                                                                                                                Academic and Employability Skills 






Module Title- Academic and Employability Skills
Assignment Title- ACE Practical Portfolio








Name- Victoria Tricolici
Student Number- 2113305
Module Code- BMSW4001
Lecturer’s Name- Joanna Walsh


Executive Summary 
In this report, a detailed reflection has been provided by me with respect to the learnings that I have got during the entire course. The various stages of the Gibbs Reflective Cycle Model have been used to reflect upon the learnings during the entire course.




Table of Contents
Introduction	4
Reflection	5
Reflection 1-Time Management Learning	6
Reflection 2- Summarising Learning	8
Reflection 3- Academic Writing Learning	9
Reflection 4- Public speaking and giving presentations Learning	10
Conclusion	12
References	13



[bookmark: _Toc88505306]Introduction
In this reflective report, complete reflection has been provided by me with respect to the skills that I have learnt during this course such as time management skills, summarizing skills, academic writing skills and public speaking and presentation giving skills. The Gibbs reflective cycle model has been used to reflect upon these learnings.

[bookmark: _Toc88505307]Reflection 
The Gibbs reflective cycle model is a very renowned model of reflection and it has been used by me to reflect all the learnings that I have undertaken during the entire course. This model has been formulated by a famous American psychologist and sociologist named Graham Gibbs (Alharahsheh and Pius, 2021). The various stages of this model have been used to reflect upon the learnings during the entire course.
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Figure 1- Gibbs Reflective Cycle Model 
Source: (Mandang, 2017) 

[bookmark: _Toc88505308][bookmark: _Hlk78813542]Reflection 1-Time Management Learning
1. Description- During the entire course curriculum, I have come to realise the significance of time management in my academic as well as professional development. I have realised that managing time and utilising it properly to conduct several activities together is very essential and it enhances my productivity. Previously, I used to manage time, but I was not very much acquainted with the several techniques and tools for time management. But after undertaking this course, I have started using several time management tool and techniques such as preparing personal development plan, making routines, setting targets, multitasking etc. Also, complete support of the professors was received by way of their feedbacks and forwards for the purpose of managing time effectively (Cotronei-Baird, 2020). 
2. Feelings- A high level of excitement was there within me while undertaking the entire course as I got to know several things with respect to time management and effective utilisation of time. The knowledge that I have gained in the field of time management has made me able to do multitasking and I have been acquainted with several techniques by way of which I can manage time and maintain a balance between my academic as well as personal life effectively.
3. Evaluation- The undertaking of entire course was very helpful to me as it broadened my horizon of knowledge and helped me to enhance my intellectual capabilities. Through the effective utilisation of various techniques and tools of time management, I have been able to maintain a proper balance between my academic life and personal life without hampering my studies. However, a limitation that I faced during the course was that there could have been more things to cover and due to its short duration, I felt very sad as I wanted to learn more (Dancisinova, et al., 2017). 
4. Analysis- I came to realise several disadvantages and advantages that I possess within me after completing the course. I came to realise that I possess the abilities of time management, however, I do not utilise it much. Thus, there is a need for me to use the various tools of time management in order to use time optimally and to perform several activities together. Moreover, I realised that I need to work on my weaknesses and to focus more on consistent planning and systematic strategy implementation.
5. Conclusion- The entire course benefited me a lot and helped me to increase my knowledge considerably. I also got the opportunity of knowing my drawbacks and I am taking considerable steps to overcome them (Griffiths, et al., 2018). 
6. Action Plan- I have planned to formulate detailed action plans regarding effective management of time which will be implemented by me by way of preparing thorough plans, making routines, using personal development plans, setting of goals and attaining them etc. All these will make me more efficient in time management.

[bookmark: _Toc88505309]Reflection 2- Summarising Learning
[bookmark: _Hlk78815967]1. Description- Throughout the course, I got the opportunity to know about the significance of summarizing skills in academic as well as professional field. I realised this skill to be very essential in order to convert larger concepts into smaller and simpler ideas. From the viewpoint of academics, it has facilitated me to prepare effective notes that are of good quality. As a result, my academic development has taken place. Previously, I was aware of the significance of summarizing, but I did not apply it to summarize the concepts taught in the classes and in the preparation of notes. But after completing this course, I learnt several techniques by which effective summarizing of long concepts can be done and to the point notes can be formulated that help in saving time before the exams and are also very effective for memorizing. The professors have given complete support in order to help me improve my summarizing abilities (Husam and Abraham, 2019). 
2. Feelings- There was huge excitement within me to learn the several techniques in which large concepts can be summarized into smaller points. Also, I was very excited to learn the different techniques of summarizing and apply it in my academic curriculum. As I knew that learning the skill was very essential to foster my academic development, I gave my complete concentration to learn and apply these skills. 
3. Evaluation- The entire course was very vital for me as the professors taught several techniques of summarization and continuous support was given by them to ensure that we could apply the summarization skills in our academics as well. As a result, my confidence level was highly increased as I got to learn this very essential employability skill that would increase my scope of getting good employment in future. Overall, the entire course was very helpful and good quality learning was imparted by the professors (Kornelakis and Petrakaki, 2020). 
4. Analysis- After completing this course, I realised that it is very essential for me to make a complete analysis of myself and to improve my weaknesses in order to become highly competitive. I also came to realise the strong points and weaknesses that I possess within me.
5. Conclusion- The entire course curriculum was very beneficial for me as I developed essential skills that can foster my professional as well as academic development. It helped me to learn the summarising skill by which I can now make well formulated and concise notes and get good grades in my academics.
[bookmark: _Hlk88504968]6. Action Plan- I have decided to construct a detailed action plan for the purpose of applying this skill effectively in my studies. This will help me to save a lot of time to revise my lessons before the exams and I can get good academic grades (Mandang, 2017). 

