfilment of job roles. The knowledge of computers is necessary for all kinds of job roles and the main resource of acquiring the knowledge of Information Technology is the process of continuous practice. The process is ever changing and systems are also upgrading gradually.
	3 months
	All the inputs and outputs of the organisation through the ages will be backed up in the computer in a systematic manner. I will also be able to cope with the changes of Technology and the up gradation of software in a proficient and confident manner.



The process of personal and professional development are also necessary for the overall development of myself. According to the swot analysis I am going to portray my personal and professional development plan which will be effective for the further development of myself.


[bookmark: _Toc60757029]Understanding of the world work
It is evident from the overall discussion that the world of work is highly competitive. Different kinds of job opportunities and skill development areas are available in the working world and it is necessary to be competent enough to get a proper job. The process of academic and employability skills are both mandatory for the development of a career in future. The academic skills are necessary for developing the cultural and educational background (sciencedirect, 2018). The process of dealing with the area of employability are related to the skills and competencies of an individual. The area of developing the processes by following the method of employability skills will create some key skills for achieving a proper career. These days the process of recruitment and selection are getting done by the official websites of the organisations and also several job portals (sciencedirect, 2018). According to the research it is found that a range of opportunities are also there in the job portals for the process of developing job opportunities. The world of work is made of recognition for the occupations and the process of working in the area of employers. Different kinds of portals like indeed.co.in, LinkedIn etc are there to provide suitable jobs to the job seekers. The notion of the world of work has changed in the last 30 years and the process of mandatory retirement has also become helpful for the development of the process of recruitment and development. The potential benefits of world work are related to the incentives of social security. The process of the world of work is followed by reducing the problems of unemployment. The expected time frame of an individual is determined in this world of work and every competent applicant has the right to serve the world of work with its potential (Bolles, et al., 2011).
[bookmark: _Toc60757030]Analysis of the learning
The process of analysing the area of learning has helped to figure out the difference between the beginning and the end of the learning. In the beginning, the academic skills have helped in the process of developing the learning areas properly. The idea of learning was only the skills of academic and employability in the beginning of the module. The continuous process and progression of the module have helped to understand the effectiveness of in class activities in the continuous process of self-development. On the other hand, the area of SWOT analysis and PDP have become helpful for the understanding of my advantages and adversities. My strengths and opportunities will surely be helpful for the development of my career. My weaknesses and threats will also be related to the terms of developing my career. I would like to reflect on the stages of gradual development from academic and employability skills by following the methods of time management. All my adversities will surely be resolved by implementing the method of time management to sort everything in a quirky manner (sciencedirect, 2018).
[bookmark: _Toc60757031]Conclusion
At the end of the discussion, it is necessary to say that I have learnt a lot from the module and interest activities. The process of self-analysis has become easier with the implementation of SWOT analysis and time management tools. The escalation of further development has also been done by going through the process of self-analysis and the development of time management.


[bookmark: _Toc60757032]TASK-2
[bookmark: _Toc59018588][bookmark: _Toc60757033]Introduction 
Reflective Writing demonstrates the critical thinking skills of the individual to reflect on their own experience based on the series of events. The documentation of the responses from the experience gathered can be observed under Reflective writing. Reflective writing manifests the analytical practice that facilitates the writer to describe the imaginary event. the interpretation of the event based on past observation and memories can be categorised under reflective writing. The reflective writing enables the individual to reflect on his/her experience by analysing the positive and negative side. The using of the evidence to illustrate the reflection in an analytical approach is one of the basic academic requirements. The Reflective Report manifests the analytical based content that helps the writer to relate to past events. The illustration of the experience by focusing on the evaluation can be possible with the Reflective Report. In accordance with the Academic requirement, reflective writing is a mandatory area that enhances the critical thinking and analytical skills of the individual. The individual that can develop their experiences aligned with the analytical approach gets the benefit to differentiate the existing and current requirements. 
The report aims to deliver the personal experience along with the learning journey by considering Gibb’s Reflective Cycle. Furthermore, the topics that have helped me to enhance my academic and employability skills will be analysed in the current report. 
