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This report is a reflection on academic and employability skills that are covered in the module. It aims to discuss my reflection on several employability skills that are applicable in my career life. I have chosen three skills for this essay – time management, academic writing and public speaking and presentation. All of these skills are reflected on the basis of Gibb’s Reflective Cycle through six steps – Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan (Gibbs, 1988). To discuss these aspects, this reflective report is structured in three main sections. Firstly, in the “Time Management” section, I have reflected on my issues and development plan on the employability skill of timeliness. Secondly, in the “Academic Writing” section, I have reflected on the skill of academic writing. Finally, in the “Public Speaking and Presentation” section, I have reflected on my presentation skill and action plan regarding it. All the reflection is described in the light of my experience. Then, the reflection is related to my future career plan of being a data analyst.
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During the current COVID-19 lockdown, all my academic activities are conducted at home. It seems easy and convenient to study and do all works at all. But in reality, I have observed that I am missing a lot of tasks and loosed track of timeliness. In many classes, I started attending late. Sometimes I miss some tasks. In spite of staying at home, I am lacking timeliness where I do not have to move physically to my University campus or do a lot of jobs. This scenario has created an inconvenience at first. I wondered why am I being late despite staying at home. I have all the necessary materials in my home. Even I do not have to go to physical shops for getting my staff while I have online shopping facilities. At one point, I have started to feel disgusted and frustrated with myself. I needed to find out the causes of being late in tasks.
Then, I have found that I am not going to my University campus and staying at home. This means I need to do my home tasks including – cleaning, laundry, preparing meals, dusting, etc. When I have been attending my classes physically, all these tasks were handled by my family members and I did not have to think about it much. Thus, I could focus on my academic works. Moreover, I had a daily routine that I have been following from my childhood. During the pandemic, all of the routines have changed drastically. Then I had only focused on my academic tasks and now I have to help my family members with the home tasks. Thus, my focus had been diversified. However, the home tasks have not ruined my focus on study. It is actually new to me to do many things simultaneously daily. Moreover, I have found that I have become lazy thinking that I have huge time at home. I started thinking I can complete all my tasks in time but ended up doing nothing. Additionally, staying at home for this long time have made me stressed and bored (Savage et al., 2020). Thus, I started to pass my time by watching movies and series. Thus, I have loosed my track of productivity, as well as, academic works. In this regard, I have started missing my timeliness in every task.
From the evaluation and analysis, I have found that it is my new daily routine, followed by laziness, that is ruining my time management. From my childhood, I was not this irregular and unpunctual. During the COVID-19 pandemic, I have identified my issue effectively. In this regard, the first thing I have to do is develop a proper routine. As I need to do my home tasks, I shall align those at a specific time. I will allocate my time for study, home tasks, sleep and exercise. My goal will be to complete all my tasks in time. Thus, I will use sticky notes on my study table as a reminder. I will target to achieve my time management skill in 3 months that will help me in my future career (Chattoraj, A.K. and Shabnam, 2015). As my goal is to be a data analyst, I will have to manage my tasks in time. Thus, this skill will help me flourish in my career.
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In my course works, I need to conduct reports and different types of writings. In my university life, I have found that I am facing problems in academic writings. When I try to write something, meanwhile I forget what should I write. Sometimes, I cannot even relate to what is required in my writing. In many cases, I seek help from my friends to complete my task. However, it is frustrating that I cannot help myself properly in writing properly. I have fluency in mathematics, programming languages and similar data analysis. But when I come to write the analysis results and interpret, I forget words, do not find proper words for proper interpretation (LaRusso et al., 2016). Thus, I face huge problems regarding my academic writing.
From close observation, I have found that I have a problem in describing the theoretical aspects. If anybody asks for a summary of something or an analysis of a dataset, I am good at doing so. But when I start writing in detail, I start losing my words. From my childhood, I am good at mathematics and analytics. Then I had always written my academic tasks in brief. I never liked to write things in big size with irrelevant discussions. Thus, detailed writing was not practised from the beginning of my education. After my GSCE (General Certificate of Secondary Education), I became interested in data analysis. I have learned how to use Microsoft Excel and enter the data effectively. Then, I have studied Python from online tutorials on YouTube and Udemy. Thus, I have expertise in summarising data and analysis. However, I did not focus on describing the aspects in detail. The data analysis is interesting and challenging. Therefore, I do this type of task with interest and pleasure. In this regard, I have not focused on writing in detail. In my university life, I have found that I need to write things in detail in different academic tasks. Due to the lack of practice, now I am sort of swimming in the ocean where I cannot find my way of accomplishing my tasks properly. In the group tasks, I can do the analytical part in no time. But when it comes to individual tasks, I face a huge problem. Due to the lack of practice, I cannot take proper notes sometimes in the class lectures. Moreover, I have impatience issues in my daily life. I sometimes lose track of my tasks from the lack of consistency. That’s why I feel comfortable in teamwork, rather than individual tasks. For these issues, I cannot do my academic writings properly.
