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[bookmark: _Toc88846619]Introduction:
Professional developments are immensely based on the personal developments of a person. In this assessment based on the formative feedback received on Task-1 and the employability skills, Gibb's reflection model is provided. The chosen employability skills are time management skills, written communication skills and digital skills. Thus, the different tools that are used to develop the chosen skills are also mentioned in the assessment. Hence for the development of time management skills the 4D model of time management is used, Slack can be used to develop written communication and improvising digital skills with the help of blended learning.
[bookmark: _Toc88846620]Gibb’s reflective model:
In this paper, I have described the importance of developing academic, as well as, employability skills by examining a significant condition. I have used Gibb's reflection model for understanding and assessing a specific incident and also my experiences at the time of the class or an incident. Dependent on this, I might have to become aware of the procedure by which I run my time management skills and relative activities. At the time of learning, I understood that I require to improvise my skills associated with written communication, time management and digital skills. Thus, the feedback I received on my writing would help me develop my written communication skills (Alharahsheh and Pius, 2021). As it is known that feedback is very essential in any kind of communication to understand whether the receiver has understood the message of the text in similar terms as intended by the sender and whether he or she agrees to the writing or not. In this case, the chosen reflection model will help me to determine the choice of actions that are needed to be taken for the particular development of my personal and professional skills.  The vast components of the reflective cycle are recognized as description, feelings, evaluation, conclusion and action plan (Wandhe, 2020). The execution and adoption of this model at each level supported me to develop an assessment related to the experiences that I gained throughout the whole learning module.
Description:
Written communication skills are important both in the professional and also in the academic context. By daily attending the classes and taking notes and doing different assessments, it can efficiently improvise my written communication skills. Further by working on the feedback received can also increase my written communication skills. The model supported me in developing communication between the lesson learnt and the evaluation of it concerning the efficacy of learning assessments. Dependent on this, it could be indicated the ways that are used to do written communication and also the different ways to meet the deadlines so that it can increase my time management skills (Ayodele et al., 2020). Thus, by adopting blended learning I improvised my digital skills that would be beneficial for my future profession.
Feelings:
My individual feeling towards learning employability and academic skills is divided. Particularly in written communication, I found that learning is essential but also stressful. As in written communication, I got to understand that an individual requires advanced knowledge of grammar, vocabulary and style to develop great academic work (Sule et al., 2020). Thus, I also learnt written communication is exclusive from another form of communication. Thus, by going through the courses and the sessions I also learnt that time management is an essential skill in both personal and professional life. Thus, the 4D tool can be utilized to develop time management skills. The development of time management skills can open a lot of doors for me like improvising my performance, delivering the work on time, improvising my career opportunities and becoming more effective (Cotronei-Baird, 2020). Lastly, I also got a feeling that by going through the assessment of blending learning I understood the importance of digital skills and their importance in the academic context and as well as, in them professionally.
Evaluation:
The one achievement that I got from my employability and academic skills course was that I learnt a lot about grammar, sentence structure and utilization of vocabulary. Thus, the feedback also helped me a lot to understand my mistakes in writing the assessments and where was I lacking. However, due to this course, I could easily deliver the work on time, as I have learnt to discover resources and apply them on assessments (Stewart, 2021). Thus, I also learnt from the combination of traditional and digital literacy that I will not only be able to learn how to read and write but also learn the ways to expand my language, communication and media skills. I had also developed dynamic creativity that is help me to communicate, think, engage and think about the world around me.
Analysis:
After this course, I understood that I have improvised and developed my academic and employability skills. The written communication may look frustrating needing the student to brainstorm, analyze the sources and important information, create drafts, outlines and edit. Due to this course, I got a better understanding of this procedure as I can write a project within a record time. I have taken up improvised methods of analyzing and determining the research and the assessments of the sources (Ngulube, 2020). I have also developed effective methods and gone through actions to improvise my time management skills. Further, the lecture or notes on time management has also improvised my writing and time management skills. 
Conclusion:
It can be concluded that I understood the importance of academic and employability skills. To improvise the chosen skills, I have taken up different courses and tools. Thus, I have developed myself in time management, written communication and digital skills. I have become well equipped academically as I have understood not only to write but also to use and assess reports. After the completion of this, I can think that I have improvised sufficient academic skills and employability skills. Lastly, by going through the course of blended learning I also developed digital skills.
Action Plan:
The personal action plan that I would be taking is to practice more exercise, take up different courses to improvise digital skills and take up more classroom activity to become precise in time management skills.
[bookmark: _Toc88846621]Developing the chosen skills:
· Time management: 
Great time management skills can increase productivity and support getting more done. Time management skills support them to reduce their stress and prioritize their time. Effective time management verifies their objectives and goals their most essential tasks. Thus, the students can improvise their time management skills with the help of 4D. The 4Ds tool of time management is suggested as the 4 Ds of productivity and is taken as a popular device for discerning whether or not an assessment or project is worth my team. It includes making a rapid decision about how to act either by doing it themselves or employing someone else, what to act or within the future, or what to decline from the to-do list. It is also considered as the four categories or classes such as delegate, delete, defer and do—that support the people prioritize the tasks and raise productivity (Dhaliwal and Misra, 2020). This would support the students they achieve the people' objectives faster. Accurate time management makes them more efficient.
· Written communication: 
Communication is an important aspect in the academic context and employment as well. Well-written communication can support defining objectives, recognizing issues and reaching possible solutions. It is essential in each aspect of the business. The extent to which a learner can demonstrate their academic potentiality is particularly reliant on their potentiality to grab their thoughts within written communication. Thus, to improvise the written communication I have used brainstorming tools to improvise the written communication. Thus, the tools of brainstorming help to generate ideas and improvise the writing (Guàrdia et al., 2021). The tool helps to think about the new solutions and ideas to issues rising from written assessments. In writing—whether academic, creative or business—it is an advantageous preliminary stage that would support the writers knowing precisely about what's happening in their projects. Thus, in writing sometimes I face difficulties regarding loss of work so adopting the brainstorming tool helps to come up with possible solutions to mitigate the issues. This also helps me to arrange and to start comparing the ideas and the thoughts.
· Digital skills: 
Thus, the students need to develop digital skills as it will make them effective problem solvers, authorizing them to function at a greater level and process this information. Skills like effective communication and collaboration have become more important for learners to authorize them to take on jobs that would be made in the future. Thus, there are different tools by which students can improve their digital skills by taking up different courses like blending learning. They can take up a blended learning approach that links online educational materials and chances for online interaction with traditional classrooms methods. Thus, this approach helped me to discover technology and utilize various devices for learning, for instance, Visual classrooms, PowerPoint, Video lectures and many more (Igwe et al., 2020). It also improvises the standard of education and information assimilation while making teaching more proactive and effective. It also provides the most digital chances accessible to the students as learners require computer literacy and actual-world skills might obtain with the help of a blended learning approach.
[bookmark: _Toc88846622]Personal Development plan:
A personal development plan that also stands for PDP plan, is considered as an action plan that could be utilized to recognize the person's objectives and what they want to attain. Their strengths and weaknesses. The areas that required to improvise and develop to achieve their goals. A PDP is considered as a self-evaluation and self-reflection that is particularly utilized in higher education and the organization (McGunagle and Zizka, 2020). However, it could also be an advantageous exercise in their personal life. For instance, they might want to learn a new language before travelling overseas and a PDP could support them achieve this objective.
PDP plan of Written communication skills:
Personal SWOT analysis:
	Strengths
· I am good at writing essays, research and proposals.
	Opportunities:
· I can improve on my quality like can be more precise in discussing information.

