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1. Introduction

This report is a reflective log on the learning acquired during the Academic and Employability Skills. The report will include reflection upon in class exercises and will explain how the overall learning from the module has changed my academic and employability skills. The report is structured to cover analysis on topics discussed in Term 1 and Term 2 of the module, such as: Time management, Team working, Curriculum Vitae and Cover letter and Paraphrasing. To help with the reflection of the areas mentioned above, the Gibb’s Reflective Model was chosen to support the reflection. This model was chosen because it is a complex model that has various stages to guide you through reflection and be focused on the experience. In the appendix, there will be in class notes and feedback given on the some of the exercised from seminars. Finally, the report will offer conclusion based on the learning experience. 

2. Literature review
2.1 a. Time management 
Time is precious. Without a good Time management people would not perform well in life. Each day we undertake various tasks that need to be carried out by a certain time. There is a need of a good organisation and time management skills to do that. In literature, good Time management is defined as “the ability to control out use of time to such an extent that we can plan and manage what we do without any stress and tension (Morgan, 2017, p. 52). 
Findings from a study of Farrell, et.al., (2001) suggests that increased time for certain high priority task can be beneficial for the outcome expected and will certainly reduce stress. 

2.1 b. Team working 
Teams are ‘groups of people who exist to perform organizationally relevant tasks, share one or more common goals, interact socially, exhibit tasks' independently’ (Maund, Schriek and Tinkler,2017, p.4). 
When it comes to team working, it is important to understand team dynamics and how to create the team that can be most productive. The most quoted commentator Tuckman (1965) analysed how groups come together and introduced the five stages of group creation: forming, storming, norming, performing and adjourning. The highlight of his research is that teams are formed from a number of people who are well organised to function as a unit and to be effective as effective as possible (Ellis, 2018). 
2.1 c. Curriculum Vitae and Cover letter
To apply for a job a Curriculum Vitae (CV) is needed. This document is intended to show employees if the person applying is suitable for the job. A Curriculum Vitae is “a document aimed at convincing an employer that what 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, 2017, pg. 339). 
Along with the CV a person who seeks job opportunities needs to give a Cover letter too. Research suggest that Cover letter is as equal as important as the CV. Moreover, many times when an interview is unsuccessful is because of the Cover letter and not the CV, this is due to the belief that an applicant can be rejected solely based on the cover letter, without having to read the CV (Innes, 2015). The cover letter gives a person the opportunity to sell a person’s skills and abilities to recruiters.
2.1 d. Paraphrasing
Paraphrasing is fundamentally putting a text in own words or rearrange similar text avoiding copying the original text. The main aim is to include all the important points and not to change the intended message. Paraphrasing is a useful academic skill also defined as “the ability to transform a sentence in a way that makes it semantically equal with the original sentence, but different lexically and syntactically “(Ji, 2012). Although it sounds a simple thing to do, but paraphrasing has been the centre of students linguistic problems.it is suggested that even advanced graduates are facing challenges in developing such skills as paraphrasing. 


2.2 Gibb’s model of reflective cycle 
One of the most quoted authors that has developed a model for reflection is Gibb’s (1988) and his reflective cycle, this model consists of six stages called description, feelings, evaluation, analysis, Conclusion and action plan. The description stage is concerned with the background information of the experience. The feelings stage is preoccupied with the thoughts and feelings when encountering the experience. This stage uses emotions to express what it was felt. On evaluation, the reader writer discussed his reaction towards the story. It can include theories and others’ opinion. In the analysis stage it should be included references to others’ experiences and theories. The conclusion stage acknowledges what was previously written and finally the action plan is used to summarize everything and to plan for improvement in case a similar experience is to occur again (Adeani, 2020).
 
