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1. [bookmark: _Toc89151043]Introduction
   Academic skills are essential for every student to acquire since they contribute to their success. They help one score a high grade in the assessment which helps them to attain the minimum qualifications and requirement needed to acquire a job in the market. However, academic skills are not enough at the workplace hence they need to be blended with employability skills in order to attain success in one’s career. This module has been impactful since it has contributed to practising and developing these skills to ensure a successful career in future. This report presents an individual reflection on a variety of topics that have been taught in the module and how they have impacted and prepared me for my future career and profession. The reflection is on four topics which have been covered extensively in the module using various learning techniques. The topics of reflection include time management, referencing, academic writing and public speaking and giving presentations. The report will apply the Gibbs reflection model whereby every topic of reflection will undergo the six cyclical stages that are contained in the model. The Gibbs model is the most appropriate since it is based on the experiences and actions undertaken during the module. 
2. [bookmark: _Toc89151044]Time management
   Undertaking this course was a decision that I had initially thought of and I looked forward to begin the classes. The module had about 8 topics that were wide and I needed enough time to study and understand them. Some of the topics seemed complex and I could not exactly point out the best way to study them and understand thus I decided to ask for help from a friend. Together, we decided to team up and find better ways to study in order to pass this particular module. Therefore, we decided to come up with a study time table that would help us address all the learning outcomes in each topic and acquire the skills. I was happy when we for I knew with teamwork, we could comfortably handle all the tasks and ideas regarding this topic. We decided to use pomodoro technique in order to entice and make studies more fun. We allocated three sessions a week for the group discussion each lasting 2 hours. This meant that we had 6 hours allocated for all the tasks and questions regarding the module. We utilised Google meet which was our main platform and once in a while we could conduct physical meetings. I think arranging for discussions and pairing up with my friend was the best decision since it helped us to be time conscious and disciplined hence able to accomplish the assigned tasks within the given time schedule. 
   We were so determined throughout the semester and we were able to achieve the goals and objectives we had individually set. Each one of us was able to manage their time well and meet the deadlines for the assignments and other tasks. Exchanging ideas was the best experience since it made learning seem so easy. However, there are cases whereby the workload was too much from the other courses and we had to review the time scheduled for all the tasks. This implied that we had to slash off some time allocated to the tasks in order to accommodate the other tasks which resulted to having to reduce the hours meant for my leisure activities and that of family so that am able to meet the deadlines. It occurred because we underrated the other courses and assumed that they were not complex and we could easily handle them. 
   We achieved our personal goals and objectives for the module which was brought about by prior planning and setting both short term and long term goals for every individual. It was easy for us to trace the progress of our goals and immediately address any challenge that was blocking us from attaining the goals. From this experience, I learnt that team work is so important in acquiring time management skills. Having someone monitoring your study activities makes one to be disciplined and time conscious which helps in ensuring that one remains focused in their learning (Zhu, 2021).
Action plan
   Failure to preview the other courses to determine the workload involved messed our time scheduling and the study timetable. We had to forego some of the leisure activities we had scheduled thus this left us with only a few hours for our social life. Therefore, in future we will have to go through the rest of the modules and estimate the average time to allocate to them so that we could have enough time left for social activities. I will also practise time management skills in my everyday life away from school life by setting goals for myself and adhering to the time frame to make it my lifestyle. 
3. [bookmark: _Toc89151045]Referencing
   Another topic of study in the module was referencing. It was an interesting topic and it seemed easy since it did not have many details. However, upon attending the first lecture, it was clear that the topic involved too much content than I thought and it required more time and keenness to understand it. The only trick that was going to help me achieve the best results was having to practise referencing over and over again. Initially I panicked and became frustrated since I thought that I will not manage to grasp every detail of the topic since the details were too much. However, I relaxed and found the most appropriate and suitable strategy to study the topic. I decided to include in my study timetable extra thirty minutes daily which I will use to practise referencing. After a few weeks of consistency and practise, I became more confident than before in referencing my work. I have mastered the referencing skills and I feel happy about it. 
