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Executive Summary
In this report, the whole discussion is regarding academic, as well as employability skills through covering five different topics, such as “time management”, “academic writing” (paraphrasing and summarising), “public speaking”, “analytical and critical thinking” and “CV writing”. Additionally, this report also incorporated some models, such as “Gibbs Reflective Cycle” and “Kolb Reflective Cycle” to reflect on my learning experiences throughout the module session.
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[bookmark: _2d3iv0ga3syf][bookmark: _Toc57723645]Introduction
Academic and employability skills can be defined as a crucial skill in terms of improving professional efficiencies.  Additionally, employability skills are essential due to effectiveness in labour market. This report is going reflect on different topic, such as time management, academic writing along with paraphrasing, public speaking, critical and analytical thinking, and CV writing through using different models.

[bookmark: _Toc57723646]Time Management
[bookmark: _sqhddtq24ziy][bookmark: _Toc57723647]Gibbs Reflective Cycle  
“Gibbs Reflective Cycle” is required to provide a structure to learning experiences of an individual through undertaking five relevant components, such as “description”, “feelings”, “evaluation”, “analysis”, “conclusion” and “action plan” (Gibbs, 1988). In this context, I have undertaken this model to reflect on my learning experiences during this module:
Description:
During this module, I have been introduced to the significance of time-management efficiency. My tutor has provided me with a strict projected deadline to submit my assignment.   
Feelings: 
In this situation, it creates extra pressure on me, as I was not prepared for submitting my assignment. Time management leads to an efficient academic and employability knowledge (McMillan and Weyers, 2006)
Evaluation:
During this module, as a good experience, I have learned how to work under pressure through managing my daily schedules. At the same time, as a bad experience, I struggled to meet deadlines.
[image: ]
Figure 1: Gibbs Reflective Cycle
(Source: Ed.ac.uk, 2020)
Analysis:
This situation influenced me to create a new schedule as per present requirements, and if I missed my personal goals, it would create a gap between academic and employability knowledge.
Conclusion: 
Thus, it can be concluded that I have learned time management ability is a core factor in terms of enhancing both academic and employability skills, and I can begin my assignment work technically.
Action plan: 
I need to work hard on meeting daily goals within time without exhausting my additional activities.
With the pace of life today, there are rarely cases where we would have enough time to carry out all our duties. Job, school, home, cooking, gym, cleaning… The number of roles we have to play
meet every day requires us to perform dozens of tasks a day.
By implementing simple time management rules, we can change our perception of established processes and schemes, at least to a small extent. 
A popular proverb says that "time is money." There is, of course, a lot of truth in this, because by skilfully managing time, we are able to perform our paid work more effectively. It is also important to be aware of the fact that time, unlike money, is a non-renewable good. No one will return the lost time and it is only up to us whether we learn to manage it effectively or let it "leak through our fingers". Will we mobilize ourselves and implement a new habit in our lives, or will we remain constantly busy beings, having no time for work or for nurturing other important spheres of our life - health or relationships with the family. To help with managing my time I been advice by my lecturer to do daily or weekly list, also we must remember about our body clock and do not force ourselves to work or do something against our natural instincts. Activity undertaken in class also help us to deal with more effective time management process. I consider if I need to make improvements and what they might be. Now I know how to plan out my time, and I realised how I been wasting time before. 
[bookmark: _kqne9zv1wyi0][bookmark: _Toc57723648]Academic Writing (Paraphrasing and Summarising)
Paraphrasing is important because it can show that we understand the source enough to be able to write in our own words. The topic is very useful when we want to use the work of others to support our own view. While when we summarise, we need to look at the key information, locate the topic sentence and decide what the main point is, then we have to make a list with the key points but remember to include only the main ideas of the text. However, summarising is a difficult skill to use because is about separate the main ideas from the details, and reduce a large quantity of information to the most important. 

