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[bookmark: _Toc68712774]Task 1: Individual presentation
Introduction 
Individual presentation is about having the opportunity for public speaking and engaging the audiences, ensuring that the messages are having an impact on everybody. This helps in enhancing the skill of communication as well as even increases the confidence level through public speaking. Interesting and creative slides can be constructed for illustrating the talk with a focus on personal SWOT analysis and the tools for time management for human resource manager. Moreover, the presentation will even focus on a personal development plan (PDP) for developing we required skills for a human resource manager. 
SWOT Analysis
	Strengths
	Weaknesses

	· Excellent skills of communication
· Expertise in administration 
· Knowledge about Human Resource Management (HRM) and HRIS (Human Resource Information System)
· Skills of analytics 
· Teamwork expertise
· Excellent organisational skills 
· Expertise in budgeting 
· Conflict management capabilities 
	· Lacking expertise in time management 
· Weak problem-solving & decision-making capabilities 


	Opportunities 
	Threats

	· Human resource (HR) generalist 
· HR manager 
· Training & Development Manager
· Recruitment & placement manager 
· Compensation & benefits manager 
	· Incomplete required human resource manager skills 
· Competition from other HR managers having similar experience and qualifications 
· Uncertainty of the job 


Table 1: SWOT Analysis
Time Management Tools  
Staying organised 
Making is an effective to-do list by using Trello, an online tool that helps in marking deadlines. Trello assists in creating awareness about events that can take place in a week and month as well as in a day (trello.com, 2021). Checking the items off from the list includes bundling various tasks for tackling them by streamlining the process and being on the track, helps in staying organised.  Prioritising task is essential so that a good amount of the time can be spent on crucial items. This can help in saving time without creating any worry about the things which can be handled later. 
Setting schedule and realistic objective 
Agendas and schedules are crucial for time management on a daily basis. It is important for a professional as well as a student to schedule hours into blocks of 15-30minutes. Advanced planning of the day is essential so that various tasks can be outlined and that various aspects of life can be touched. Moreover, setting smaller and realistic objectives is essential as passing through hurdles can be easier which can allow in gaining the momentum for accomplishing bigger objectives (de Palo et al., 2017).
Elimination of distractions 
Distractions can be found everywhere and various applications on the mobile keeps distracting from accomplishing important tasks. Tools such as Freedom help in taking any individual offline so that they cannot be distracted for almost eight long hours (freedom.to, 2021). Further, Stay Focused is another time management tool that allows blocking specific websites for maintaining the focus required for accomplishing important tasks (stayfocused.me, 2021). 
PDP
	Specific 
	Measurable
	Attainable
	Relevant
	Time-bound 

	Problem-solving & decision-making expertise can be gained by taking the online free course focused on various challenges that are designed for building habits of productivity, assisting in effective decision making (coursera.org, 2021). 
It is important to understand that critical thinking capabilities can be developed by making use of logic and reasoning for making decisions and solving problems through scientific methodology. 

	Assessment can be taken for measuring the problem-solving & decision-making capabilities by answering 16 questionnaires online (mindtools.com, 2021). It is important to understand that this can help in understanding the expertise that has been gained through the online course. 

	Problem-solving expertise can be gained by staying focused on the courses and constantly evaluating the progress that has been made by taking the online test. This is important to ensure that progress has been made and any required changes can be adopted. The focus should be maintained at all times as it can help in enhancing the capability of thinking which can help in increasing the engagement towards the course. This can help in reducing the stress level and can assist in gaining the required expertise for problem-solving. 


	It is important for a human resource manager to have the skills of problem-solving and they should be acting like an investigator. Moreover, it is important to understand that getting to the roots of problems is essential so that vital information can be gathered and analysed. The expertise in problem-solving means that an individual has the capability of listening activities as well as can make better decisions in their personal and professional life. It is important to understand that problem-solving capability provides an individual with the ability to research and can even construct teams, fostering creativity and innovation (Khandakar et al., 2018).
	Three months with greater focus is essential for gaining expertise in problem-solving & decision-making


	The time management tools mentioned above can be of great help. Further, an online course can help in providing better assistance in gaining experience by getting involved with various students and understanding their perspectives (reed.co.uk, 2021). This can provide certificates that can be helpful in the professional life, making it easier to get the position of an HR manager. 
	A test can be taken online for assessing the time management capability (psychologytoday.com, 2020). This can help in understanding the expert level that would be gained during the course that will be taken online. It is important to measure the progress so that changes in the attitude and behaviour can be made when required. 

