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Skills play a crucial role in enhancing the academic as well as professional capabilities of an individual. These skills are responsible for making an individual efficient enough to secure good academic credentials as well as enhancing the chances of getting employed in an effective manner (Phadermrod et al., 2019). I will be discussing my reflection on the necessary academic skills like note-taking skills, paraphrasing skills, reflective skills, and others, which are important for my academic and professional development. I will be implementing Gibbs' reflective model for providing a clear understanding of my experience before and after acquiring these essential skills along with their impact on my academic and employability aspects.
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Note-taking skills are the skills that help students to improve their writing skills to a great extent. These skills enable students to obtain good academic grades as well as enhance the possibility of getting employed in an efficient manner, hence, securing self future (Majidova et al., 2016). 
These note-taking skills have been useful because it has helped me a lot to remember the important topics taught in the class. I am able to have a clear understanding of the topics covered by my teachers during the class. I can do revision later and consult with my teachers if I face any problem. Note taking skills also helped me in remembering various necessary topics and information which in turn help me to acquire good academic grades. As a result, I will be having wider career opportunities and higher chances of getting employed.
I was not aware of the importance of note taking skills in both academic and professional aspects. On the basis of the “Description” stage of Gibbs’ reflective model, I will be relating it with a personal class activity called group assignment (Sekarwinahyu et al., 2018). I was not able to include the important points within the topics assigned to me in the group assignment as I lacked note taking skills. I did not write down the essential points mentioned by my teachers in the class for performing this group assignment which led to the negative impact. As a result, with the execution of this particular class activity, I was able to have a clear understanding of the importance and influence of note taking skills in academic as well as professional development.
I have been taking the guidance of online available books for enhancing my note taking skills by using various methods and techniques like Cornell method, outline methods, and others.  I have also personally practiced for improving my note taking skills which resulted in securing good academic credentials. Hence, this made me much more eligible for getting employed. 
The feedback of the group assignment was quite satisfactory. On the basis of the “analysis” and “evaluation” stages of Gibbs’ cycle I have examined my performance throughout the class activity. At the beginning of the group assignment, I was not confident enough as I was not able to remember the important points due to lack of note taking skills. However, during the activity I am able to enhance my note taking skills which resulted in successful completion of the class activity.
[bookmark: _Toc48676625][bookmark: _Toc49544840]Paraphrasing 
Paraphrasing refers to the process of reframing a sentence using different sets of words keeping the meaning constant. These skills help in enhancing the writing and thinking ability of an individual (Raba, 2017).
Paraphrasing skills are useful because it has helped me to enhance my writing quality in various academic activities. These skills have also helped me in enhancing my thinking process to a great extent. I am able to secure good academic grades by paraphrasing sentences resulting in enhancing my ability to express my thoughts and ideas. As a result, this will help me in increasing my chances of getting employed.
At the beginning, I did not know the importance of paraphrasing skills and its impact in academic and employability credibility. According to the “description” stage of the Gibbs’ cycle, I will be relating my personal experience during a particular class activity group writing project (Sekarwinahyu et al., 2018). I was not able to write the necessary sentences in an accurate manner as I was weak in paraphrasing. I was unable to keep the meaning of the sentences the same while changing its framework using other words. As a result, this had an adverse impact in the group project. However, with the completion of the project, I was confident with my paraphrasing skills as I improved myself a lot during the class activity.
I have taken the guidance of online available books, journals, and articles for having a clear understanding about the eight crucial steps of paraphrasing namely read, understand, think, go away, check, return, write, and cite. Following these eight steps of paraphrasing have helped me a lot to enhance my academic as well as professional credibilities.
The final feedback of the group written project was very satisfactory. According to the “evaluation” and “analysis” stages of Gibbs’ cycle, I have analysed and examined the overall class activity. I realised that due to the lack of paraphrasing skills, I was not able to contribute much within the group project. I felt very disappointed as the whole group was facing issues due to me. However, during the activity, I worked hard to enhance my paraphrasing skills that will help in enhancing the overall performance of the group. Hence, the outcome made me very happy and I was satisfied to evaluate that now I have good paraphrasing skills resulting in enhanced academic and employability capabilities.
[bookmark: _Toc48676626][bookmark: _Toc49544841]CV Writing 
Curriculum Vitae (CV) is a document consisting of the qualifications and achievement of an individual for making the employer aware of the skills, knowledge and capabilities of the individual (Rabiner et al., 2016). The specific skills required for developing CV like the formatting process, maintaining particular fonts, colour, and many others are known as CV writing skills.
CV writing skills are useful because it has been very helpful to me. I am able to have a clear understanding about the process of forming the CV format as well as the essential contents required to mention within the CV. CV is very important and provides the first impression to the employers. Hence, the accurate and suitable methods of making CV help me in enhancing my writing skills as well as the chances of getting employed.
