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INTRODUCTION
To work effectively in the corporate world one need to have some employability skills that are essential for achieving success. This reflective report shows the academic and employability skills that I learned in the module. The skills that I learned in the module will help in my future development and growth. This reflective report focuses on Gibb's reflective model for presenting my learning and experience in the module. This report also focuses on some employability skills that I learned and my experience of learning employability skills (Scott et al., 2019). 

[bookmark: _Toc58247394]

GIBBS REFLECTIVE MODEL 
This is the effective model of reflection through which I can better reflect on my learning and experience. This model is effective as it gives emphasis on examining my experience and allows me to learn and plan from the things that didn't go well and went well. 
[image: ]
Figure: 1 Gibbs model
Source: (Markkanen et al., 2020)
Description: at the starting of the module I was a little nervous as everything was new for me and I was unaware of the teaching style of the teacher. At the starting of the module, I faced some problems due to a lack of proper understanding of the teacher, classmates, and most importantly the topics that I covered in the module. In starting I was aware of CV and report writing but do not have a proper understanding of how to write effectively. The topic of time management and analytical thinking was new to me. For me, it was difficult to deal with such a new situation but after sometime when I started talking with my classmates and teacher I developed a healthy environment around myself that helped me in learning effectively (Rumson, 2018). 
Feelings: before I started communicating with my classmates I was quite nervous and unhappy and thought that how I will going to learn new skills and manage the new situation. When I realized that to become comfortable in class I need to communicate effectively with my teachers and classmates. After that, I started communicating with them which helped me in learning effectively as when I faced any problem I consulted with the teachers and shared with my classmates to improve my learning. With the help of teachers and class friends I worked on CV and report writing skills. I was feeling very good when I played games and performed a role-play to improve analytical thinking. I improved my time management by planning and scheduling all my work. Overall I was feeling good throughout the module as it helped me in improving my employability and academic skills (Rumson, 2018). 
Evaluation: the thing that worked well and good was the fact that I improved my skills in the module. Moreover, with the help of teachers, seniors, and classmates I felt motivated and worked on my weak areas and their support contributed positively in improving my skills and capability. With the help of lecture notes and class activities, I improved my writing skills and developed an effective to do list to manage my time properly. The things that didn't work as I did not practice well for effective report writing. I did not work effectively on my academic writing to improve my writing skills (Markkanen et al., 2020).  
Analysis: the situation throughout the module was effective as everything went well. The reason that I improved my skills is the concentration on every activity and the support of the teacher and friends. When I started communicating with other classmates, we together worked on our learning and improved skills such as for improving analytical skills me and my friends together worked on various case studies that helped in improving my thinking ability. I enjoyed performing class activities for improving my time management skills. For improving writing skills me and my friends used to read each other writing practice and took the help of the teacher for improvement. I think that this way of practicing helped me in enhancing my skills throughout the module. 
Conclusion: I learned that whenever I enter in a new situation I need to make myself comfortable by effectively communicating with others. I learned that the support and cooperation of teachers, as well as other classmates, helped in improving skills as a teacher provide guidance and healthy competition between classmates help in enhancing writing skills, time management, and analytical thinking skills. Moreover, I will continue to have people who have effective skills and self-motivation so that I can also motivate myself to perform better (Rumson, 2018). 
Action plan:  In the future learning module I will practice more to make improvements in my skills. I will communicate with classmates, seniors, and teachers effectively so that I can take their help and support whenever needed. After this module, I potentially work as an ice breaker to create an effective presence in class and working together with others to perform different class activities related to analytical thinking, time management, and writing skills. I will also take proper help of online classes and books for learning the new topic on my own so that I can achieve future growth (Markkanen et al., 2020). 
This reflective model of Gibb's helped me in improving my skills by attending personal reflection as with the help of this model I come to know about myself. This also helped me in improving my ability to deal with a similar situation and improving my learning in which I am lacking behind. 
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The module helped me in improving my skill of managing time effectively. I learned how to manage time effectively by analyzing which activities take how much time to get done. In the class, I learned about the Eisenhower method for effective time management through which I learned to schedule my activities and working as per the importance and urgency. This method of time management was completely new for me and my reaction towards this method was as I learned to manage the activities effectively on time to reduce the negative impact if not performed on time. I apply this method for planning my schedule which helped me in managing my time for class, family, study, sleep, commenting, and eating.  Preparation of a to-do list that I learned in class helped in managing my time effectively as per the time required to perform a particular activity (Mindtools, 2019). 