[bookmark: _Toc59018589][bookmark: _Toc60757034]Analysis of the topics based on previous and current experience
· “Paraphrasing” is the technique to formulate other’s ideas in to their own words. The rewriting of the passages without altering the meaning of the original idea can be observed under the Paraphrasing context (Bennett, 2018). Moreover, Paraphrasing can be the alternative to quoting that allows the writer to avoid copying the entire content in a quotation mark. In the case of Paraphrasing, the citation of the sources is mandatory to avoid copyright issues. Previously, I do not have any idea about the concept of Paraphrasing and citing the sources while paraphrasing. After going through the module, I have learned that Paraphrasing is one of the essential requirements while developing academic content. For example, while attempting the assessments, one must have the idea of Paraphrasing to present the views of the existing scholars for the selected topic. Paraphrasing is one of the parameters under the academic assessment that helps to check the concept of the writer for the topic. Previously, I used to summarise the content while writing any topics. However, I have learned that Paraphrasing is important to present the findings of other scholars based on the selected topic by citing the sources in a specific form. The learning module has supported me to understand the basic techniques to paraphrase the existing content in my current writing. Moreover, the retention of the same meaning in the present writing has helped me to get qualified in the academic assessments. I was not accustomed to the acknowledgment of the sources previously. The current learning module has supported me to get equipped with the techniques related to Paraphrasing. 
· The weekly module on the “Notes-Taking” underlines the practice of gathering information from multiple sources based on the concerned topic. The module has helped me to record the essence of the facts and information to support the justification behind the topic. Notes are mainly drawn from the running session, internet, videos, webinars, etc. The underlying of the mental processes and constant interaction with cognitive functions can be observed under the notes-taking. In the module, I have learned the techniques of acquiring the information in an organised way to comprehend the meaning in the future. The notes taking is directly related to knowledge representation as well as memory storage (Bradshaw, 2015). Moreover, the explanation of the facts and filtration of the requirement can be observed under the Notes-Taking. From the module, it can be ascertained that note-taking is an essential skill for the students to work at the college level. The main objective of the notes-taking is to implant the information in the mind by considering the secondary importance. Previously, I was not aware of the notes-taking techniques like outlining that helps in organising the notes in a structured way. The logical approach to record the information and allowing the writer to understand in the future can be observed in the learning module. In the case of the sentence method, note-taking is the simplest form that helps to record the information in the form of simple sentences. The method is effective for the fast-faced lesson that helps to obtain the facts efficiently. The role of the writer is to cover the basic aspect of the topics on a separate line. The information is obtained but not in an organised way and thereby influences the notes taking techniques. I was not equipped with the notes taking techniques and that restricts me to retain valuable information. The learning module has also included the Mind-Mapping technique that facilitates to record the information in a tree-based structure by joining the variables with the lines. The purpose of mind mapping is to identify the variables of the topic and connecting each other to discover the meaning and establish the interrelationships. I was not at all accustomed to the techniques to record the interrelationship’s in the form of a tree-based structure under the mind mapping techniques. The systematic method to retain the facts and information has helped me to gather the running information efficiently. 
· The weekly topic like “Summarising” has demonstrated the act of explaining the idea in the shortened form. The condensed form of writing can be observed under summarising activity. In the module, I have learned that logical sequence is mandatory for summarising a topic based on the collected information. The purpose of the summary is to present the information in a shortened form by presenting the arguments and favourable points. The small paragraphs are also helpful for the readers to gain a detailed idea about the topic. Moreover, the act of summarising is to present the existing idea without altering the previous ideas and opinions.  The shortened version of the text by focusing on the main points in their own words can culminate from the act of summarising. A good summary enables people to understand the concept in a clear way. Therefore, presenting the key aspect of the topic by providing the basis of the argument can be observed under the summarising activity. I was not aware of the key techniques that help to develop a summary of the topic by collecting and interpreting the information. The condensed form of writing and presenting the information to support the validity of the study can be observed in the topic under the summarising. Previously, I used to explain the ideas by considering the existing concept but now I have learned the actual essence of summarising. 