	Weaknesses:
· Sometimes I get loss of word
	Threats:
· It would hamper my academic writing and because of which I can get lower grades.



Action plan:
	Goals
	What I will do?
	Date to be completed
	Outcome

	To improve the quality of work
	I will exercise brainstorming so that I could mitigate the emerging issues occurring in my writing.
	Two weeks
	Developing written communication



Digital skills:
Personal SWOT analysis:
	Strengths:
· I am good with digital marketing.
	Weaknesses:
· I am not good with online classes as I am used to traditional class settings.

	Opportunities:
· It can help me to improvise my employability skills. 

	Threats:
· Work-life balance van gets hampered.
· Risk in education



Action plan:
	Goals
	What will I do?
	Date to be completed
	Outcome

	To improvise the digital skills
	I will take the approach of blended education as it would help me know about digital literacy and traditional literacy as well.
	One week
	To become effective in digital skills



Time management skills:
Personal SWOT analysis: 
	Strengths:
· I am good at completing tasks on schedule and never face the challenge of procrastination.
	Weaknesses:
· Work-life balance
· Task spending more time and effort.
· Not prioritizing task

	Opportunities:
· Building a successful career in their place of employment
	Threats:
· It will make my motivation level low.
· It can cause issues problems in my future employment (Menz, 2020).



Action Plan:
	Goals
	What will I do?
	Date to be completed 
	Outcome

	To develop time management skills
	For developing the time management skills, I will start my task early by setting limits on the task on which I will agree.
	Third Week
	With the development I will easily organise my personal place by scheduling proper deadlines and scheduling proper tasks.
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Conclusion:
It can be concluded from the report that employability and the academic skills learnt from the task-1 is explained with the help of Gibb’s reflection cycle. The chosen communication skills are written communication skills, time management skills and digital skills. In the reflection cycle I have mentioned about the feedback received and the different tools that are used to develop the skills are critically analyzed. The tools that are used to develop the written communication is brainstorming, for time management skills 4Ds and for the digital skills, the approach of blended learning is used. For each of the skills, a separate PDP plan is made to recognize the strengths and the weaknesses and the action plan that are taken to mitigate the weaknesses and the threats.
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