	Attention is important while attending the course so that notes can be taken down which can help in fostering learning and development. This is important for gaining expertise in time management. Further, the various tools that are mentioned above can be downloaded so that practical experiences can be gained in order to have a better understanding of time management. 
	It is important for the human resource manager to have expertise in time management so that various tasks can be completed within a deadline. This can help in ensuring that the output quality can be maintained effectively and efficiently. It is crucial to understand and time management expertise helps in enhancing performance as well as assist in accomplishing desired professional and personal goals (Aeon and Aguinis, 2017).
	Five months with greater attention is essential for gaining expertise in time management



Table 2: Professional Development Plan
Conclusion 
It can be understood that excellent communication skills with administration and knowledge about HRM and HRIS is essential for an HR manager. Further, expertise in analytics and teamwork including excellent organisational and budgeting skill with capabilities of managing conflicts is vital for HR managers. Problem-solving and decision-making capabilities with effective time management plays important role in personal and professional life of HR managers. 



[bookmark: _Toc68712775]Task 2: Report
Introduction 
Reflection is an important part of personal and professional life because it helps in enhancing self-awareness, assisting in looking at one’s thought and emotion as well as actions neutrally (Saric and Steh, 2017).  This helps an individual in looking at oneself with curiosity as well as greater interest by digging deeper and analysing situations and feelings. The report will be focusing on “Academic and Employability Skills” module emphasising the learning that has been done through the use of Gibb’s Cycle of Reflection. Further, the focus will be more on Public speaking as well as presentation and academic writing along with referencing skills and reflection capability that has been learnt during the module. 

