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[bookmark: _Toc101401300]Executive summary
This is an academic report that has the purpose to analyze the subject previously discussed in class at the Academic and Employability skills module. For this reason, the three topics that were free to chose are Time-management, Organizing studies, Academic Writing. The last subject will be Public Speaking and Giving Presentations as it is compulsory to be included. In order to highlight the learning outcomes from this certain model, there will be used Gibbs Reflective cycle due to the fact that it includes personal thoughts about the described subjects. The academic and Employability skills definition and purposes will be included within the report as it shows the purpose of this module. Benefits acquiring and having the above-mentioned skills will be underpin as well as how they can be implemented in the future in order to bring success as both a student or employee. 

[bookmark: _Toc101401301]Introduction
Academic Skills are those skills a student is willing to acquire during their journey in school and University. Actually, these skills are including multiple habits and behaviors a student should adopt in order to be successful. In shorter terms, we can say that academic skills are bringing success in education but not only in matter of good grades but also, it will define the student’s behavior when it will become an employee. In any level of education, students are required to have or acquire certain skills such as time-management, organizing skills or knowing how to properly express themselves or write reports and essays. (Allison Academy, 2021)
Employability skills are actually related to the skills any employer will require from their employees such as communication skills, listening skills and others that are included in the list of the soft skills. These are required because of the fact that they are transferable so no matter what primarily the employee should be able to listen, to speak and integrate within the workplace group. Further, the employee will require hard skills that are related to the professional area. For example, a sales person will need to have strong negotiating skills in order to be able to convince the clients to buy the company’s products while a teacher should have knowledge in managing and teaching students. Usually, the employers are not including the basic skills are required and compulsory as these kind of employability skills are considered a baseline.  (Needle, 2022)

[bookmark: _Toc101401302]Gibbs Reflective Cycle
In order to have a better reflection process Gibbs Reflective Cycle is a model of reflection learnt in Universities. It is meant to take the best reflections from a certain situation or even in the learning process due to the fact that it is encouraging the individual to ask itself deep questions that are meant to have a positive outcome. (Library Guides, 2022)
The first-stage of Gibbs Reflective Cycle is Description that has the question ‘What happened?’ So the student should be concise and give the detailed summarizing of the reflected situation.It is compulsory in this stage to stay descriptive and not involve personal feelings, so to be objective.  The second phase is about the feelings the student has towards the discussed subject and how their response was while hearing the information or seeing the reflected event. It is important also to mention that in this phase, no opinions should be involved but just describing the feelings at the moment. In the Evaluation phase, the question is ‘What was good or bad about the reflected situation? And for this reason, thinking in perspective helps to figure out what impact the information had towards you. Furthermore, thinking about how others reacted to the information or event is also important so to see if actually it was a good or bad situation overall. The phase of Analysis answers to the questions: ‘What sense can you make of the situation? What was really going on? Were different people’s experiences similar or different?’ And it is all about analyzing the situation for a personal perspective and here is also allowed to bring outside ideas and examples in order to give a better understanding about the discussed subject. The Conclusion phase is all about highlighting the outcomes from the situation such as the learnings and general applicability. It can be described from the personal point of view and also how the situation can make usage of a learning to others. The last Phase in the Gibbs Reflective method is Drawing a personal action plan that is highlighting how the individual can use the gathered information in the future. For example, stating how you will act differently by knowing certain information or improve the personal practice. (Bhasin, 2021)

[bookmark: _Toc101401303]Time management 
[bookmark: _Hlk101401173]Gibbs Reflective Cycle:
In the life of every student there are plenty duties no matter the age they have. For example, there are students that are practicing sports, playing the piano or the guitar, working, volunteering and so on, so they have limited time and here comes the need of the time-management skills. Usually, the students should be able to cope with all their daily basis activities but first of all, managing the time in order to be able to be successful is crucial. (Borucka, 2021)
During the Academic and Employability skills, there were presented time-management tools that are helping students to organize their tasks in matter of being successful but also, setting realistic long term targets that can be acquired just by managing the time effectively. 
According to (WP Amelia, 2019), all successful people acquired excellent time-management skills that helped them to effectively organize their time in order to get their activities and duties done. Because of this, I feel that students should tale benefit of the methods that are making time-management more effective in order to be able to cope with all the responsibilities they have. 
As I am working a full-time job, I am planning to implement the time-management tricks presented by our lecturer in order to be more effective both at work and in schools. Furthermore, I have acquired during this module that a good time-management will allow me to have a balanced life and at the same time, to be aware of my hobbies and spending quality time with my family and friends. (Indeed, 2021)

