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[bookmark: _Toc79688953]Introduction
Higher education aims at a certain degree of cognitive and employability skills for its graduates for better academic performance and career opportunities. As individual cognitive abilities and learning patterns vary from one another, the way students learn and reflect also differs. Universities work in bridging the gap between work and education. Employers prefer graduates with higher employability skills though the skill domain differ there is a strong demand for interpersonal skills and professional expertise (Humburg, Van der Velden and Verhagen, 2013). This report will address time management, academic writing, reflection and public speaking from a reflective perspective. Kolb’s model of reflection will be used to address these topics. Kolb’s reflection model is learning from analysing and evaluating own experiences and then doing active experimentations based on the conceptualised reflection (Kolb, 1984). According to this model, a learner goes through a concrete experience and transforms the experience into learning. 
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Figure: Kolb’s Reflective Learning cycle
Source: (Van der Horst and Albertyn, 2018)

[bookmark: _Toc79688954]Time Management
Time management skill is the capability to allocate time efficiently among tasks and controlling specific activities. Time management habits have a positive correlation with the perception of control over time and work satisfaction (Claessens et al., 2007). Time management skillset includes organising, goal setting, prioritising, planning, delegation and control. It is an effective tool to structure workload in the best possible way for accomplishing the underlying goals. But the issue with student’s time management is that they put more attention to short term tasks than constructive long term attitude development (Sainz, Ferrero and Ugidos, 2019). In time management task list and prioritisation is very crucial. There are multiple techniques an individual can adopt for making a time management outline.
I got exposure to some time management models and techniques during the learning process. Before this, I was aware of the basic concept but the breakdown and detailed roadmap of time management is the takeaway from my learning experience. I tend to procrastinate and that sometimes lead to rush during deadlines that hamper productivity and quality. So, I tried multiple techniques to figure out what works best for me. The mixture of time boxing and time management matrix work best for my style of learning and allocating tasks. 
[bookmark: _Toc79688955]Time management matrix
This is a self-management tool used by individuals and organisations to sort tasks according to the priority of that timeline. Tasks that are important and have urgent deadlines are addressed first and they are in the first quadrants. For example, an academic task deadline
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Figure: Time management Matrix
Source: Adaptation from (Covey, 2004)
[bookmark: _Toc79688956]Timeboxing
Timeboxing is a time management technique in which the individual proactively set time limits on the tasks and complete the task within the assigned time frame. Timeboxes are treated like fixed schedules. This is effective for people with procrastination tendencies. Time limit on a particular task gets restricted so proper planning and outline of priorities are important to set in place. Creating strict enforcement of time boxing in project work challenges an individual to achieve goals and design a project framework (Tollestrup, 2015). An individual creates fixed time boxes in the calendar or other time management tools and follows the layered structure strictly. For big tasks, mini time boxes and multiple slots would be an efficient way for effective completion. So, I prepare my time management matrix weekly and allot slots to important tasks according to using timeboxing.
[bookmark: _Toc79688957]Academic Writing
Academic writing is formal writing used in the academic and professional context mostly descriptive and backed by facts, analysis and research. Academic writing should be structured in a way that facilitates readers understanding of the underlying content. Students prepare reports, assignments, essays and thesis papers according to their respective academic requirements. Academic writing requires coherent structure, constructive arguments, the right use of grammar and a certain degree of command over vocabulary (Kennedy, 2009). Students can divide it into two parts one is information and data accumulation and another part is writing outline and writing itself. The primary task is to understand the type of writing and its formal structure. This includes subject matter, the topic addressed and the target audience. Cottrell started a seven-point procedure for writing an assignment. These are the generalised idea of outlining the writing process and help an individual building their writing structure (Cottrell, 2019). The steps are: 
1. Clarification of the task
2. Collect and record information
3. Organise and plan
4. Engage, reflect and evaluate
5. Write an outline of the work
6. Develop draft
7. Final draft
During this learning process, I learned about the linguistic aspect of academic writing and how to use information sources to complement the argument. I tried to grasp the technicalities and structural framework of formal writing. The text structure of knowledge complements the writing capabilities of higher study students and proper feedback increases quality (Wischgoll, 2017). I started writing drafts and identified that there is a problem with constructive argument build up and wordings. So, I have been working on my formal vocabulary and structural argument set up in the academic writing context. Based on my experience with writing I am working on a framework for writing this module and future academic writing as well.
[bookmark: _Toc79688958]Personal Structure of Academic writing
· Prepare an outline of the work with key questions of the tasks and the central theme that need to be addressed. 
