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Introduction
During the learning period of one of my modules – academic and employability skills – I have been able to develop many skills such as my academic and employability. This paper is a reflective paper on what I have learnt and been able to use to initially to allow myself to improve on my qualities further and gain skills that I was not aware of. 
Reflective writing is like a diary entry, where the writer can express their feelings and thoughts into a journal, usually available for others to read. It allows the author to reminisce about a life experience, where they may have gained knowledge or experience from (Oxbridge Essays, 2018).
In the beginning of my module, during week one, we identified different skills that are usually crucial for everyday life, and I had also learnt about personal professional development. The module allowed me to identify different weaknesses and strengths within myself. I have come to know some of my strengths include, time management – where I am able to be organised and efficient with the tasks that I have to do and I am always very punctual, communication skills – this allows me to be confident in my speech when speaking with other people and build strong connections. Some of my weaknesses that I have identified are my public speaking skills – although I am confident with conversating with other people when it comes to public speaking I find myself becoming more reserved when presenting in front of a large group of people, another weakness that I have found is my problem solving skills – when facing conflict or problems I usually am unable to find different solutions to tackle those specific problems, these are some things I have found out myself because of this module. I have also learnt about personal professional development where you create a plan by establishing your purpose, identifying your needs, creating new learning opportunities and an action plan, recording the outcomes and reviewing and evaluating them (CMI, 2019).
In the following week, we had started to learn about time management skills and employability skills. Time management is found to be the process of organising and planning and good time management allows more efficient working to take place however, lack of time management can create stress and a more slower paced working environment (Mindtools, 2019).
The Eisenhower method is a method we had started to learn about within this module. It is a method used to organise tasks and jobs in order to figure out more important priorities. It helps you to filter your distractions and only focus on what it important to you. It is found to be a useful time management tool for getting things done. This simple model allows a shift in your thinking to long-term strategic, planning productivity (Oppong, 2017).
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Fig 1. (Nguyen, 2012)
Using the table above, you can control your tasks and prioritise what needs to be done first.
The critical and immediate quadrant are most likely found to be done immediately e.g. crises, deadlines, problems.
The critical but not immediate quadrant get an end date and are known to be done much more personally e.g. relationships, planning, recreation.
The not critical but immediate quadrant are known to be delegated e.g. interruptions, meetings, activities.
The uncategorised quadrant is usually found to be dropped e.g. time wasters, pleasant activities, trivia.
Gibbs’ reflective cycle
Gibbs’ reflective cycle is one of the most well-known models of reflection leading you through different phases to make logic of an experience.
Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  The cycle allows you to learn and plan from things that either went positively or found to have gone negatively. 
There are six stages found in this cycle:
The first one is description of the experience. Here is where you explain and describe the situation if full detail. The useful questions to consider are how, when, what, why and where.
The second stage is feelings and thoughts of the experience. Here you can include what you were feeling during this experience and what thoughts were going through your head. This allows you to analyse the impact of the situation from a personal perspective.
The third stage is evaluation of the experience, identifying the advantages and disadvantages. This is where you must be extremely honest and truthful in order to find out the positive and negative outcomes of the experiences, allowing yourself to improve on what you could have done better next time or what you may avoid doing in the future. 
The fourth stage is analysis which is used to make sense of the situation. This stage allows you to analyse in all the details of the situation, to make sense of what really happened and give it some meaning. Targeting the different aspects and how you can improve them in your life. 
The fifth stage is conclusion, about what you learned and what you could have done differently. This can be used to try and figure out a plan on what you may do differently if you were to find yourself in the same situation again. Giving yourself reminders of what could happen and what already has happened. 
The final stage is action plan. This is for how you would deal with similar situations in the future, or universal changes you might find suitable. 
I have found this cycle to help me with my everyday situations, it has helped me primarily with my employability side of things. I find myself trying to use this method in order to better understand different tasks that have handed me or that I have carried out and how I could potentially do it different next time.
Conclusion
In conclusion, this module overall has allowed me to express parts of myself that I did not know existed. It has allowed me to strengthen the skills that I had previously obtained and develop new skills that I did not know I could have obtained at all. I have found myself to become a lot more confident due to this. 
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