   Learning about referencing different types of literature and academic sources has been my biggest achievement in this module. I have been able to improve both my research and referencing skills. I have learnt to appreciate the role of research and referencing in academic integrity. Referencing plays a big role in reducing plagiarism cases which is a form of academic misconduct (Street, 2015). My module leader has been a source of inspiration by offering support and directions on how to excel academically and professionally. I think having practised different referencing styles daily contributed to easy understanding of the topic and acquisition of the skills. From the entire experience of this topic, I learnt how strong the power of consistency is and how important referencing is in any research paper. However, I will still carry on with these skills and the quest to sharpen referencing by indulging in academic research on different topics. 
Action plan
   Having completed this module, I am more confident in undertaking an academic paper since I have acquired the skills I need to handle the paper. Therefore, I will handle academic papers more frequent than I have been handling. This practise will still be useful in my career life since I will be comfortable handling more research papers and contribute positively in the decision making processes. Suppose I encounter any challenge, I will not hesitate to inquire from my colleagues and my tutor. I will also set targets and goals for myself so that am able to stay committed towards achieving them.
4. [bookmark: _Toc89151046]Academic writing
   The main aim of this topic was to help us develop appropriate academic skills that are essential in our academic life as students. Even before attending any lecture, I already had an idea of what the topic entailed and how important it was during my study at the university. I had watched some videos and read some articles online that outline the importance of academic writing in a student’s life. Blum (2011) observes that academic integrity is an important factor in academic writing since it guarantees success in the academic journey. Since I was familiar with the topic and I had an idea of a few concepts, I decided to limit the time I allocate for this topic in order to focus on other complex topic that I had no clue about. I participated in the group discussions that were scheduled by the tutor for handling some tasks for the course where I gained more knowledge about the topic. I also spend more time reading academic materials online thus gaining more academic skills. 
   Prior to the group discussions and other engagements, I was happy and enthusiastic since I was sure of myself that I possessed some of the required academic skills. However, upon engaging my colleagues in group discussions, I felt disappointed since I appeared to have just a little knowledge of the topic. There were some concepts that were being mentioned and I was just hearing them for the first time. It got me worried and I had to find extra time to study more on academic writing. Some of my colleagues felt the same way since they were clueless while other were confident since they had an understanding of most of the concepts. 
   The fact that I had a chance to meet with my colleagues and learn new concepts about the topic and realise where I needed to improve made the whole experience to be good. Also, having a good tutor who is easily approachable for clarifications made the entire experience worthwhile. However, having allocated limited time for the topic got me into some trouble since I had to squeeze extra time within my schedule to ensure that I comprehensively cover all the concepts of the topic before sitting for the final exam. I was able to learn more from my colleagues during the group discussions because it acted as an eye-opener and I could easily tell my weak areas that I needed to focus on. Team work helps to bring out the strengths and weaknesses of an individual (Bailey, 2014). I was open-minded and accepted the criticism from my colleagues in the group. From the experience, I learnt not to be overconfident and always be ready to learn from others without feeling intimidated since it helps one identify their weak areas.
Action plan
   If I am to undertake the same topic in future, I will have to spend a lot of time in research and reading many academic works to gain as much information as I can. I would search online for many more works done by different researchers across the globe to analyse and gain more academic skills. I will also practise writing more academic papers using different writing styles so that I grasp every detail of academic writing. I will also stay updated and read the most recent works and papers to trace the emerging trends in academic writing. I will also do my level best to have a piece of my work published.
5. [bookmark: _Toc89151047]Public speaking and giving presentations
   As part of acquiring public speaking and presentation skills, the lecturer assigned us a task whereby each individual was required to prepare a presentation on academic and employability skills they require for future careers. Upon receiving this assignment, I had to research the best way of preparing a presentation and how to arrange my slides in the right order. Once this was sorted, I went ahead prepared my presentation slides focusing on my strengths, weaknesses and the academic skills I have gained throughout the module. To ensure that I showcased the best public speaking and presentation skills, I would always stand in front of a mirror daily and practise how I would deliver my presentation.
