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[bookmark: _Toc100157392]Task 1 
Refer to PPT
[bookmark: _a5jhpz5aw8u9][bookmark: _Toc100157393]Task 2
[bookmark: _g6ax3ee26wav][bookmark: _Toc100157394]Introduction 
In this study, the discussion has been on the personal experiences on the taken course that help to increase the personal experiences and skills based on academic and employability skills. The Gibbs reflective model has been used in order to provide personal experiences and understand the importance of the skills in academic background. In the current situation, it is important to gather new skills and knowledge that help to increase capabilities to contribute in the future to get positive outcomes. Gibbs reflective cycle is a model of reflection that has six stages in order to explore any experience such as description, feelings, evaluation, analysis, conclusion, and action plan (Sekarwinahyuet al., 2019). 
[bookmark: _khj2fnacxtzh][bookmark: _Toc100157395]Topic 1: Academic writing 
Description 
During the second week, we are provided with the identification of the academic writing which is essential to providing educational assignments. An academic essay is considered a formal piece of writing that helps to address any particular procedures and topic through research (Schillings et al., 2018). The element of the topic has been provided to me in order to give the idea of academic writing. 
Feelings
Before the course, I was unable to understand the elements of academic writing and its process. Academic writing consists of an argument in order to develop the topic and provide supporting evidence. I came to know about the process that includes understanding the question and brainstorming the ideas related to the topic. This includes planning the essay and incorporating ideas and information based on the courses. 
Evaluation 
For the evaluation of academic writing, I have used a planning process of writing after identifying the given question and identifying accurate sources in which I can gather information on the topic and provide accurate information on the writing. In this process, the information on the topic is referenced accurately in order to provide evidence for the given statement. 
Analysis 
I have analysed it before taking the course that I used to write without any proper planning of the question which led to wrong information and lack of evidence. Apart from that, I have observed that the planning process makes the writing easier to gather information and make it relevant and informative for the assignment which provides positive outcomes. 
Conclusion 
In the academic writing process, the information on the given topic is important which should provide accurate and relevant data on the relevant sources and the answer should be based on the given questions (Boyle et al., 2019). Suitable sources should be identified in order to obtain a range of information and ideas on the topic that focuses on the planning process and writes the essay after undertaking the topic accurately. 
Action plan 
This course helps me to understand the process of academic writing by avoiding copy of the languages and giving accurate references. I have gained the ability to gather information and submit an accurate and informative assignment that has been needed in the educational system. This process makes me structure the essay into three parts: an introduction, main body and conclusion. In the main body, the subpoints and the main areas are elaborated that help to increase effectiveness to get positive outcomes and high marks that include good knowledge that has been gained from different sources. 
[bookmark: _shokodlnkzx2][bookmark: _Toc100157396]Topic 2: CV writing 
Description 
In the coerce, we are providing the identification of the CV which is an important part for the employers. The full form of a CV is Curriculum Vitae which is also known as a resume (Hossain, 2022). A CV refers to a document that has information about an individual in order to convince employers about the qualification, work experiences, and skills and makes it worthwhile in order to get an offer for better opportunities in the selection process (BREAK, 2020). 
Feelings 
I have come to know about the process of creating a personal brand that includes attributes, knowledge, skills, and experiences. The making of a CV gives me the opportunity to get offers from different organisations by making it more attractive with my skills and personal experiences. I came to know about the headlines that include name, email, contacts, personal statements, and knowledge that helps to understand the importance of a CV. 
Evaluation 
In order to evaluate the process, I have used the knowledge and made my CV that has accurate presentation and formatting that helps to get work opportunities. In addition, I have maintained the things such as no spelling mistakes with two pages long that have italic, bold, and underlined headlines with accurate bullet points that attract employers. 
Analysis 
Before the class, I was unable to make my own Cv which is important for my employment journey and is needed for a lifetime. In my own CV, I have listed my hobbies and interests and additional activities and responsibilities that help to get the work opportunities. My work experiences include accurate job titles and periods of work and key achievements. 
Conclusion 
CV is important to get work opportunities which can increase the attention of the organisation towards the skills and knowledge. I have gathered many experiences which are included in the CV that can increase the attention of employers and provide me with the opportunities to get new offers from organisations. Education and qualifications are added that have the dates and titles of qualifications in which the recent qualifications should come first in the lists. 