· Select sources or information. I maintain a side note along with the draft file to note down key takeaway from the relevant source materials.
· Rearrange the notes into a cluster of interconnected information to build up an argument that can complement the main objective of the writing. 
· Build concept pyramid based on the arguments and this works as a base for my draft file of the writing. 
· Finally, to review, reflect and analyse the work for mistakes and potential development opportunities. 
Formal writing is a big part of academic performance and also improve communication, research, critical thinking and problem-solving skills. 
[bookmark: _Toc79688959]Reflection
Reflective learning is the process of consciously reflecting on one’s own learning style and experiences. This makes a learner active learner as they assimilate new learning and try to connect it with old learning in a way that facilitates learning purpose. Reflection broadens the learning horizon of the individual and provides new meaning and construction to existing ideas based on the learning experience (Brockbank and McGill, 2007). Reflection learning is deliberate and focused on future development backed by experience and analysis. Reflection is a powerful tool for self-development as it directly inspires the learners to figure out their learning gaps and adopt measures to overcome those shortcomings. Reflection process provide scope for individual SWOT analysis, strength development, learning development and critical evaluation of self.
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Figure: Feelings and Reflection
Source: (Pedler, Burgoyne and Boydell, 2013)
[bookmark: _Toc79688960]Gibb’s Reflection Cycle
Gibb’s model of reflection is one of the most famous cyclical models for reflection. It is a six-step process starting from the description of an experience and end with an action plan. It can be derived from a standalone experience or a collective experience. A situational detail followed by evaluation of feelings and analysis to conclude the situation.
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Figure: Gibb’s Reflection Cycle
Source: Adapted from (Gibbs, 1988)
[bookmark: _Toc79688961]Kolb Reflection Model
Kolb’s experiential learning model is a four-step Reflective learning model based on the learner’s cognitive process.  It includes abstract conceptualisation of experience in the process and this can cover a range of situations. Kolb argued that knowledge can be accumulated through the transforming experience. Individual learning covers two continuums, one is processing that denotes how to approach a particular task and the other one is the perception that covers emotional response. According to Kolb, our learning is the amalgamation of these two axes. It provides room for self-assessed development as it makes students responsible for their academic activities and makes them active learners.
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Reflective approach can be applied in overall academic learning. I started following a reflective approach to my skill development and task performance. I had prepared a report and after evaluating that writing experience, I identified problems with referencing sources and my approach to filtering out information. I tested the quality of references and it turns out a few of them are not quality sources related to the topic. So, read a few academic pieces on how to filter out the appropriate source for academic purposes. I converged those ideas of source selection and proper referencing in this report.


[bookmark: _Toc79688962]Presentation and Public Speaking
Verbal communication efficiency is a very important employability skill for graduates. Higher studies require the students to prepare a presentation on an assigned topic and present that in front of the class. Tough this is to test how well they can present a topic and deliver key ideas efficiently it requires a set of other expertise. To enunciate the ideas properly students should possess good public speaking skills otherwise they will not be able to hold the audience and deliver well (Parvis, 2001). To present something one must prepare a logical set of arguments to support their stand that requires critical thinking and analytical ability.  One of the main issues with public experience is stage fright or nervousness. Public speaking needs a lot of practice to develop. The presenter must have a clear idea of the target audience and select wording that would capture their attention span. Academic presentation on the assigned topic mainly includes preparing slides and giving an oral presentation to explain the message of the slides. 
Presentations normally start with the preparation, where the presenter accumulates information and cluster them to make arguments on the subject. But the anxiety in public speaking can hamper presentation as it may manifest in their verbal communication and body language (Lee and Kleinsmith, 2019). Presentation is not only about verbal communication but also nonverbal communication like eye contact, body language and gestures. Confidence in delivery and right word choice is the key factor of a successful presentation. In the academic context, students mostly have access to visual aids to engage the audience. 
It is a transferable skill and needs a significant amount of time and practice to acquire. In my past presentations, I was nervous about the delivery and had some pauses because of it. This learning experience gave me insight into how I can address my weaknesses in public speaking. There are multiple online platforms and YouTube channels that work on public speaking and presentation like TED talks. I need to work on my body language and confidence during public speaking.  
[bookmark: _Toc79688963]Conclusion
Employability skills are highly demanded by employers and universities try their best to provide a framework that develops students cognitive and transferable skills. Time management, academic writing, reflection and public speaking are very useful in the professional and academic context. These provided me with a better understanding of the conceptual framework of the skills required and I got to identify my weaknesses and learning progress.
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Kolb’s Model for the Learning Cycle
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