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INTRODUCTION
[bookmark: _Hlk5463516]In this report I will write about my reflective feedback on my academic and employability skills that I have been learned in Academic and employability skills module. In addition, I will write about my reflection on any skills gaps and how I can improve on this. In this report I will apply the Gibbs reflective cycle by Graham Gibbs and its six steps that I have learned in this module and how this helped me to have a better reflection about what I have learned in academic and employability skills module.

Description
I have been asked to write a reflective report about my journey through academic and employability skills module, term two. I will write about the different types of skills that I need to have as an employee, which helped me to relate better about what I have learned in this module. 

Feelings
In the beginning I was concerned that I need to learn a lot of new academic things, and to spend more time home studying and this panicked me a little, because of the full schedule that I had already. But with time passing and with our teacher great way to make us to learn better and faster, I gained more confidence and starting learning from the classes lessons and the time spending home to learn for this module reduced considerable. With each class our teacher made us to be focused more and I was achieving all that things that I was concerned about. 

Evaluation and Analysis
In academic and employability skills module I have learned about how to write a reflective report. With reflective writing, I gained metacognition about my own writing, a key factor in effective learning, by assessing my own writing through the revision process, put into words my choices, and evaluating my writing processes.
I have learned about Gibbs reflective cycle by Graham Gibbs, an American sociologist and psychologist, which published in 1988 his Reflective Cycle model in his book ‘Learning by Doing‘. Gibbs Reflective Cycle encourages people to think systematically about the experiences they had during a specific situation, event or activity. Using a circle, reflection on those experiences can be structured in phases. This often makes people think about an experience, activity or event in more detail, making them aware of their own actions and better able to adjust and change their behaviour. By looking at both negative and positive impacts of the event, people can learn from it. (Mulder, 2018). 
Gibbs Reflective Cycle model is composed of six stages and I wrote how they helped me in my personal reflection. First step is description where I wrote about what happened on this module, then I wrote about what were my feelings and thoughts before and after what I have learned and how this impacted me. Then I had to evaluate my own skills, which ones I am happy with and which ones I need to improve to be successful at my workplace. Analysis is the most important step of Gibbs Reflective Cycle, where I learned how to give a thought on how this module helped me to improve myself, also I had to consider what troubled me and which ones were my gaps. In conclusion of this report I wrote about how I should acknowledge the things I have learned. The last step is the action plan, where I considered the things that can help me to improve and if I will need some training to help me on this.

According with (Griffiths & Dunham, 2015) , communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two more people. 
In this module I have learned that communication skills it is absolutely one of the most vital competencies to an individual. For me, initially, communication skills were not one of my strengths, because of the language barrier as a beginner in English, but with my ability to listen carefully and focusing, I gained more confidence in this.  However, I am aware that I need to develop more the communication skills and I will keep work on this. This module helped me because I understood that communication skills is very important when handling conflicts, giving presentations, writing emails, reports or letters. 
Communication skills also include the ability to listen carefully. This knowledge helped me at my workplace in order to communicate effectively, as in my case, a restaurant, as a shift manager where is very important to rely on good literature focusing on organizational communication. 
As a shift manager, is fundamental for me to communicate with the personnel throughout their training duration and is fundamental for better perception of problems solving. This helped me educate the staff efficaciously because they and the customers come from different kind cultural backgrounds and possess one of a kind style and preferences. These include maintaining eye contact while listening to their needs, smiling and keeping a positive outlook, communicating non-verbally by being polite, friendly, supportive while catering to their demands, and maintaining a well-groomed appearance (Holmes, 2015). In arrange to progress communication in composed shape and managing with clients and workers viably at the working environment it is exceptionally critical to require into thought clear and brief composing to be caught on by others.
 In arrange to communicate successfully in a working environment as in my case, restaurant, as a shift manager it is vital to depend on great communication and writing centering on organizational communication. The rise of enterprises and managers obligations it is basic to apply theories of communication inside the bunch of workers as well as clients. It is important to have great communication abilities and this decides the success of companies.

In Academic and employability skills module I have learned about interpersonal skills that are also important in every workplace because is crucial to have the ability to work and build teams in a positive, organized and collaborative way.
Also, I have learned that is very important to understand and analyze any weaknesses and work out constructively.
Interpersonal skills helped me at my workplace to motivate the personnel I manage and meet and beat the deadlines through my team.
Interpersonal communication between employees and manager in a restaurant is necessary for keeping the employees and the guests happy and productive (Lee, 2015) .

Personal skills are that skills that I posses and consider my strengths. Therefore, for me, the most characteristic personal skills that represents me are leadership and decision making. I have learned that leadership skills are very important at my workplace and being a manager this skills helps me to have the biggest opportunity to impact my people. Truly understanding leadership and how this drives employee engagement is essential. As a leader, I play an essential role in building a better workplace, by role modelling some basic people skills and following some simple steps, I can create a great environment for employee engagement. Decision making skills is another skill that I posses and this helps me to make important decisions even in under pressure moments. As a manager, making decisions is happening every day at my workplace, so this can impact not just on me , but on the business as well, therefore is crucial to make good decisions. This module also helped me to reflect better before I make a decision. Different types of decisions I need to make not just at my workplace, also in day by day life, that can impact in a positive or negative way. 

In academic and employability skills module, also I have learned how to write a CV a Cover Letter and this understanding will help me to get a better job in the future. I have learned how to describe my skills to be presentable for the employer. This is useful because I will have a good and organized CV and this will help me to obtain easily an interview for my preferred  job. Also, I gained the knowledge the importance of the Cover Letter, because this describes better my reasons for applying to a certain job and in there, the possible employer can find which my skills are.
A good CV is the gateway to the job you are applying for. Landing that job is then the gateway to earning an income, earning an income is a crucial part of functioning in the general community and contributes greatly to our feelings self-worth. We all know the importance of feeling good about ourselves, its why we look in the mirror in the morning and pay attention to how we appear. (Simms, 2013)

CONCLUSION – What could I have improved my assignment?
In academic and employability skills module I have learned about different skills that I must have to obtain a good job, and which are my straights and weaknesses. Also, I have learned about the essential of reflection and to provide an action plan on any skills gaps that I have and how I can improve on this.



Action plan
This helped me to understand that I need to improve on my communication skills. Therefore, I have decided that I will start doing some advanced leadership courses at my workplace, which will help me to develop my communication skills. I also intend to share this knowledge with my colleagues as it helps me to reflect on it and in learn more. Furthermore, I will also start reading books about communication development at the workplace. I will not find difficult to get rid of my limitations when I am aware of what I need to learn. So, I will make plans for the same as well.

Conclusion

This report reflected on the skills that I gained during the journey on this module, and to overcome any fears that stood in my way at the beginning of this term. I reflected on the gaps that I need to cover on my employability skills and to create an action plan.
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