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Introduction

The purpose of this report is to examine and analyse the academic and employability skills which I have gained during the study of the BMSW4001 module. While academic skills are defined by Jackling and Natoli (2015) as a set of traits, characteristics and attributes used by individuals for the carrying out of academic life effectively, employability skills are needed for the successful development of a work opportunity. This module has provided me with the opportunity of developing a series of both academic and employability skills, however I will speak of a chosen few including note taking, time management, CV writing and cover letter writing. 
The reflective report will be conducted through the use of the Gibbs reflective cycle tool, which will provide me the ability of effective reflection, which will in turn lead to the creation of an action plan for my future academic and employability development. 
All mentioned skills are used in my academic and professional experience and are a necessary tool for my personal and professional development. Overall, the chosen topics have seen a noticeable development, as previously to this module I was not entirely capable of note taking, CV or cover letter writing, while my time management improved. 
 













Gibbs Reflective Cycle
The Gibbs Reflective Cycle was introduced to us as a model of reflection created by Sir Graham Gibbs in 1988. In his word, the model can be used extensively, by individuals wishing to express their views and opinions on any activity or task which they have undergone. In the case of this reflective report, the Gibbs Reflective Cycle will be adopted for the reflection upon the chosen academic and employability skills. Moreover, the Gibbs Reflective Cycle has provided me with the opportunity to critically look over my learning and experiences during the BMSW4001 module, hence I will apply it to demonstrate my learning journey upon the academic and employability skills chosen. The cycle involves the following stages: description, feelings, analysis, and evaluation. 
The description stage, according to Trought (2017), is the stage of the reflective cycle where an overview of the occurrence is given. In the case of this report, the module has provided me with numerous new skills and expertise in both an academic and employability matter. The feelings stage, in the words of Rao (2015), allows us to examine our feelings at the time of undergoing the task. While the learning of new skills and expertise was not easy for me during the BMSW4001 module, with time I gained confidence and improved a variety of academic and employability skills. Moreover, the third stage of Gibbs reflective cycle is when the skills and traits beneficial for the situation are analysed by the participant. (Cotronei-Baird, 2020) Finally, comes the evaluation stage which is the fourth and final phase of the reflective cycle and it is mostly focused with the evaluation of the positive and negative aspects of the task undertaken, which provides us with the possibility of bettering our skills and expertise in future. A conclusion stage with the summarising of all information during reflection is used in the Gibbs cycle.









Time Management
Time management is a necessary skill, despite the application of its use, meaning whether it is applied in an academic, employability, or personal manner, time management is of extreme importance. Nevertheless, during this module I had the opportunity to learn the importance of time management when used in the academic world. One of the things I learned throughout the weekly sessions of the BMSW4001 module, is that there are various techniques which are used for the efficient time management. However, what I learnt to be the most efficient, simple, and quickest method for the efficient usage of my time was the ability to sort out all tasks in specific categories. Said categories include the delete, delegate, defer, and do, also known as the 4 D’ s of time management. While at first it was difficult for me to understand how to apply the time management technique to my personal experience, after some practice it became easier, more natural, and more efficient. 
Something which I learnt with the assistance of this time management technique was the ability to effectively meet deadlines for assignment submissions, without having the experience of anxiety or struggling to complete the tasks at the last minute. While in the past I had extreme anxiety and the inability to do my work efficiently in the set time frame, the knowledge provided to be during this module allowed me to improve my skill and gain confidence in the management of my time. Furthermore, the module sessions for time management assisted me with the improvement of my academic results, and I expect that it will be efficient in the future for my personal, professional, and academic development.
Overall, time management is a necessary skill in the life of an individual especially when juggling a job, a university degree, and a family life with kids. Prior to the start of this module, I was experiencing extreme difficulties with the ability of taking care of all responsibilities including doing my work efficiently, taking care of my family and myself, as well as performing well in university. However, through the learning of this module I am now able to efficiently juggle all of my responsibilities, and still have some free time left for myself. 




