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[bookmark: _Toc89962028]Introduction
According to Bailey, (2011), reflective writing represents an analytical technique in who is the writer describes an experience, event, or memory. Carr, (2019), argued that reflective writing is not all about merely describing a memory, events, or experience. It is a systematic approach where the writer outlines the detailed experience, examines what went well, evaluates additional learning, and focuses on future implementation. We have participated in a course on academic and employability skills. The module was a package of numerous important learning elements that are required in personal, academic, and professional life. In this report, I am going to share my learning from the module in the form of a reflective report. According to Morgan, (2017), there are different types of models and frameworks for writing a reflective report such as Gibbs reflective cycle, Kolb reflective cycle, Schon model, Driscoll model, etc. however, Gibbs reflective cycle is the most famous, widely used, and more sophisticated model. It is the contribution of Graham Gibbs 1988. He developed the model to give a structure to learning from experience. The model is self-reflection and self-management to share an experience or memory clearly and systematically. My learning and experience from the module are shared in this reflective report by using the Gibbs reflective cycle.











[bookmark: _Toc89962029]Main body
[image: ]
Figure: Gibbs reflective cycle (Carr, 2019)
1.1 [bookmark: _Toc89962030] Description
The module on academic and employability skills covered many important issues related to the improvement of academic and employability skills. CV writing, Cover letter writing, paraphrasing, and time management were the main focused areas of the module. I was there to learn how to write a cover letter that I need to include in a cover letter. While writing a CV I wanted to learn how to create myself as a personal brand with a good structure of CV. I also wanted to learn about time management and how to apply time management models in real life and the key issues and techniques related to paraphrasing to use the work of others to support my view. Our module leader was the instructor and under his constructive and effective supervision, I tried to improve and develop for the prospects of personal and professional life. We, therefore, practiced different academic and employability skills in the class and tried to improve them.
1.2 [bookmark: _Toc89962031] Feelings
According to Chin, (2017), this section includes what the Writer is thinking and feeling about the experience. While starting the course I thought that it may just focus on some basic skills and competencies required for getting a job. However, it was not like that. After some days in class, I realized that the module is going to teach us details of the core academic and employability skills. I was quite happy about that and thought that I have to be smart and passionate enough to develop and improve academic and employability skills. I didn’t have much knowledge about CV writing and cover letter writing. sometimes I was struggling to catch the core points required to improve my skills. However, I was committed and passionate about the learning outcomes of the course. So, I ensured hard-working and practiced daily to overcome my limitations. I took help from my module leader and classmates. They were supportive and help me to get done the work faster. From the beginning of the module, I practiced time management and paraphrasing. I found them effective in improving my paraphrasing and time management skills. looking back, I am quite satisfied with what I have learned from the module and the hard work I put in to improve my skills.
1.3 [bookmark: _Toc89962032] Evaluation
According to Maund, (2017), the evaluation section of the Gibbs reflective cycle should include the good and bad experiences about the situation. I had lots of good experiences about the situation. Our module leader continually motivated and encouraged us about the necessity and importance of learning academic and employability skills in both personal and professional life. He was very supportive from the beginning of the module. So, I tried to ensure my best effort with the support of my module leader, and classmates to learn and develop the skills taught in the class. Module resources were outstanding. Class materials for each lesson were well-structured and covered the pros and cons of the topic. So, the journey with the module has brought some good experiences to me.
However, the journey was difficult and challenging for me. I have had some bad experiences that come from my limitations. Some things didn’t work well for me. Such as, preparation of cover pages and writing an effective CV were very challenging for me. I thought that we would have more scope for practicing but it didn’t happen as I expected. Besides, I was struggling in preparing a personal time management table. Actually, my lacking were the reasons behind this challenging situation. Overall, the journey with this module was quite satisfying for me.
1.4 [bookmark: _Toc89962033] Analysis 
According to Merrigan, (2019), the analysis section of the Gibbs reflective cycle includes the activities that make sense in the situation. During the module, I have tried to improve my skills regarding writing cover letters, CV writing, paraphrasing, and time management. 
While learning to write a cover letter, I learned that it is a professional business letter that provides an employer with an introduction to an accompanying CV. the module enabled me to know the issues I need to include in a cover letter such as personal introduction, previous job experience, personal ability, and interest to get interviewed. I learned about the STAR model (situation, task, action, and result) for selling myself and the critical issues for writing in a business style such as faithfulness, sincerity, etc. During the module, I was asked to write a cover letter for my own. I wrote it and the module leader helped me to write it.
I learned about writing a CV. According to Zemach, (2005), a CV is a formal document that is aimed at convincing an employer with skills, qualifications, and experience in the selection process. From the module, I learned how to create a personal brand in a CV with a specific format. From the module, I learned that an effective CV structure should include personal contact details, personal statement, education and qualifications, work experience, additional responsibilities and activities, hobbies & interests, and references. I learned detail of these sections of the CV structure about what I need to include and how I will include them. I also learned about CV presentation and formating such as awareness of the special mistakes, page limits, use of bold, italics, or underlying, bullet points, color, clutter, etc. I also looked at the office manager template to find the positives and negatives. So, the issues and the areas covered in the CV writing section have greatly contributed to the improvement of my CV writing skills. Now I can write a formal CV by considering appropriate structure and issues.
After then I learned about paraphrasing. According to Whetten, (2018), paraphrasing refers to writing the ideas of others in their own words. It is important while we are using the work of others to support our views. Cottrell, (2011), pointed that paraphrasing is the art of keeping the meaning the same but changing words and structure. Acknowledgment by using references is important here. We learned different techniques of paraphrasing such as the use of synonyms, changing the word class, changing the word order, and changing the structure. During the module, we practiced lots of paraphrasing by focusing on the key areas. It helps to improve my paraphrasing skills by acknowledging the contribution of the author.
Finally, I also learned about the effective time management approach. According to Abbey, (2004), time management refers to the precise control of time spent on different activities. Philpot, (2013), added that time management is crucial in every aspect of life to do tasks smarter not harder. During the module, I was introduced to the Eisenhower time management framework that classifies task based on urgency and importance and put them in four-quadrant. According to the Eisenhower time management framework Important and urgent need to do immediately, the important but not urgent tasks can be scheduled, urgent but not important tasks need to be delegated, and the not urgent and unimportant tasks should be deleted from daily activities. I was also granted a weekly calendar as a tool for time management. I was asked to make a list of daily tasks and apply a time management tool for managing time smartly. After then I practiced time management in class as well as in my personal life. In the beginning, it was difficult for me but I found it effective for doing daily tasks smartly. However, A continual approach to time management is required by applying appropriate tools for managing time effectively.
1.5 [bookmark: _Toc89962034] Conclusion 
From the module I learned and improved some crucial academic and employability skills such as cover letter writing skills, CV writing skills, paraphrasing skills, and time management skills. However, to make someone competitive and excellent in the field of academic and employability skills continual practice is a must. I could have developed an action plan at the beginning of the module to learn the skills in a more sophisticated way. Besides, the personal analysis may play a crucial role in understanding my strengths and weaknesses. I may challenge myself to do something outstanding in improving the required skills. As a learner, I'm improving my academic and employability skills and the module was a complete package for learning and development. If I face any situation like that in the future, I must prepare an action plan for possible activities to do things smartly. According to Bailey, (2011), Personal weakness is the source of future learning. Here I have tried to learn many things and explored my weakness. In the action plan section of this reflection report, I have prepared a personal development plan to overcome my weakness and limitations.
1.6 [bookmark: _Toc89962035] Action plan
According to Carr, (2019), learning and development of academic and employability skills is a continual process. Specific module resources and materials can provide continual support and create a base for learning and improvement. Chin (2017), pointed that an appropriate action plan is required for continual learning and development. In This section, I’m going to outline my plan for continual development and improvement of academic and employability skills with a smart structure. The plan is given below:

	Descriptions
	Short-term
Next 3 months
	Mid-term
6 months
	Long-term
2 years

	Goals
(Become excellent in academic and employability skills) 
	Preparing for improving academic and employability skills and start practicing
	Learning and improving academic and employability skills 
	Become excellent in academic and employability skills

	Skills and knowledge to be learned
(Cover letter writing, CV writing, time management, and paraphrasing)
	Improve and develop skills in outstanding Cover letter writing, CV writing, time management, and paraphrasing

	Next steps
(I’m going to explore my goals by practicing)
	Practice
	Practice
	Practice

	Resources
(Free time, books, access to online resources, funding, etc.) 
	Free time, books, journals, magazines, access to online resources, funding, etc.

	Schedule
	01/01/2022 to 31/03/2022
	01/04/2022 to 30/09/2022
	01/10/2022 to 30/09/2023


[bookmark: _Toc89962036]Conclusion 
this reflection report outlined my learning from the modules on academic and employability skills. I have tried to explain four topics covered in the module. These were CV writing, cover page writing, time management, and paraphrasing. I shared my feeling, thinking, experience, and personal evaluation in this report. I have found that learning is a continual process and we need to practice it continually. As a learner, I am improving my skills and I have some personal weaknesses in improving my academic and employability skills. The report outlined an action plan for my personal development and improvement of the chosen topics. I hope the appropriate execution of the action plan will contribute to my future learning.
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