[bookmark: _Toc101401304]Organizing study
Gibbs Reflective Cycle:
The skill of organization is one of the most important in any individuals life and it is all about knowing how to organize the tasks and the plans in order to get the expected outcome. These skills are also important in the future when the individual should be organizing its tasks. Actually, every employee seeks employers that have already organizing skills due to the fact that they are those who will most likely meet the deadlines and bring value to the company in order to acquire success. (Doyle, 2021)
On the other hand, being a student involves not just attending classes but also studying in order to acquire the final degree. As a University is preparing students to have knowledge in the field of work, the quantum of the studies is higher than in high-school or before that. For this reason, the students should be aware of organizing their studies in order to be able to cover everything the lecturers expect them to know. Moreover, within the campus there are plenty of workshops and events that are meantt to have a learning outcome on different topics and if students want  to acquire new information they can participate. For this reason, the students should keep their studies organized not to miss something compulsory for example.  (Lesco, 2021)
On the other hands, learning about organizing studies had a positive impact on the students as the lecturer has given some ideas of how to keep our studies organized. For example, writing down everything we have to do within the following semester and how many hours per week we should study for every module will help students not to manage better their time and organize their studies.
Personally, as an action plan, I will be making a board in my room to become overwhelmed at the end of the semester. (Konyo, 2021)
As the action plan, I will create a table in Microsoft Word and develop a kind of schedule of what should I do and how many time should I spend weekly ad daily inn-order to accomplish all mu tasks for the University. Moreover, I will prioritize my tasks as well due to the fact that my personal duties will be included in the table too. 

[bookmark: _Toc101401305]Academic Writing
Gibbs Reflective Cycle:
Scholarly materials are required by professors at the end or in the middle of the semester in order the students to prove what learning outcomes they have acquired during the module. As the materials are required by the lecturers they should be written in an academic style which means that students should master academic writing in order to be able to pass their exams. (White, 2021)
As it was discussed within the lectures, the academic writing is way more than the conventional one due to the fact that it should contain relevant information. First of all, the students should be aware of the used sources because they need to be credible and official. For example, the students should access materials from the given library and also books or websites that provide relevant information about the subject they are focusing on.  Secondly, the students should be able to paraphrase and summarize what they have learnt or read in order to avoid plagiarism which is very important in Universities. Moreover, the informations should be cited so, after every paragraph used from a credible source, the student should cite it in the style required by the professor. At the end of the report or essay, the student will be required to add a Reference list and reference the used sources. Mastering the referencing style is compulsory in academic writing as it is representing the credit given to the author from where the student took the information. Using an academic and formal language is also a must. (Kramer, 2021) 
In the future I will make one hundred percent usage of the information regarding the academic skills in order to be able to make academic reports and essays without failing any exam. I will make a table with the Harvard Referencing style that is used within our University also.
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Gibbs Reflective Cycle:
Public speaking is essential in business, education, and government so Speaking in public has numerous advantages for both individuals and businesses. It's essentially a live presentation in front of an audience. (Spencer, 2021)
Public speeches can touch on a wide range of themes such as skills, business, global issues, etc. The purpose of the speech could be to inform, entertain, or influence the audience. To augment the discourse, visual aids in the form of an electronic presentation are frequently used. The listeners will find it more interesting as a result of this. (Saint Leo University, 2021)
An online presentation is not the same as a public spoken presentation. The presentation can be viewed at any time. A public speech is usually restricted to a certain time or location. Slideshows are frequently used in online presentations. Alternatively, they may use pre-recorded recordings of the speaker. (Hanlon, 2019)
Furthermore, as an action plan, in order to master giving presentations and speaking in public, the student should be aware if the body gestures and the audience. For example, while giving presentations or speaking in public and observing they the audience is bored, the speaker should ask entertaining questions that will be able to catch the audiences attention and at the same time to prove that it really believes in what they are presenting or speaking about. 

[bookmark: _Toc101401307]Conclusion
All in all, the skills discussed within the Academic and Employability Skills module are relevant for our entire life not just for a minimum period of time while we are students. It was proven that the academic writing will easily help us in delivering projects in matter of business and know what kind of sources to access as well as the awareness of the formal Language that should be used. Time management and organization are going hand in hand as prioritizing and organizing tasks is a part of the time-management which is crucial for any individual that aims to achieve their personal and professional goals. 
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