Note Taking
The skill of note taking is an extremely important skill within the academic world, especially when an individual is studying a theory-filled subject as is the case with my course. While in the past, I had some knowledge of note taking, it was never a necessary skill within my previous education and academic experiences. Furthermore, note taking is not a skill which is normally excessively required within the personal life of an individual, however it might at times be required in the professional development or the career path of a person. Nevertheless, while studying the BMSW4001 module we were taught that note taking is one of the most important skill when it comes to academic success and the efficient achievement of accurate knowledge of educational topics. Therefore, it was required for me to learn how to efficiently take notes and use them when I had to create written assignments, presentations, or other academic tasks. 
While note taking seems like an easy task in lectures and seminars, the writing down of all information said by the lecturer was not an efficient tactic when it came to note taking. During the module I came to the realisation that note taking is often summarised as the prolonged version of data, which can be traced for a clear understanding and easier interpretation of the information provided in the lecture. Furthermore, I learnt that there are several methods for the conduction of note taking which include the Cornell method, the outlining method, as well as the sentence method, and the mapping method. What I found out to be the best method for me to take down notes and ideas during lectures turned out to be the mind mapping method. I found this to be useful and beneficial, as it applies the tactic of graphic representation of ideas and information, and it provides the ability of visualising the information given on a certain topic. 
Learning how to efficiently take notes during this module, proved to be beneficial not only for the cutting down of my learning time, but also for the efficient management of time, which is evidently beneficial both in academic and professional aspect. Finally, through the development of the note taking skills, my productivity has increased, and information has become simpler to digest and hence deliver when required. 



Cover Letter Writing
Prior to the conduction of the BMSW4001 module, I had the knowledge that cover letters were used when applying for employment opportunities including jobs, internships, and apprenticeships. Furthermore, I knew that cover letters are used in a different form when applying to university also known as a personal statement. During this module I had the opportunity to learn that in the field of employment, cover letters are used to provide the employer with in-depth information of the candidate applying for the employment opportunity. However, the writing of the cover letter has certain rules which need to be followed as if not it can become a personal piece of writing which does not include the necessary information an employer requires. 
The BMSW4001 module provided me with the knowledge, that some of the information that I would have written in a cover letter is not necessarily efficient. On the other hand, a cover letter should include an outline of the skills and expertise which would be beneficial for the job opportunity and which an employer would require for the position. While I did not have sufficient knowledge on cover letter writing prior to the module, I believe that the skills which I have gained during the module will allow me to write a successful cover letter whenever the opportunity to apply for a job occurs. 


CV Writing
Being able to write a curriculum vitae is an incredibly important skill for all individuals looking to progress successfully in their professional career pathway. This is because a CV is required every time a person wishes to apply for a work opportunity or an internship. Therefore, being able to efficiently write an autobiography is required for me as an individual to be able to apply for a job I wish to apply for after my university degree has been achieved. This module gave me all the required information I needed to sufficiently produce a CV and send it out to employers. It gave me knowledge of all the data which a CV needs to have including the detailed information of my academic and professional experiences, contact information, skills and qualifications, honours and awards, publications, hobbies, and interests, as well as personal information. These sessions provided me with the needed knowledge to be successful in my professional representation in future. 






Action Plan
The action plan is the last stage of Gibbs Reflective Cycle, and it provides me with the opportunity to plan the next steps which will be taken for my further development and improvement of skills. While I have gained sufficient knowledge on the topics spoken of in this reflective report, there still are lingering issues which need my attention for me to be able to further improve. During my journey I have come upon the conclusion that some of my observation and technical skills are weak and require further attention for me to perform successfully both in the field of academic and employability skills. It is evident that the academic and professional life of an individual is filled with opportunities and challenges which lead to the development of skills and expertise. In future I intend to focus further upon my writing skills, as this is something which is challenging for me when it comes to CV and cover letter writing. Furthermore, I plan to take on English grammar lessons to ensure that I will be able to perform successfully both in my academic and professional life, and the English skills will not be something which will halt my development. 
The efficient use of reflective cycles has proven to be a beneficial tool in my academic life; hence, I will be applying it further to improve my skills and expertise, analyse, and evaluate appropriately. 













Conclusion
In this reflective report, I have aimed to analyse several academic and employability skills which I have gained during the BMSW4001 module. It has become evident that both academic and employability skills are crucial for the self-development of individuals in academic and professional environments. Moreover, I have used the Gibbs reflective cycle to support my personal reflection and assist me on the journey of analysing and evaluating the skills gathered through this module. Overall, the report has been conducted with the purpose of developing further insight into my chosen employability and academic skills including note taking, time management, CV and cover letter writing. 
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