Action plan 
The knowledge of formatting and proper presentation of CV helps me to make my Cv mode attractive and it will help me in the future to include my skills and knowledge in the lists. Therefore, I am glad to gather this information that will help me in my professional field and increase my ability to make a more attractive CV for getting more opportunities in the future. 
[bookmark: _mihaw8ywrtld][bookmark: _Toc100157397]Topic 3: Summarising 
Description
Summarising refers to the process of simplifying nat text to identify important information and can make it relevant in the academic information (Shamida et al., 2021). In this course, I came to know about different aspects of summarising in which the reason for summarising, the process of summarising, and when to use it are provided, including accurate examples and answers for proper understanding. 
Feelings 
This helps me to simplify the text that is useful to get important information that supports any writing or information to analyse and evaluate the information by forming any memories and getting a short record of any information. This is an important process that has an accurate and short record and gets the sources of information that can generate useful ideas and provide positive outcomes in education. 
Evaluation 
I have come to know about the time of summarising in which I get the knowledge when there are any requirements to condense any large portion of text and any other form of data that helps to generate an accurate understanding. It is also important to get the main ideas of any text in order to condense and reformulate. It is also included that the students summarise texts and articles when it is important to provide the information of another or previous study information. 
Analysis 
In order to analyse the knowledge about the course, it is identified that I have gathered a lot of experiences that help to summarise the texts and generate new ideas on any topic. It also helps students to determine any important ideas and consolidate any details in order to support the students in remembering and noting. `
Conclusion 
From the course, I have gathered the information about summarising that helps to summarise any information for remembering and noting. This is important in the learning system that supports keeping important notes and information about any relevant topic. 
Action plan
Therefore, this course has provided information about summarising that makes relevant information from any broad text. With the help of the study, I can get more notes and generate new ideas. 
[bookmark: _doeszynqh4ee][bookmark: _Toc100157398]Topic 4: Public speaking and giving presentation 
Description
I was giving the presentation in front of the class which was about the academic employability skills which help to think critically as well as to solve any types of problems in any kind of critical situations (Matthee and Turpin 2019). The strength as well as the weaknesses of the skills has been identified in the project and also the opportunities and the threats in academic employability skills has been discussed in the presentation.
Feelings
It was significantly a good feeling for me and it was my pleasure to get the chance to represent the presentation in front of the students. I feel really happy to give a speech about the presentation in front of the class which was also a good experience for me. During the presentation I learned a lot of information about academic employability skills which can help me in future.
Evaluation 
It was really a good experience for me where I represented myself while giving the presentation in front of the students and it gives me more knowledge about giving the presentation to the class. Sometimes it was a problem for me where I was not able to communicate with the students and not be able to understand some topic which created significant problems for me during the presentation. 
Analysis 
It was the lack of communication skills of mine where I was not be able to communicate properly with the students as well as there was some issues during the presentation. Due to the issues which have been created during the presentation I was unable to understand some topics to the students. Sometimes there was good communication which was held between me as well as students. In some cases I was significantly able to understand the topics to the students which also creates good communication between me and the students.
Conclusion 
With the help of good collaboration with the students I was able to explain the whole topic which was about academic employability skills to the students. But there was some topic which was significantly hard for the students and also mine. I need to do more study to give further presentations among the students in future which will be a pleasure for me. 
Action plan
In future I have to increase my communication skills and also have to increase the lack of communication to represent myself among the students for giving the presentation. With the help of good communication skills I will be able to increase my communication skills in future.
[bookmark: _oeiedvmr83xn][bookmark: _Toc100157399]Conclusion
This study has provided information about the academic and employability skills which is essential for the personal and professional lives of individuals. In this study, four topics have been discussed including Cv writing, public speaking and presentation, and summarising in academic writing. Gibbs reflective cycle has been used to provide information about my learning experiences and the stages of learning. In order to develop managerial skills and knowledge, these things are important that help to develop the capabilities to achieve the goals and objectives of the organisations in the future. Therefore, it is identified that these skills will be helpful in the learning period and in the professional field increasing the efficiency of the organisation. 
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