REPORT ON ACADEMIC AND EMPLOYABIILY SKILLS 
REFLECTION ON
ACADEMIC AND EMPLOYABILITY SKILLS 
1.INTRODUCION:
Whit this report I want to reflect on what I have learn during this term and how this have changed my prospective on Academic and Employability skills. 
2.GIBBS REFLECTIVE CYCLE
The method I will use to describe my understanding on the topic is Gibbs’ Reflection Cycle. 
The Gibbs reflective cycle is a significant framework for reflection. The Gibbs reflective cycle helps the nurse to learn from ongoing practice and to reflect and learn from the experience in order to provide better care in future cases (Lia, 2015).
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3.DESCRIPTION:
As a student at UWTS, for the ACE module I have been asked to write a reflective report. 
[bookmark: _Hlk59223395][bookmark: _Hlk59223702]The course, Academic and Employability Skills, had enabled us students, to take responsibility for our own learning, to gain the personal confidence that would make us more likely to get a job, and be successful in it, all this by developing a range of skills, such as: Time management / Organising study, CV writing, Cover letter writing, Public speaking and giving presentations, Analytical and critical thinking skills and Online Learning Experience.
However, Employability and Academic Skills, is not just about getting a job, it is about a broader set of skills and attributes that will enable a person to be successful throughout their working life.
[bookmark: _Hlk59223750]Among all the skills we have dealt with during the term, time management, CV writing/Cover letter and Public speaking are the ones that more captured my interest. 
Time management is the process of organising and planning how to divide your time between specific activities, enabling you to work smarter and get your job done in less time. What I have learnt is that time management is very important, since it can help you to be more organised, more efficient in whatever job you do with less stress.
Its also important because help you to structure your work and career.
Through this course I have learn how to write an efficient CV, which is document you use when you are applying for a job.
One thing I did not know about is that a CV must be followed by a professional business letter named Cover letter in which someone should write why he is suitable for the job, what are the skills acquired during his entire career, professional and academic.
One more skill that I found interesting is public speaking, how to speak in a public to a usually large group of people. There are many aspects to take into consideration while talking in front of a group of people to capture their attention, such as Posture, Hand movements, Eye contact and voice.

4.FEELINGS:
At the begging of the course, I was doubting about the topic we were going to deal with. At the begging I did not know how Time management, Analytical and critical thinking skills, Online Learning Experience and Public speaking could help me start my own business.
 Now that this course has ended, I see why the teacher chose to approach this topic. I fell that now I have a better understanding on what I need, to be successful during my entire academic and professional career. I fell that through this course I have a better knowledge of what my future holds both as an employer or employee.
I even feel that I have mature more than when I started this course.



5.EVALUATION:
My evaluation of this course is positive. As I said earlier, I feel like I have acquired the competency I need to move on with my school journey and with my future life. 
However, this year 2020 has been a very difficult period for everyone in the world. We have been living in a very critical moment. The international outbreak of The COVID 19 also known as the Corona Virus pandemic which is an ongoing pandemic that has resulted in a negative impact on social, academic, and political life.
In these months, all around the world, citizens have been asked to follow some restrictions in order to contain the infection. For example, by making people stay at home unless absolutely necessary, wear a face mask in public and respect social distancing.
All this situation has prohibited us to gather. We students were forced to study online true Microsoft team video calls. During my academic career I never had to follow the lessons online for a long period of time. Therefore, I really found it difficult to understand all that the teacher was explaining, to follow the lessons online for long hours and most of all, what I missed more is to have a direct contact with the teacher and my classmates.
However, the teacher has been quite good in managing the lessons, giving us the tools, we need to follow her and moreover, she has been helpful for whatever we needed.
6.ANALYSIS:
TIME MANAGEMENT
[bookmark: _Hlk59404279]Time management is the process of organizing and planning how to schedule your time across various tasks to be both efficient and productive. We all have just 24 hours in a day and many things to do. For example: Study (1-3 hours for every hour spent in class), Work, be with the Family, Recreation, Sleep and Eat. 
Good time management skills are the key to:
1. direct your effort appropriately, that is, towards the things that are most important, 
2. direct your effort efficiently, that is, maximise what is achieved by the expenditure of time and energy
3. reduce time wastage
During the course, the teacher has given us the tools to better manage our time. Some of these are: 
· Daily time management (Daily To-do lists): List what you need to do within a certain time ordering all the activities from the most important to the less important and Estimate a time.
· Organization: Be organised by using Diaries, work plans/ trackers, Lists, tidy workspace, Organised paperwork, Weekly to-do lists etc…
· Setting “SMART” goals: Specific, Measurable, achievable, Realistic and Time-Related goals.
I fell that learning about time management has helped me understand more how to manage my time effectively, to produce high-quality works and accomplish things with less effort and stress. Now I know that Time management is the key to success. It allows you to take control of your life rather than following the flow of others.
I do not fully have control of my time, I most of the time feel rushed and overwhelmed. And when that happens, it is hard to figure out how long it is going to take to complete a task. I think that once I learn how to manage my time, I will no longer subject myself to such a level of stress. 