By using the Eisenhower method and to-do list I learned to make effective use of my time. The method and activity of time management were found useful for me as I was able to get proper time for myself and my studies. I faced some difficulty in starting of using the to-do list and the Eisenhower method because I find difficult to work as per the schedule but when I reviewed the use of the time I make improvement in plan and added proper time to spend on each activity by listing activities on a priority basis. For bringing improvement in time management I created a time log to fit my activities with other responsibilities and also compared my plan with my classmates to make an improvement (Sainz et al., 2019). I had a great experience in managing my time and the class activities and method created a positive impact on time management skills as I was able to perform all my task on time without any delays. This skill will help in my future development as I can manage my work effectively to achieve success (Sainz et al., 2019). 
[bookmark: _Toc58247396]ANALYTICAL THINKING 
In the module, I learned analytical thinking skills that helped me in analyzing the information and situation well for making effective decisions. For improving my analytical thinking I worked on various case studies in class and played the game like chess crosswords and Sudoku as these brain games helped me in enhancing my thinking ability.  In the class lecture notes are provided by the teacher helped me in improving my skill. Along with this I volunteer new assignments for improving my thinking ability especially those involved case study and required analytical skills to complete the assignment (Nuroso et al., 2018). My reaction towards the analytical skill was positive as I am little aware of this skill but unable to improve it. The use of analytical skills was difficult for me as I was unable to make proper use of information and analyze it to make effective use for decision making.  This skill was not completely new for me as I am aware of these skills which are generally used for making effective decisions. I worked on this skill by performing various activities such as role-play, solving case studies, and playing brain games which helped me in improving my ability to deal with the situation along with this I also joined a book club to enhance my skill. By working on various activities and tasks I was able to improve my analytical thinking by breaking the comprehensive data and complex information into smaller parts. I had a good experience of learning analytical thinking skills which I will use for my future development as by making use of this skill I can make a better decision by resolving problems at my workplace (Terrell, 2019). 
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In the module, I learned effective CV writing as this session helped me in enhancing my ability to design an effective CV. In class, I learned to create my personal brand by presenting my knowledge, attributes, skills, and other things effectively in my CV. This topic of learning module was not new for me as I know that an effective CV is required at the time of interview and information of CV help in presenting the first best impression on the employer. This session was most useful for me as through this I learned to write an effective CV which will help me in my professional growth (Suleman, 2016). The teacher provided guidance and notes for CV design that I applied in my practice to present my education, career objectives, skills, and attributes effectively to design my CV. I faced difficulty in CV writing as it was not easy to mention all information effectively in limited words but with the help of the guidance of the teacher and continuous practice I learned to design an effective CV. I learned to design each section of CV effectively which will help in creating a better impression in front of the employer in the future. This CV writing also improved my presentation skill to present my information in a precise manner (McGuire and OBroin, 2019). 
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In the module, I also learned report writing in a well structure. In the class, I learned how to structure the report and present it in sections and subsections. I class I learned that for writing an effective report I need to follow the instruction and needs to plan the structure for effective writing. Report writing was new for me as I did not effective report writing and that is why I faced difficulty in writing an effective report (Indriyanti and Prasetyo, 2018). As I was unable to make a proper structure for the report but after some time with the help of the teacher's guidance I learned to prepare the proper structure of the report for effective writing. This report writing was useful for me as I learned to present the ideas and information in an effective manner to pursue the reader. I learn to divide the report into logical sections to maintain the flow of the report. I used this skill in my own writing when the teacher gives us the class task to prepare a report and by making use of lecture notes and guidance provided by a teacher I learned to write a report effectively. This skill will help me in my professional growth as by making use of this at my workplace I can write a report to convey the information effectively so that others can understand easily and make effective use of information for achieving goals at the workplace (Indriyanti and Prasetyo, 2018). 

[bookmark: _Toc58247399]

CONCLUSION 
This reflective report provided an understating of experience and learning of academic skills and employability skills in the module. Self-reflection with the help of Gibb's reflective model is presented. Time management skill is presented that I learned in the module to manage my time effectively. Analytical thinking skills that I learned and improved by working on different activities are presented.  Report writing and CV writing skills are presented which shows my ability of effective writing. From the above discussion, it can be concluded that the right academic and employability skills need in every individual to achieve growth, and one needs to make continuous improvement in skills by working in different areas for enhancing learning and growth. 
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