Paraphrasing and summarising can be defined as a crucial way of improving academic writing. As propounded by Bailey (2017), the following are effective stages of paraphrasing and summarising:
· Writing summary from notes, re-establishing structure if required.
· Making notes regarding key points, paraphrasing where possible
· Marking crucial points through underlining or highlighting.
· Checking summery for ensuring it is accurate, as well as nothing essential has been lost or changed.
[bookmark: _Hlk59927151]In addition, these stages are effective in terms of achieving acceptable efficiencies or abilities to summarise and paraphrase the content.
[bookmark: _o4p7y4lfqazj][bookmark: _wg21ofvtfsab][bookmark: _Toc57723649]Public Speaking
[bookmark: _970ckbxpqrrk]Public speaking refers to ability of an individual to interact with a group of people at same time through influencing them to listen steadily. As propounded by Cottrell (2010), opening is an effective factor to grab attention and interest of audiences while speaking in public. Furthermore, “pre-talk preparation” is another effective way of improving public speaking abilities, as it requires arriving few minutes early to utilise set-up and equipment checking. 
Practicing skills in this area is important because more and more employers expect from candidates to know how easy make contacts, communicate, speak publicly, shape the company's image, as well as creativity and flexibility.
During this module, I have been introduced to topic-related to public speaking, where tutors have claimed that it requires strong verbal and critical thinking skills (Williams, 2014). Regarding this, I have observed some significant factors, including passion, confidence, and voice modulations. In this situation, I am trying to achieve confidence in obtaining strong public speaking abilities regarding employability skills. As a consequence, I have lacked ability to interact with a group of people at the same time. The existing demand for public speaking in employability affected my decision-making.
During this module, I have learned better ways to communicate with others; hence, I have a better knowledge of communication. Regarding this, cultural differences within a group are a consequence. This experience already changed my attitude in terms of interacting with my colleagues and communicating with others, having patience is very important, which I lacked in the past. It will increase my self-awareness and moral knowledge regarding employability and academic contexts even can help me in personal life not only on the education level or future carrier. 
Regarding to public speaking topic we had in class an activity-the task was to discus our biggest achievements in life for our class colleagues and the lecturer. It was so helpful for all of us , to get some confidence and the practice in public speaking .
[bookmark: _k5gvc6glkzxe][bookmark: _Toc57723650]Analytical and Critical Thinking
[bookmark: _7yi6odi44yl5][bookmark: _Toc57723651]Kolb Reflective Cycle  
“Kolb’s Reflective Cycle” defines “experimental learning” of an individual through possessing four different stages, including “concrete experience”, “reflective observation”, “abstract conceptualisation” and “active experimentation”. This model is undertaken to reflect on my learning experience on “analytical and critical thinking”.
Critical thinking briefly is skill how to think about topic or issue in an objective and critical way. 
I have learned that the purpose of critical thinking is to ensure that we are able to think clearly about what to do or what to believe about a given topic. This skill is very important in the reality of formal education so we can be able to construct best arguments of the ideas. Critical thinking at University is also about not accepting what you read or hear at face value, but always questioning the information. (University of Leeds,2020). Critical thinking is about questioning, learning and be open minded. We have to think critically about any information used in our work, we need to know how to weight up different arguments and perspectives. To use critical thinking we can approach problems, reflect on believes and values, identify errors and mistakes and understand the links between ideas (Skills you need,2020).
 Moving on to analytical thinking is the mental process of breaking down complex of information’s into smaller parts and manageable components. According to that analytical thinking can gives the ability to solve problems quickly and effectively. The methods of analytical thinking we can use to analyse and sort out new information’s, ideas, solutions.
We can easily transfer and apply the skill to many spectrums of our lives. Using the knowledge of analytical thinking can help us to become better thinkers, communicators, and creators. (Mindvally,2018)
[image: ]
Figure 2: Kolb’s Reflective Cycle
(Source: Nicole-brown.co.uk, 2020)
According to Kolb effective learning can take place when an individual completes all four stages. In the first stage which I will mention: concrete experience, Kolb explains that a person can not learn by simply observing or reading. The goal is for the individual to actively participate in the experience so can learn from it. In second stage which is: reflective observation, briefly person must reflect on the experience before making any judgements. The importance of the stage is to review the situation and find meaning behind the experience. Next is stage named abstract conceptualization. The goal in this stage is to create concepts and apply it and apply the concepts in the future. This analysis often gives rise to the new ideas and it can help with new learning experiences. The final stage is active experimentation, and the stage is about what we learned in the experience of the situation.  We are allowed to use theories to solve problems in this stage, making decisions.

[bookmark: _vxxc9xku0zjg][bookmark: _Toc57723652]CV Writing
[bookmark: _bvqlvxy5k50v]CV refers to a detained document that requires highlighting academic and professional histories of an individual. As propounded by Greetham (2013), CV writing requires effective knowledge in writing or making handouts, as it reflects both personal and professional skills and efficiencies of an individual. The role of CV in job search is huge. This is our first contact with potential employer so we must be clear and aesthetic, With the good written Curriculum Vitae, we have better chance of presenting ourselves more widely during an interview. CV is intended to provide to potential employer as much interesting information as possible about us.  It should be simple and transparent.
Regarding to this I can say that I have learned about some factors, which need to be followed, as well as avoid while writing a CV. The following are crucial factors that need to be followed by an individual:
· Focussing on results of work, recognition and significant received.
· Tailor summary to engage elements of job description for desired positions.
· Remembering that less is more and keeping CV, as one-page document. 
In addition, there are some factors that need to avoid, such as mentioned below:
· Grammatical and typos errors
· Lack of specification
· Highlighting duties rather than accomplishments
· Leaving off essential information along with no action verbs 

[bookmark: _Toc57723653]Conclusion
Thus, from the above discussion, it can be concluded that time management, public speaking, academic writing, analytical and critical thinking, and CV writing are essential factor in terms of improving both academic and employability skills. Furthermore, selected models have effectively reflected on my learning experiences during this module.  In addition, I have reflected on differences between my knowledge and experiences before and after this module-based on academic and employability skills, which will help me in future to enhance my professional abilities.
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