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Reflective report
[bookmark: _Toc98294608][bookmark: _Toc100012959]1. Introduction 
   Academic and employability skill development is an important part of one's career. In this report, the learner has explored his/her own experience during the module. In this report, Gibb's reflection model will be applied for evaluating the experience. 
[bookmark: _Toc98294609][bookmark: _Toc100012960]2. Reflection on different academic and employability skills
[bookmark: _Toc98294610][bookmark: _Toc100012961]2.1. Gibb’s Model of Reflection 
   As per the view of Sekarwinahyu et al. (2019), self-reflection is based on the process of assessing the entire study made by the student of his/her own. Both personal and professional development of the individuals can be evaluated effectively while using this reflective cycle. Hence, the key outcomes of the academic and employability skill as well as communication skills have been understood with the proper application of this Gibb’s Model of Reflection.
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Figure 2.1.1: Gibb’s Model of Reflection
(Source: Adeani et al., 2020)
Description: The concept of communication skills was not clear at first to me. The lecturers and my peers help me while understanding the key features of communication skills. Hence, it has been observed by me that though understanding was difficult at the beginning, the issues were overcome gradually.
Feeling: Being a concentrated and obedient learner, I tried to enrich my communication skills while acquiring knowledge on academic and employability skills my communication skills improve within me, I get the potential to make critical problems in my future professional platform. As a result, I have become efficient while using communication skills in my social life as well as in my private life.
Evaluation: In this evaluation phase, I can state that various knowledge and techniques of communication skills have been acquired within me which will help me in providing the best performance in the section of employability. From my daily activities, I can estimate the fact that I have made an average performance throughout the learning period. However, I have felt exhausted while studying without any pause. Therefore, I have made a day off and spent quality time with my family. Besides this, I state that due to insufficient time the development of my communication skill was not accurate. 
Analysis: In the phase of analysis, I can estimate the fact that due to lack of proper training and development, I felt depressed sometimes during my study session. Hence, though I have gained knowledge in the skill of communication, I have not used it in the present competitive business environment which bring a state of mental hesitation within me. 
Conclusion: To conclude, I can depict that the skill of communication will help me in my future professional society of the modern digitalised world on large content. 
Also, I always follow a daily routine that is given below:
	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	7.00 am
	wakeup
	Wakeup
	wakeup
	Wakeup
	wakeup
	wakeup
	wakeup

	8:00 am
	Breakfast
	Breakfast
	Breakfast
	Breakfast
	Breakfast
	Breakfast
	Breakfast

	8.30 am
	Study
	Study
	Study
	Study
	Study
	Study
	Study

	12:30 am
	Break
	Break
	Break
	Break
	Break
	Break
	Break

	1.00pm
	Watching TV
	Video game
	Video game
	Watching TV 
	Movie 
	Movie 
	Watching TV

	2:30 pm
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch

	2:30 pm
	rest
	rest
	rest
	rest
	rest
	rest
	rest

	4:30 pm
	Gym 
	Gym 
	Gym 
	Gym 
	Gym 
	Gym 
	Family time

	6:00pm
	Evening snacks
	Evening snacks
	Evening snacks
	Evening snacks
	Evening snacks
	Evening snacks
	Free time

	6:15 pm
	Study
	Study
	Study
	Study
	Study
	Study
	Outgoing with family

	9:30 pm
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner
	Dinner

	10.00pm
	Family time
	Watching video
	Family time
	Storybook read time
	Family time
	Storybook read time
	Watching TV

	11:30 pm
	Sleep
	Sleep
	Sleep
	Sleep
	Sleep
	Sleep
	Sleep


Table 2.1.2: Time table for daily life
(Created by Author)

