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INTRODUCTION
During my first university term, the employability skills course required me to learn the essential 'Academic and Digital Skills.' This essay reflects on my experiences from developing three modules that contributed to my skill development during my first term in university: 'Building Your Toolkit,' 'Critical Thinking,' and 'Harvard Referencing and Citing.' To structure this reflection, I will use Gibbs' Reflective Cycle. This model provides an approach for learning from experiences by extracting essential lessons.  The cycle provides a structure of description, feelings, evaluation, analysis, and conclusion, which will allow me to overview and examine my educational development. To sustain the improvement, I will use the SMART action plan at the end of this essay.

Gibbs’ Reflective Cycle Stages

Description
During my first term, attending the Digital skills module, I learned lots of essential skills. The "Building Your Toolkit" module provides a basic introduction to essential study skills and time management strategies. It offered a method for managing the challenges of timekeeping and task prioritizing, which can help me with studying, or it can also be adapted to help me manage a career or personal life. I have studied the Eisenhower Matrix, a tool that helps to prioritize tasks based on urgency and importance.  I have also learned about the Pomodoro Technique, which provides a strategy to maintain concentration and productivity during job tasks or study, by adapting time management through its organised work-break cycles. In this module, I have also explored the guiding learning theories such as Kolb's Learning Cycle, which prioritizes learning through experience, and VARK learning styles, which highlight the range of individual learning preferences. Learning these insights allowed me to better understand my own learning processes and accordingly, customize my study routines based on that. Accessing university resources was a fundamental part of the process, It was provided by guidance on locating module handbooks, assignment briefs, and other important materials.

The "Critical Thinking" module challenged me to improve my analytical and evaluative skills. We investigated different challenges of bias, both conscious and unconscious, and developed the ability to identify and reduce its influence on our thinking. This module highlighted the importance of analysing assumptions, evaluating evidence, and constructing logical arguments. Essential in developing my ability to engage with complex academic material
The "Harvard Referencing and Citing" module provided practical instruction within detailed, academic referencing practices. We completed online units on Moodle, which offered hands-on experience in applying the Harvard system referencing. This included learning the correct format for in-text citations and reference list entries, as well as understanding the principles of attribution and plagiarism prevention. This module was essential for ensuring academic integrity and developing the ability to properly acknowledge sources.

Feelings
The "Building Your Toolkit" module primarily contributed to a sense of reassurance and preparedness. Learning about effective time management techniques and study strategies allowed me to feel more in control of essay deadlines and other assignments. It has made me feel like it is something essential, a tool that can be used in personal life and it will also help me with study and my career development. However, the fast-paced, rapid-fire of information presented in the module was overwhelming. I felt pressure to immediately implement all the strategies and techniques, which caused significant stress.
The "Critical Thinking" module was mentally challenging and interesting. Exploring concepts like bias and engaging in critical analysis was challenging but eventually satisfying. I found myself intellectually curious as I explored the complex ideas. However, the argumentative essay on AI in academia created a mix of interest and nervousness. I was curious about the topic but concerned about my ability to express a logical and convincing argument.
The "Harvard Referencing and Citing" module was initially perceived to be difficult and precise. The precise nature of referencing felt challenging, and I was concerned about making errors. However, as I practiced the techniques and completed the online exercises and the first assignment, I felt more confident in my ability to apply the system correctly. I also experienced a sense of relief knowing that I could look back in the referencing handbook to reassure myself that I was referencing correctly.

Evaluation
The "Building Your Toolkit" module was very effective in providing me with practical tools for academic improvement. The time management techniques, particularly the Eisenhower Matrix and the Pomodoro Technique, have significantly improved my organization and productivity. I have been able to manage my workload more effectively and reduce procrastination.

The "Critical Thinking" module was invaluable in developing my analytical and evaluative skills. The argumentative essay on AI in academia also had a positive impact on my analytical and evaluative skills improvement, although challenging, was an exercise in critical thinking and argumentation. I was able to apply the concepts learned in the module to a real-world academic task, like this reflective essay.
The "Harvard Referencing and Citing" module was essential for ensuring academic integrity and developing proper citation practices. The online units and practical exercises were effective in teaching the complexities of the Harvard system. I now feel confident in my ability to properly cite and reference different sources.