In the end, the main issue behind my lack of academic writing skills is the lack of practice. Therefore, my action plan will be to practise my writing skill regularly. In my daily routine, I will include 1 hour just to write on a different topic that I am interested in. Moreover, I shall practice paraphrasing and summarising items for critical writing. Additionally, I will practice to collect data from different sources for writing with proper information. In this regard, I shall utilise word processing softwares as I have fluency in operating computer softwares. I will target 8 months to achieve this skill before completing my foundation degree. As my interest is in building the career of a data analyst, the writing skills help in developing the informative report and interpret data properly (Elliott, 2018).
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If any of the skills are stated as my nightmare, that would be presentation skills, let alone public speaking. In my life, I have been avoiding the scope of giving the presentation and get into public speaking in front of multiple audiences. When I was in school, I had attended a cultural function and made mistakes in front of the audience. That incident had left me a scar in my mind from my childhood. Although it is not my fault or nobody insulted me that, I still feel a stigma while I stand before audiences, even if only one or two persons are in front of me. In this regard, my presentation skill is worse. Even, I feel shy to make conversation with strangers. I cannot even properly ask for something for the social stigma (Restler and Luttrell, 2018). Thus, I need to seek help from my friends for any presentation and public communication-related tasks.
I have evaluated such behaviour critically. It is found that my childhood stigma has caused such problems in developing proper presentation and public skills. Another reason is that I am a sort of homesick person who prefers to stay away from public interactions and mass gatherings. Most of the time, I like to stay home and spend time with my personal computer. I did not even play much with friends either. I have always spent my pastime with video games and indoor games. Thus, I have developed many other skills including – technological literacy, analytical ability with critical puzzle games and chess, etc. Moreover, I have developed my interest in programming and data analysis by spending my time with my computer. Through voice conferences and gaming, I have made many friends online, but I have never met them. Such stigma for face-to-face communication has developed my stigma on public presentation. In GSCE, I have avoided all sorts of public speaking functions willingly for this stigma. Thus, in university, I have faced a lot of issues regarding the presentation. As I am fluent in software and programming, I have always done the technical and slide making tasks in my team works. My friends have helped me in my presentation speaking, but still, I am able to adapt to these skill requirements. I have finally realised that I have to get out of all my stigmas and develop proper presentation and public speaking skills.
In this regard, my major plan will be practising. I have realised that I have to break my chain of stigma and start facing my problem myself. I have to do a lot of practice in order to overcome my public speaking stigma (Schneider et al., 2015). I will start with my friends who are supportive and helpful to me. I will speak in front of them initially and try to describe a certain topic of my interest. It will help me overcome my stigma gradually. Then, I will initiate to present in front of big audiences. I will practice for 2 hours daily on my speaking skill. As I am at home for lockdown from the COVID-19 pandemic, I will have enough time for this. If physically not possible, I will present through video conferencing. I will target 6 months to achieve this goal that will help me in my future career. In the job data analyst, I will have to present my analysis results and speak to large audiences (Buser and Yuan, 2020), this employability skill will help me a lot.
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This report is a reflection on three employability skills – time management, academic writing, and public speaking and presentation. From the reflection on time management, it is found that I have laziness issues and an inconsistent daily routine. Thus, I cannot conduct my tasks in time. Thus, I shall develop a routine of my daily tasks and follow it strictly. In the reflection on academic writing, it is found that due to the lack of practice, I have to lack in report writing and writing anything in detail. I have been habituated to writing core points from my childhood. Thus, I will target a minimum of 1 page daily on a certain topic to develop my writing skill, as well as, academic writing skills. I will also practice gathering information from different sources for proper writing practices daily. Finally, in the reflection on public speaking and presentation, it is found that I have been facing stigma in speaking in front of large audiences. Thus, I have been avoiding public speaking in entire life. I will target to practice presentation in front of large audiences and my friends to reduce my stigma. As I am interested to make my career as a data analyst, I will have to present my analysis results to my audiences. Thus, for the sake of my career, I will develop my time management, academic writing, and public speaking and presentation skill.
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