I was not aware of the exact process of making a CV that will be helpful for getting employed. According to the “description” stage of the Gibbs’ cycle, I will be relating with my personal experience related to an internship interview (Sekarwinahyu et al., 2018). I was not experienced in making a proper CV. My CV was very lengthy and colourful which actually had a negative impact. However, with the help of this class activity, I got the opportunity to learn the basics of forming a proper and accurate CV which in turn will enhance my chances of getting employed to a great extent.
I have been able to understand the exact process of writing a CV under the guidance of various available online books and videos. I got the knowledge of keeping many points into consideration while making a CV namely formats, font size, colour, using bullet points, and many others.
The feedback of this class activity was not satisfactory. In spite of having more knowledge and skills, I did not get the chance of getting qualified for the internship. The ones who got selected for the internship were less skilled than me. Hence according to the “analysis” and “evaluation” stages of the Gibbs’ cycle, I realised that my incapability of making a proper CV led to my elimination (Sekarwinahyu et al., 2018). Hence, according to the “action plan” of the model, I planned a schedule and took the help of various online sources to enhance my CV writing skills.
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Reflective writing skills refer to the process of self explanation related to the personal experiences and expressing self thought processes and ideas in an effective manner. This, in turn, helps in having a clear and better understanding of what is learnt (Rose et al., 2019).
Reflective writing skills have helped me in performing clear thought processes. I am able to perform quality academic writings with the help of these skills. I am also able to analyse and identify the main factors related to my learning and experiences in an effective manner. It will also help in enhancing my chances of getting employed in well established business organisations.
I was not aware of the importance of reflective writing skills. I had no knowledge about the impact of these skills on my academic and professional aspects. According to the “description” stage of the Gibbs’ reflective model, I will be relating my personal experience of individual reflection writing over a given topic (Sekarwinahyu et al., 2018). During the learning process, I was given a task to perform an individual reflective writing regarding a certain topic. I was not able to perform the assigned task as I was lacking the specific skills. However, with the completion of this assigned task, I was able to enhance my reflective writing skills. I was able to get a transparent understanding about the importance of these skills and the impact in my academic and professional development.
I have taken the assistance of various online available books and articles to learn the accurate process of reflective writing. With the help of these online sources, I am able to learn the basic steps of executing a reflective writing like proper analysing any event, enhancing the thinking process, and many more.
The feedback of the class activity was quite satisfactory. According to the “analysis” and “evaluation” stages, I am able to understand my condition during the individual reflective writing. I was not able to perform effectively due to the lack of the required skills. I faced a lot of problems expressing my thoughts and ideas. However, with the completion of the class activity, I was successful in developing the desired skills. As a result, this helped me in enhancing my academic writing as well as it will help me in making me more employable than others.
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Cover letter writing skills are considered as the ability to make one appealing and more suitable for any desired job role in front of the employers. These skills are important for making effective first impressions to the employers.
Cover letter writing skills are useful in terms of having a clear understanding about the different stages of writing a cover letter like introducing self, promoting self, possible contributions, and final conclusion. As a result, I am able to excel in forming cover letters with desired and accurate contents for enhancing my academic writing quality as well as my chances to get employed.
I was not aware of the importance of cover letter writing skills. According to the “description” stage of Gibbs’ reflective cycle, I will relate with my personal experience of a class activity of internship application (Sekarwinahyu et al., 2018). I did not have enough knowledge of forming a cover letter that had a negative impact in the process of the application. However, with the submission of the cover letter for the internship application, I practised a lot and developed the desired skills in an effective manner. This, as a result, helped me to improve my writing quality as well as increased my chances of getting employed.
I gained knowledge in order to improve my cover letter writing skills by taking the guidance of various online available journals, books, and videos. These sources helped me to understand the basic stages of writing a cover letter.
The feedback of this activity was not satisfactory. Due to the lack of desired skills, I was not selected for the internship in spite of having all the necessary skills and knowledge. According to the “analysis” and “evaluation” stages of the Gibbs’ reflective cycle, I realised that my cover letter was not sufficient enough and lacked a lot of essential points. Hence, I was not selected for the internship. As a result, according to the “action plan” stage of the Gibbs’ reflective cycle, I prepared a proper and effective schedule which helped me to improve my cover letter writing skills. This, in turn, helped me to enhance my academic writing quality as well as my chances of getting employed.
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In conclusion, it can be said that academic and employability skills are vital for the professional and academic development of an individual. I have performed self reflection by implementing the Gibbs' reflective cycle to have a clear understanding about certain given scenarios. I have discussed the importance of various skills by relating with my personal experience of various class activities. 
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