· The weekly chapter “Paragraph Structuring” helps to address the purpose of the paragraph and accordingly present it in an acceptable form.  The emphasis on the topic sentence, supporting sentences, and concluding sentences are observed in the lesion under Paragraph Structuring. The justification of the paragraph by giving the evidence based on the interpretation is needed (Gist, 2017). I was not aware of the steps to develop the paragraph for academic purposes. The basic ground rule for constructing the paragraph under the academic assessment helps to develop the idea for professional writing. The ability of the individual to analyse the topic based on critical thinking can be ascertained under paragraph structuring. For example, in an essay, we have to exhibit the main idea related to the topics, supporting sentences with evidence, and final analysis to bring a conclusion. Previously, I used to write summaries instead of presenting the ideas with supporting evidence and thereby lacks in actual writing skills. I have learned from the module about the utilisation of the transitional sentences to support the paragraphs which were not known to me previously. 
· [bookmark: _Toc59018590]Lastly, the topic “incorporation of the sources” helps to integrate the sources for justifying the credibility of the content. As a part of the academic assessment, incorporation of the sources is mandatory to get good grades. The purpose of the incorporation of the sources is to validate the factual information collected from different sources (Nabi, 2017). The level of effort given by the writer in developing the content can be monitored with the incorporation of the sources. The argument based on the collected information concerning the topic can be validated with help of the sources. I was not aware of the requirement of the sources to be integrated into the content. Moreover, I have understood that citing the sources in the content also contain marks. Therefore, the module has facilitated me to incorporate the sources in paraphrasing or developing an essay or report. The tutor can measure the effort given by the student while checking the number of sources to be used in developing the content. In the module, I have learned the technical ways to cite the references at the beginning or end of the sentence. 
[bookmark: _Toc60757035] The implication of The Reflective Model in the Learning Journey 
Gibb’s Model of Reflection provides a basic framework to learn from situations and past experiences (Spitzberg, 2018). The analysis of the experiences based on a different perspective can be observed under Gibb’s Model of Reflection. Therefore, the purpose of Gibb’s Model of Reflection is to reflect on past experiences in order to develop new ideas. In the current context of the learning journey, Gibb’s Model of Reflection will help me to analyse the previous experience and new feelings after getting equipped with the areas of the module. 
[image: ]
Gibb’s Model of Reflection, Source: https://www.mindtools.com/ 
· Description: The brief description of the past event can be analysed in the first phase. Therefore, I want to reflect on the areas that were not clear to me like structuring and citing the sources in the content. Moreover, the ways to write the summary by focusing on paraphrasing has helped me to get good grades in the academic session. The insight to focus on the systematic ways to collect the notes from multiple sources has helped me to record the information efficiently. 
· Feelings: The feeling to get equipped with the new techniques has boosted my confidence level and supported me to enhance my employability skill. The ways to apply the critical thinking skill in justifying the standpoint has enhanced my analytical skills to fetch good grades. I want to reflect on my writing skills that have been improved a bit after going through with the weekly chapters. 
· Evaluation: The positive and negative aspect from past events to develop a core idea is prioritised in this phase of evaluation. The key elements like paragraph structuring, notes-taking, and incorporation of the sources have improved my marks. In the case of the report making and essays, paragraph structuring has helped me to provide the supporting sentences with valid justifications. The credibility of the content has been enhanced by going through with the learning modules. However, the effectiveness in presenting my content by face-to-face interaction is much more than studying at home. 
· Analysis: The learnings that I have gathered from the weekly chapters have improved my writing skills by focusing on the techniques to structure the paragraphs as per the requirement. I have also received higher grades in previous terms by focusing on the learning that I have gathered from the module and concerned weekly chapters. Furthermore, the techniques to record the information by applying the effective measures of note taking has helped me a lot to enhance my research and findings skills. 
· Conclusion: To conclude, the lesion plan and reflective assessment has enabled the learning by relating the past and present experiences. Therefore, as a learner, I have able to improve my critical thinking skills and communication skills by going through the modules. 
· Action Plan: As a part of the action plan, I have to focus on my time management skills to shortlist the priorities and maintain the deadline of the project. Moreover, I have to utilise the notes-keeping technique to collect and interpret the information as per the requirement. 
[bookmark: _Toc59018591][bookmark: _Toc60757036]Conclusion 
To conclude, it can be demonstrated that the current report has presented a reflective assessment of the learning modules based on the weekly chapters. The previous experience and current knowledge gathered from the selected chapters are analysed in the report in a reflective form. The learning and experience journey has been mapped with Gibb’s Model of Reflection. 
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