3. Personal reflection on learning based on Gibb’s model of reflective cycle.
I believe that Gibb’s model of reflective learning is an effective method of reflection because it allows the person to think at each stage of an experience and also manage it better when a similar experience is repeated. 
Figure 2: Personal version of Gibb’s reflective cycle.
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Beside my worries about the studies in general, presented in the model above, my attitude towards learning has become more positive from second term when I realised it takes a lot of concentration, effort to complete all tasks, reading and actively participating in all lectures and seminars.  
Following, the topics discussed in both semesters will be reflected upon using the stages of Gibb's reflective cycle, and an explanation on how the overall learning from the module has changed my academic and employability skills will be given. 
When it comes to Time management, things could not get any more complex. Even from the first day at Uni, students are told that they need to attend classes, study, read and take exams. At first, I did not expect to be thought this on a module, but this is an exercise prepares students for employability as the employers also expects them to be on time to work and achieve certain deadlines. Knowing how to properly manage your time, especially when having a higher job role with more responsibilities will help you go throughout daily tasks showing confidence and good punctuality. Employers do not like candidates that tend to be late as this will impact negatively on the results of the company after a while.
What I take with me from learning about time management is that, in order to be efficient, you need to organise your time accordingly. For example, make use of notes, schedules; new technology can help with reminders, alarms and so on. Moreover, this topic has been widely researched and studies reveal certain techniques that are proved to be effective in improving time management skills, that are so important for studies, work and our day to day lives. Other techniques mentioned by literature are note taking, prioritising tasks according to their importance or urgency and timing each step or stage of a task.
Reflecting and concluding on my time management skills, it can be said that this an area that needs improvement. I find if sometimes overwhelming to divide my time between work, studies and family responsibilities.
However, I tend to work well as part of a team. Therefore, it can be said that I am a good team worker. I get along with people from different backgrounds and I am friendly and easy to talk to person. I take the role of the person that is executing what is told and when a time frame is given, I tend to achieve the target in that timeframe. This is contrary to the targets I set myself. 
However, there were times, in term 1, when I was not actively participating in group activities due to lack of confidence. I was not sure if my ideas can be useful. Further in my studies, when learning about brainstorming I have realised that from any idea can come a plan and everything that comes to mind should be expressed. I also learned that people have different abilities and personalities, and each have different attitudes, perceptions and behaviours. All members have an important role in the process of team working. Some can be leaders and coordinator whilst other are excellent executants. To have an effective team all types of members should be included. Therefore, I feel confident to work in teams as I realised that my contribution, either bigger or smaller, have an impact on the outcome and it also gives me the opportunity to learn from others and improve other skills as well. 
Moving on the CV writing and Cover letter classes, where learning about Cover letter has been a very important for me, not knowing exactly what it was and how important it is for employment. The exercise went really bad for me, but later when reading few of the cover letter examples I understood immediately that it is the way you present yourself and your skills and abilities to empoyers.
 In terms of the CV writing, I have learned about the rules to be followed in order to complete a professional CV. Some of the emphasis is on the importance of the language used, which has to be accessible and represent yourself. CV needs to be written in third person. Secondly it needs to be brief with no more than two pages. And most importantly, it needs to be checked for spelling error. This is a major red flag for employees. My plan is to structure a professional CV according to the examples given in class and make use of the opportunity that university has to offer such as career advisers. 
In terms of paraphrasing, my capacity of understanding was limited. Reflecting on the paraphrasing in-class exercise from Term 1 (please see Appendix 1), I remember struggling to paraphrase as it was written in a perfect manner, that no matter how I will try and change it, it would not sound as good as the author presented the idea. My vocabulary was limited, and my colleagues were also struggling and asking questions. In conclusion I was not prepared as I have not been reading about the topic before. For action plan I will read and practice more and this skill will improve.



3.Conclusions
Analysing the good and bad facts about a specific subject will help you get a much better understanding about your job role and what improvements can you bring. You get the ideas and build a reflective report upon the, this way others can learn from your experience. There is no point of just going throughout the daily activities and not think reflectively upon them, you will not be able to learn and improve your skills. 
Some of my learning from the module is that for recruiters, Cover letter is probably more important than a CV. Paraphrasing is a useful academic skill which can be a linguistic problem and particularly challenging for students with basic communication skills in English, as well as for advanced graduates. To have good time management, literature has proposed numerous techniques that are proved to be efficient. 
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