Analysis
The "Building Your Toolkit" module highlighted the importance of proactive study skills and time management. As Cottrell (2019) points out, effective study skills are essential for academic success. The Eisenhower Matrix and Pomodoro Technique have allowed me to manage my time more effectively, reduce stress, and improve my overall academic performance, career, and personal life. As (Cirillo, 2018) says, the Eisenhower Matrix and the Pomodoro Technique offer valuable tools for increasing efficiency. Through the application of strategic task prioritization with focused work intervals, individuals can better manage their time and achieve their goals more effectively. These techniques, when applied regularly, generate a sense of control and accomplishment, contributing to increased productivity and lower stress levels. However, these techniques might not work for everyone or not in every situation for example: When I write an essay, I find it easier to do it in a long period of time, rather than doing short breaks and losing my focus. However, these techniques work well with other tasks.
According to (Othman and Amiruddin, 2010). A successful learning strategy stimulates student engagement by capturing their interest and focusing their attention on the content. Student interest naturally motivates and significantly influences how effectively they learn. By understanding my VARK learning style I have started to adapt my study habits to prioritize visual methods and kinesthetics practice when applicable.
The "Critical Thinking" module pointed out the importance of analytical and evaluative skills in academic work. As Cottrel. (2023) discusses, that critical thinking involves effective analysis, argument, and reflection. The AI essay assignment highlighted the need to apply these skills to complex academic discussions and evaluate different perspectives. As Godfrey (2018) states, using reading effectively in essays is essential, and this module allowed me to practice this. However as (Halpern and Dunn, 2021) say, critical thinking can also be applied to real word-problem solving. critical thinking is an essential aspect of intelligence, particularly in the situation of solving complex, real-world problems, and it is a skill that can be developed. The authors argue that while IQ tests measure certain cognitive abilities, they don't adequately assess the skills needed to navigate real-world problems. High IQ does not necessarily prevent individuals from cognitive biases or flawed reasoning. critical thinking is the more relevant model of intelligence for addressing real-world challenges.

The "Harvard Referencing and Citing" module highlighted the ethical responsibilities of scholars. Correct referencing is essential for avoiding plagiarism and maintaining academic integrity. As the (Pears and Shields 2022) guide points out, accurate referencing is essential for academic credibility, as it demonstrates honesty and respect for the work of others. Researchers and students contribute to the integrity of academic discussions, allowing readers to trace the origins of ideas and evaluate the validity of claims. Consistent and accurate referencing not only avoids plagiarism but also strengthens the overall quality of academic work. By understanding the importance of proper citation, I have developed a more reinforced, profound academic responsibility. As McMillan (2021) states, your study skills are your guide to university success, and referencing is a key aspect of that.

Conclusion
These three modules have significantly contributed to my academic and digital skill development. I have enhanced my time management which has positively impacted my study and personal life. My critical thinking has also significantly improved, and I have learned how to apply that skill to studying and the real world. The referencing module was initially perceived to be difficult and precise. However, I have developed in that area, and I am much more confident in adapting my referencing skills to assessments. According to (Ezezika and Johnston, 2022) reflective writing enhances student engagement, critical thinking, and understanding of material. They provide a model for integrating this type of assignment into similar courses to improve student learning outcomes. Reflecting on these experiences through Gibbs' Cycle has provided valuable insights into my learning journey and areas for continued improvement. The ability to manage time effectively, think critically, and properly cite sources are essential skills for academic success.





SMART Action Plan 
Specific:
Regularly use the Eisenhower Matrix and Pomodoro Technique to improve my time management in my study and personal life. Improve critical analysis and argumentation skills in evaluating evidence and constructing logical arguments. Ensure consistent and accurate Harvard referencing and citation in all academic work 
Measurable:
Use a digital planner to track time allocation for tasks and study sessions, monitoring adherence to the Pomodoro Technique. Practice critical analysis by evaluating academic articles or situations from personal life, identifying biases, and create counterarguments. Utilize referencing handbook and check citations against the Harvard style guide.
Achievable:
Dedicate time each week for planning and organizing study tasks using the Eisenhower Matrix, and implement the Pomodoro Technique during study sessions. Engage in regular critical analysis exercises, and participate in academic discussions. Implement consistent referencing practices in all assignments, using referencing handbook and double-checking citations before submission.
Relevant:
Effective time management is essential for academic success, reducing stress, and preparing for future professional roles. Strong critical thinking skills are essential for academic research, problem-solving, and making informed decisions in various contexts. Accurate referencing is fundamental for academic integrity, credibility, and avoiding plagiarism.
Time-bound:
Implement the digital planner and time management strategies within the first week of the next term. Practice critical analysis exercises weekly. Ensure all assignments are referenced accurately before submission.
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