[bookmark: _Toc98294611][bookmark: _Toc100012962]2.2. Teamwork
   In the group of 5 fellow which I performance was based to prepare a job ad. Working as a group we work to present a job which was to recruit a Residential Care Home Manager.
Working in a group teamwork is important without a teamwork good communication never happens which is not effective for the group. Therefore, for an effective result for the group needs good teamwork. While working on this assignment, I followed Belbin's team role which applies to the project. There are nine roles in Belbin’s theory that are important for any teamwork. 
If all team members have similar styles or team roles teams can become unbalanced. Belbin suggests that within a particular team the team member should understand the role that one can develop the team’s strengths and as a team member conduct others weaknesses and then only a team completely work with efficiency. According to Rahmani et al. (2021), Belbin recognizes nine team roles and these roles are categorized into three groups: People Oriented, Action-Oriented, and Thought Oriented. Each team role is accomplices with racial behaviour and personal strengths. This model makes sure those essential teams roles are covered and effective behavioural tensions or debilitation among team members are aimed. Due to an over-representation of particular roles research shows that teams with compound roles perform, that better than those that are "unbalanced". 
In this work, I apply for this team role. As a team needs to be balanced so I decided to work with my team efficiently by applying for this team role. In our team, two types of workers were there. One of them is a little weak and the others are strong. But we divided our work into two terms the important work like collecting material was done by the strong people and the reviewing and correction part occurred by the weaker team member. All over the work held with smoothly without any problem. All the team member was well known about the role because it helps to define interspersion’s role and their responsibility for bringing success. Being known the role from previously helps to think about the assignment how to imply it. By this, an effective idea came out from our team members which shows an efficient result. Applying for this team role, we improve our challenges can work on our ideas. In that time, we encourage each other to complete the task within a given time. This teamwork also helps us to analyse the options and provides us with specialized skills which are effective for our work. Working as a team is the strongest feedback received from our colleagues.
   For a best presentation we had to use our knowledge about computer skills. Computer skills describe a person’s personality. Computer skills or IT skills help a lot. With the help of IT or a computer, a person can do any work very quickly. In this competitive world, a person must know computer skills. A person can learn this skill from own-self or sometimes from their workplace. Thus, people slowly turn to the smart world (Whitelaw et al., 2020). This thing also happens to me, I did not know very much about computers, but my group helps me a lot to learn computer skills. Also, they help me to understand the faster world and many computer techniques. By using those techniques, it become much easy for me to work quickly for the project by computer. At first, I do not about how to work in Microsoft Word or write something there, but my group or mentors helps a lot me to work in Microsoft Word. They also teach me how can I bold, colour, change the size, and many more things to a word. I do not know about Microsoft PowerPoint but my teacher teaches me how I can prepare my presentation in Microsoft PowerPoint and how to share my work with my colleagues. With help of these computer skills I could easily or quickly done my work and also my works are better than from my first experience. Computer or IT skills are very helpful. 
   One of the great skills for me is time management skill. In any work, a person must have this skill because this is very important to manage the time. Many factors help me to manage time; these are an organized way, prioritization, goal setting or planning, delegation, stress management (Watanabe et al., 2022). I follow the organized attribute to take responsibility. Thus, I decided on the important work I have to do on time and the rest work I can do later. Priority factor is the key of time management because I always give priority to the important work and then select work and give them a second priority, thus how I can complete my work on time. The most important thing which I do is always set a goal and fixed a time to complete that goal, this factor helps me to manage time easily. When I have a lot of work to do at that time, I always manage my stress and calmly do work thus I can complete my work on time. I follow these factors to manage my time. 
   Problem-solving skill was of us also one of the important skills. According to Khoiriyah and Husamah (2018), problem-solving skill is very important and everyone does not have this skill, but if a person focuses at least a little on listening, patience level, communication, decision making, and analysis; that person can grab the problem-solving skill. When a person follows these things, they have problem-solving skills. When I actively listen to something, I can solve any kind of problem, because when I try to actively listen to something things are locked permanently on my brain thus how I can solve the problem easily. We had a lot of patience level thus we went to the root level of a problem and after that, we solved that problem. Patience level is the most important part of the problem-solving skill. In problem-solving skills another most important factor is communication. When I try to resolve any problem, I must know how to communicate with the problem. With the communication factor, it becomes easy for me to resolve a problem. Also, when I try to solve a problem, I always focus on that problem and analysis the problem to the root level. It helps me to understand the problem and resolve the problem. The last most important thing is decision making, when I try to resolve a problem always, I take a risk also fixed a decision to solve the problem. Decision-making helps me to work straight on a particular problem. With the help of this factor, I can easily solve any problem.



2.3. Personal Development Plan
	Personal target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Communication skill
	Read more and loud
Paraphrase
Practice
	This will help me to finish my project and encourage me to achieve new goals
	I will speak with more confident
	During the curse – at the end the course

	2. Digital skills
	By reading books, watching videos
Practice make progress
	I will learn how to create and editing on digital platform
Being safe and responsible online
	I will know how to use devices and handling information
	Throughout the course

	3. Self-determination
	Having a plan schedule
Pushing my self
	Help me solving problems that act as barriers to achieving my goals
	I will manage day-to-day actions
	During the course

	4. Teamwork
	Communicating and create an action plan
	It will help me to be more efficient, listening and leadership
	I will have a time management by seeing the results
	Throughout the course – at the end the course



Table 2.3.1. Personal Development Plan (PDP)
(Created by Author)

[bookmark: _Toc98294612][bookmark: _Toc100012963]3. Conclusion 
   It has been observed from the above report that the learner has improved multiple skills while working in this module. By studying this module contribute to me to build up and encourage me to became more efficient learner. It is going to help me to sharpen the career growth into future. I understand the one of the most important employability skills is communication and I cannot reach here without the most important academic skill, research.  
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