[bookmark: _Toc88505310]Reflection 3- Academic Writing Learning
[bookmark: _Hlk78817154]1. Description- The entire course was very helpful for me as I got to know about the relevance of academic writing skills. The professors taught us several academic writing skills such as writing of assignments effectively, formulating their structure, giving referencing etc. All these skills have helped me to complete all my assignments in a very effective and systematic manner and it has facilitated me to get better grades in my academics. Several techniques were taught by the professors in order to prepare the assignments in a very comprehensive manner by adopting the various academic writing skills. The structure of reports, essays, case studies etc., were completely explained by the professors to us (Mandang, 2017). 
2. Feelings- There was huge excitement within me to know about the various academic writing skills and to use them in my academic curriculum to get better grades. As a result, my professional enhancement will also take place as I will get good jobs in future due to good performance in my academics. This thought even excited me the most and I completed the entire course with complete devotion and concentration (McElfresh, 2019). 
3. Evaluation- After completing this course, I realised that it was a very effective one and helped me to gain insights regarding effective academic writing and helped me to develop several skills that will immensely benefit in my academic curriculum. The lectures given by the professors were very interesting and I concentrated effectively. All the practical applications of the academic writing skills were shown by the professors and they even gave us assignments so that we could apply these academic writing skills and enhance our learning outcomes. The professors provided us with continuous guidance during the entire course which enhanced my confidence level (Wolff and Booth, 2017). 
4. Analysis- A detailed analysis of my learnings said that there were several strengths and weaknesses associated with this course. The strength was that it helped in making me learn the essential skill of academic writing which will enhance my professional as well as academic development. However, it was of a short duration and I wanted to learn more (Ng, et al., 2021). 
5. Conclusion- Thus, the entire course curriculum was very effective and it helped me to gain insights regarding different ways in which academic writing can be improved and the various academic writing skills can be applied. The several practical demonstrations and assignments given by the professors even made me learn faster and it enhanced my learning process.
6. Action Plan- After undertaking this course, I have prepared a well formulated action plan by way of which I am planning to improve my academic skills further in order to improve my scope of getting good grades in my academics and securing good jobs in future. This plan will be completely followed by me (Osmani, et al., 2019). 

[bookmark: _Toc88505311]Reflection 4- Public speaking and giving presentations Learning
1. Description- The presentation that I have given in the task one has facilitated me on to learn several things on good presentation giving and public speaking. Also, the entire course helped me to work on these skills as a result of which, I could give effective presentation. My fear of talking in front of a large number of audiences was removed and also, I got the opportunity to prepare a very innovative and informative presentation. The entire learning will be very helpful for me to get good job positions in future as regular presentations need to be given incorporate meetings and discussions. Knowing this skill of presentation making and giving will benefit me a lot as I will be able to express my ideas and opinions to my peers, clients an employer in future. As a result, I will be highly considered for reputed job positions. The various feedbacks given during the course played a very essential role for me to enhance my presentation giving skills, communication skills and interacting abilities (Pouratashi and Zamani, 2019).  
2. Feelings- There was huge excitement within me while giving presentation and listening to the lectures given by the professors with respect to effective presentation giving and public speaking. Due to these teachings by the professors, I developed the confidence within me to prepare an effective presentation and to deliver it in front of a large audience and I was immensely motivated after doing that. This helped me to enhance my academic as well as professional development to a large extent.
3. Evaluation- I found the overall course very effective and the task one presentation also facilitated me to learn several things by giving effective presentation. My speaking abilities have improved significantly and I have discovered several abilities within myself.
4. Analysis- Undertaking this course helped me to find out several advantages and disadvantages of my personality. I learnt that I am a very creative person and need to apply my creativity in the things that I do. Also, I found some drawbacks in me with respect to public speaking which I have to improve further (Sarkar, et al., 2020). 
5. Conclusion- After the conduct of this course, I came to know about several techniques that can be adopted while preparing and delivering effective presentations. Also, my fear of speaking in front of a large audience was removed. The entire learning will prove to be very effective in my academic as well as professional development (Sugito, et al., 2017). 
6. Action Plan- The entire course was very vital for me as I came to know about several techniques of effective communication, presentation giving and interacting with a large audience. The continuous guidance given by the professors have boosted my confidence level and have made me to utilise my talents more effectively. I have prepared detailed action plan for applying the skills of presentation creation and presentation giving in order to enhance my future prospects (Tsang, 2020). 

[bookmark: _Toc88505312]Conclusion
Thus, the entire course was very helpful for me to learn several essential learnings such as time management, summarizing skills, academic writing skills and public speaking and presentation giving skills. These skills will be very essential for me to enhance my academic as well as professional development.
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