[bookmark: _Hlk59405037]ACCADEMIC WRITING 
[bookmark: _Hlk59404841]An academic essay is a formal piece of written English that addresses a particular topic and produces, through reading research, a response which indicates to the marker that the student understands the question.
To write an excellent essay you need a strong grammar and an academic vocabulary. You need to be able to listen to and comprehend instructions, and you need to be able to speak up to ask questions and assert your opinions. And most importantly, you need to have read an awful lot.
During the course we have studied how to write an academic essay step by step and we briefly went through the understanding of a clause, sentence and paragraph structure.
What I have learnt in this course is that Students who can write a convincing and structured essay can speak in a clear and structured way, and with confidence.

[bookmark: _Hlk59405515]PRESENTATION/PUBLIC SPEAKING 
Learning to write, design, and present a highly effective PowerPoint presentation is an invaluable skill to offer a company, employer, and/or your community. In this module: presentation and public speaking we have studied how to prepare a power point and how to present it in front of a public. We covered the following topics: what a person should do before the presentation which (Arrive a few minutes early to set up and test the equipment, dress appropriately for the audience and Turn off the mobile phone), how to organize Handouts, how to catch the interest and attention of the audience and how to Speak and use your body while presenting to a public.
I found this course very interesting. These simple but important presentations have revolutionized the way meetings are being conducted and how ideas are conveyed. PowerPoint is the ideal tool to present management reports, market research results, presentations of new products, among other business data. Therefore, if in future I want to start my own business, I will have to learn how to create and present my ideas effectively with the use of power points. 
CV WRITING /COVER LETTER WRITING 
“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.”

(Morgan, 1997: 339)
During this course we have learnt how to develop and write a CV. I had already prepared a CV before in my life but thanks to this course I have a better knowledge of how it supposed to be, what I should and what I shouldn’t include in it. This is a list of the new things I have learnt thanks to this course and I did not consider important:
· No spelling mistakes!
· No longer than two pages
· Bold, italics, or underlining are great ways to ensure keywords in your CV stand out!
· Bullet points provide key information rather than full sentences – much more pleasing to read!
· Include hobbies and interests. It may not seem the most relevant part of who you are but including these can reveal a great deal about your abilities on occasions. 
Moreover, we have learnt what a cover letter is and how to write one. A Cover letter introduces you to a potential employer, it summarises why you are suitable for the job. It Must not be a list of everything you have done but it should supplement rather than repeat the information in the CV. In a cover letter you should introduce yourself, sell yourself, tell what you can do for the company and most importantly it should be written in a business style: 
· Keep your sentences short and focused on evidence for the skills that employers are really looking for.
· Be unemotional and keep your letter factual: words like ‘amazing’ or ‘wonderful’ are not appropriate.
· Be specific about your contribution to any team activities.
· Be polite but try not to overdo things.
I had never written a cover letter before. Before this course I did not know what, it was. My CV was therefore incomplete. However, now that I know, I will make sure to include all that I have learnt and increase the chances to be hired.
 


7.CONCLUSION
In conclusion, by dealing with these topics: time management, academic writing, CV /cover letter writing, and presentation/public speaking I have acquired all the elements that will help me to be successful in any field of my life, from the working environment to my academic carrier and more in general, in my everyday life.  




8.ACTION PLAN  
I do not fully have control of my time, I most of the time feel rushed and overwhelmed. I must learn how to manage my time to no longer subject myself to high level of stress. I should Be organised and to do so I could start by writing a Daily To-do list which is a list where I write what I need to do within a certain time, ordering all the activities from the most important to the less important and give an estimate time for each.

Another skill that I want to improve is academic writing. To write an excellent essay you need a strong grammar and an academic vocabulary, and to do so you need to have read a lot. I am Italian and I studied English as a second language in school. My English is not perfect especially my knowledge of English grammar. My aim for this new year is to read at least six books in English. 

As for power point presentations, Learning to write, design, and present a highly effective PowerPoint presentation is an invaluable skill to offer a company, employer, and/or community. What I have noticed in British education is the teacher’s use of power points to present the lesson and on the other hand, students are asked to present power points as assignment. I hope to get better in preparing presentations by observing the teachers and by doing my assignments.
Public speaking is another skill I would like to work on. Talk at a natural rate of speech, Project my voice and Speak clearly and distinctly, I will practice this by talking to my friends.

9.CONCLUSION -THE IMPORTANCE OF GIBBS’MODEL 
The Gibbs model enabled me to analyse my strengths and weaknesses. It helped me evaluating the school experience and it also helped me identify a need for improvement. 
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