   At first, I always felt nervous and anxious and at some point I could forget the content of the presentation which always made me to refer back to my notes of every detail. To attain a productive presentation, it is important to practise the concept (Nikita, 2011). However, after a few days of practising, I became courageous and more confident to deliver a presentation. Two days before the presentation, two friends and I decided to practise the presentation with a real audience. We took turns and made a presentation and we rectified on a few areas that we needed adjustments. On the day of presentation, we were courageous and confident enough to give our presentations. 
   Everything went well and we managed to have the best presentation. I was able to coordinate my body language and verbal cues very well that the lecturer commented me for that. This made me feel great about the entire experience. My friends had contributed to the perfection of the presentation. However, on the presentation day, I found out that my slides had been messed up and some information was missing. Luckily, I discovered that early enough and fixed before the presentation day. I think the prior preparation and practice enabled me to master the content and presentation skills which gave me the confidence. Also the research I undertook on academic and employability skills enabled me to have a self-analysis and identify my interests, passion, strengths and weaknesses thus an appropriate future career.
Action plan
   Suppose I get another chance to do public speaking and presentations, I will ensure I include a realistic timeframe to achieve specific goals set. I will also have work on my temper which is my greatest weakness and try to control it so that it does not ruin my relationships with colleagues. I will also have to research more on better ways of presenting information on slides to make them more attractive and appealing.
6. [bookmark: _Toc89151048]Conclusion
   Academic skills are important in a student’s life since they go beyond just the academic success in university. They are very useful in one’s future career since they are applicable in the execution of different duties during a career. Every student need to aspire to acquire and develop these skills since they help in establishing a strong foundation in their career. They are able to comfortably cope in competitive career environment since these skills will market them to potential employers. It is important for every student to make an effort in ensuring that they acquire the knowledge and skills needed in their respective career path. 
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Academic skills refer to the habits and habits meant to benefit students and help them become successful in their academic life (Graff et al, 2013).
As a sales manager, having report writing skills will help me to present the data gathered from undertaking market research, analysing it and presenting a comprehensive report that will help managers to comprehend the data easily hence aiding them in the decision making process. 
Research skills are useful in conducting a marketing research and ensuring that the variables chosen for the research are reliable and will provide a true reflection of the market thus the information obtained is accurate and reliable hence designing perfect products suitable for the consumers to satisfy their wants. 
As a student, time management is essential since I will be able to be disciplined and account for my time well hence able to meet deadlines for various tasks. 
Presentation and public speaking skills are important in building my confidence as well as developing and improving my research skills. A good presentation needs to be well researched and should contain facts from reliable sources (Van Emden and Becker, 2016).
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Employability skills are the skills, abilities, qualities and attitudes that employers look for in professional before hiring. They include: Communication skills, Critical thinking, Leadership skills, Problem solving and Digital marketing.
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Acquiring academic and employability skills will help one to improve their performance and productivity since they are aware of what they need to do and hence execute these procedures and processes in the best way possible. Aa a sales manager having this skills will help me to become successful on my personal and professional plan. They will help me to increase my confidence…















[image: ]



Once I clear university studies, I wish to venture into sales and marketing. This career interests me since it entails interacting with consumers in the market, listening to their grievances and helping them solve the challenges they are encountering.
It majorly requires a fast knowledge and skills in communication skills and interpersonal skills. 
It also involves intense research and reporting skills since it involves undertaking market research to understand the type of consumers and their needs hence advising a company on the most appropriate products to offer to its customers with an aim of satisfying their needs. 
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Every person has their own strengths and weaknesses. I believe that my greatest strengths are honest, respectful, adaptability and disciplined. Some of my weaknesses include my perfection. I can say that I am not good in patient. Also sensitive is my greatest weakness. And last but not least is not comfortable taking risk. Sometimes is very difficult for me to get out of my comfort zone but I am trying to work on it and I  see the results which is make me more comfortable and happy.
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A personal development plan is a personal guideline that one uses to keep track of their ambitions and future success in respective professions and careers (Rimmer, 2018).
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