Gibb’s Cycle of Reflection 
Gibb’s Cycle of Reflection refers to the structure that has been developed for learning through experiences by evaluating various situations that an individual has undergone including feelings (Ardian et al., 2019). This can include bad and good experiences by making use of analytical skills so that situations can make better sense. Moreover, the reflection can even help in computing things that have already been learned and how can changes be made including an action plan. 
Description 
The “Academic and Employability Skills” module has allowed me to gain expertise in public speaking as well as presentation. I have been able to understand that public speaking has allowed me to gain a high level of confidence. Public speaking has been assisting in influencing others along with that it has helped in developing the skills of leadership (Raja, 2017). This can play important role in getting promoted in the professional world and becoming a leader of an organisation can be possible. It is important to understand that public speaking assists in enhancing the capability of communication. Moreover, the presentation can be constructed that can be powerful which helps in expressing oneself effectively. I have been able to confidently speak in various interviews. Public speaking assists in enhancing comfortability which helps in delivering a presentation as well as speeches to numerous amounts of people (Pratiwi. and Triprihatmini, 2018). I have been able to understand that presentation skills require public speaking and this helps in brainstorming ideas and enhancing my capability of research. It is important to note that I have been able to develop my thinking capability and have been able to become more creative. This is allowed me to increase my confidence level while speaking before numerous audiences and displaying my innovative ideas and creative skills. 
It is crucial to understand that I have been able to develop capabilities and strategies for ensuring that the constructed presentation can be successful. My facial expression, as well as gestures, has been helping me in communicating my emotions and feelings during a presentation. This has allowed me in gaining expertise to be positive and prepared while attending any kind of meetings as well as interviews including conferences.  I have been able to prevent errors and mistakes as I have developed expertise in public speaking as well as presentation which is an important part of professional and personal life. My vocabulary has been becoming better along I have been able to practice intonation and pronunciation which has been allowing me in becoming a better speaker. Furthermore, it is important to note that I have been able to organise myself in a better manner and have even developed the capabilities for making the audiences understand my talks. The skills of public speaking and presentation have been assisting in being engaged with the audiences constantly while presenting the talk (Frisby et al., 2020). This requires a high level of confidence and I think I have been able to develop it which has been assisting me in being a better communicator.
It is worth noting that the “Academic and Employability Skills” module has been assisting me in gaining expertise in academic writing. I have been able to develop expertise in thinking critically which an important part of academic is and this is allowed me in making arguments as well as reaching a solid conclusion. It is important to understand that has allowed me to develop the capability of thinking deeply and understanding various contents in a better manner.  I am having able to demonstrate understanding by communicating through writing. Further, it is worth noting that academic writing allows in establishing arguments as well as even assist in analysing thinking as well as discussions. I have been able to develop the skills of analytics as well as even convey my understanding along with that I been able to focus on various styles and techniques of writing, making me creative. This has allowed me in becoming a great researcher which has been continuously accessing me in completing various assignments. It is important to understand that just thinking does not help and writing becomes essential so that expertise can be gained in demonstrating the thoughts (Huisman et al., 2018). This is an important part of personal and professional life as well as academic and can be applied for completing various assignments as well as taking admission for further education. 
It is important to understand that looking at various previous authors and writers and analysing their work is an important part of academic writing. This helps in enhancing personal understanding of a particular subject and their work can be used by gaining deeper insights into their research.  I have been able to express my understanding of the various journals and books that I have read about previous authors and writers after gaining expertise in academic writing. This has been playing an important role in my academic life and has been given assisting me in making others understand important information.  I have been able to look at research and ideas and think from various perspectives along with that I have even developed the capability of analysing theories from several viewpoints. This allows to gain expertise in objective and critical thinking which has been assisting in looking at various situations objectively, helping in becoming emotionally intelligent (Huisman et al., 2018). 
It is worth noting that the “Academic and Employability Skills” module has been assisting me in gaining expertise in referencing. I have been able to acknowledge various information sources which have been used by me in my assignments. This has included various theories and ideas as well as figures and facts including quotations along with illustrations including diagrams of others. Referencing helps in avoiding plagiarism along with that it even assists in demonstrating that I have familiarity with various professional practices (Beauchemin-Roy et al., 2019). Further, it has been assisting me in determining that I have researched various topics, helping me in supporting my arguments through referencing the academic source. This helps in confirming the things that I convey along which even provides me with the opportunity of giving credits to various author’s work that I quoted. It is important to understand that referencing provides the authority to the readers in finding various journals and articles as well as books including a website that have been read by me.  This is an important part of academic writing, helping me in demonstrating my depth and breadth of my research. Moreover, referencing help in distinguishing the work of others as well as my original ideas as well as opinions. 
The “Academic and Employability Skills” module has allowed me to make use of reflection.  it is crucial to note that reflection has been helping me in increasing my self-awareness. This is an important emotional intelligence component, assisting in having better understandings about others and oneself (Li, 2018).  I have been able to enhance my capability of thinking creatively and this has been encouraging me to actively engaging in my work process. It is worth noting that reflection has allowed me to maintain a journal as well as assisting me in referring to it on a regular basis. This is allowed me to reflect on various practices and numerous situations in my personal and professional as well as academic life.  I have been able to support meaningful discussion along with that I have even been able to concentrate on important matters in my life. This has been playing a crucial role in improving my experience of learning and life, mitigating any kind of conclusions and challenging my thinking. It is important to understand that reflection has been playing a vital role in my journey of self-improvement. This is because I have been able to deeply understand my emotions, as well as values, including my strengths and goals. 
Feelings 
I was going through the feeling after looking at the content of the “Academic and Employability Skills” module. This was because I had the feeling that how can it be possible to retain all the information and practice all the developed skills that will be taught. I developed anxiety and had a discussion with my lecture about various strategies that can help me overcome the fear. It is worth noting that the discussion was helpful and assisted me in getting out of the fear. Note-taking has been helping me in retaining all the information that is taught in the module. I have been able to call myself after understanding the value of note-taking as it has been assisting me in retaining all the valuable information, helping me in enhancing my knowledge. This is an important part of academic as it helps in relieving stress, creating the feeling of being carefree.
Evaluation 
The experience gained from the “Academic and Employability Skills” module had been helpful in making my personal and professional life better. Note-taking has been assisting me in retaining important information that is taught in the class. However, it is worth noting that there is various information that is hard to understand and as I am mostly occupied in note-taking I miss out on them. This has been a really challenging situation for me due to the restriction of time and noting down valuable information to keep up with learning. 
 Analysis 
I have been able to analyse that I only note down the materials which are easily understood by me. This only helps me in having a better understanding of things I might have little knowledge of. However, there are various new information that is being taught and understanding them is difficult for me. I think this is because of the fear I had about retaining all the information taught in the class which resulted in note-taking as the best strategy. Therefore, my increased focus on note-taking about the things that I understand can be damaging for me as I tend to ignore complex information.
 Conclusion 
I have been able to understand that note-taking plays an important role in the class as is it allows me to note down important things that I understand which can be referred to later. However, along with note-taking if I could have focused on questioning my lecturer about the things that I don't understand it could have been effective. This might have helped me make the best use of note-taking. 
 Action Plan 
I think it is important to make use of questioning as it helps in clearing the doubts as well as helps in gaining a better understanding of the subject. This can be really useful in facilitating learning by having active discussions with the lecturer and after understanding it can be better to note them down (Rusdi, 2018). I think this can help me in making the best use of note-taking and the knowledge that is provided in the classroom along with gaining deeper understanding of the module. 
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