Academic and Employability Skills
REPORT
Tracy Cosmos| 2118448
Lecturer: Lizeta Demetriou

Introduction 
The purpose of this report is to reflect on the several employability skills that I have been learning about. Some of those employability skills include Referencing, Report Writing and CV Writing. However, in this specific report, I will be discussing these four skills: Time Management, Academic Writing, Reflecting and, Public Speaking and Giving Presentations. I have chosen these employability skills to deliberate on as I feel that they are key skills needed to succeed in the workforce today, and anybody who uses them can exceed greatly. 
Gibb’s Model 
 Firstly, a model of reflection I will be taking a closer look into will be that of Gibb’s Reflective Cycle. I will be using this model to discuss the four topics mentioned above in this report. 
There are seven stages of reflection. The first stage is the initial experience. This stage is mainly describing the overall encounter. You can think about what your first thoughts were when experiencing the occurrence. 
The next stage is description. Here you can talk about the ongoings of what happened in said encounter. We have not made any judgments or conclusions yet. We are just plainly describing. 
In the third stage we will be discussing our feelings/reactions, and how the experience made us feel. We don’t necessarily have to analyze these feelings just yet.
 By the fourth and fifth stage, we are evaluating the situation, by explaining the good and the bad and making valued judgements. We can then draw up an analysis based on our reactions. In the analysis we can think about the different perspectives of the experience. We can also see if other individuals have had similar or different experiences to us and compare both. 
In the sixth stage we can formulate both a general and specific conclusion on the overall experience. The general conclusion can relate to anyone while the specific conclusion may just partake to you specifically.
 In the seventh and final stage, we can make a Personal Action Plan, which will be our learning point, in case there is anything we feel we could have done better, could have perceived better, or maybe if there is anything we can even avoid altogether. We can look at steps we can take to maybe do things differently if presented in such a situation again. 
Time Management
In this class I believe I learnt a lot. I took home useful information about time management that I can use in the future. The lecture was insightful, and I gained understanding especially when learning the acronym SMART. SMART stands for; Specific, Measurable, Achievable, Realistic and Time – Related.  The acronym provides the clarity and motivation needed to achieve your goals. I learnt a lot with regards to my organizational skills with time management, for example, how a tidy workspace and keeping a diary with an action plan for each day, can be used for effective time management. I felt very obligated to work on myself in the area of time management after the class. I also felt that by working on my organization skills, it could work hand in hand with time management. I understood not everybody else may have had the same experience or might even be excellent at keeping time. I concluded that timekeeping is an essential trait needed by everyone, both in the workplace but also in our personal lives. My Personal Action since then, has been to keep a diary with a plan of action for each day, as I feel it is much more easy-going and very stress-free! 
Academic Writing 
I personally enjoyed this class as it was a topic I have previously studied. I found the breakdown and construction of sentences very interesting to learn about. Learning how to write academic essays was particularly fascinating as I have always enjoyed writing since I was a teenager in secondary school. It was quite eye opening to see how I could improve my writing and forming of sentences; from knowing when a sentence is becoming too long, to knowing how to keep a sentence short but full of information. Forming paragraphs and knowing how to structure them was all a part of the information I now have stored at the back of my head for future essays and/or emails, etc. I feel like I gained a lot of valuable information and that learning all these new things gives me room to put them into practice and grow stronger in my writing. I believe that everyone could benefit from learning about academic writing as it is a tool used widely in the workplace, especially when forming emails, letters, etc. I have concluded that like timekeeping, academic writing is key, particularly if you want to be in the workforce. My Personal Action Plan is to keep practicing my writing as it may take me somewhere one day, and even if not, I can use my own skills to help others.  
Reflecting
 The lecture on the topic of reflecting was quite compelling, as reflection isn’t something that is usually spoken about. It was an engaging lecture and it made me self-aware of the fact that I do not self-reflect. There are various reflective frameworks, but the most common are Gibb’s Reflective Cycle (1988), Kolb’s Experimental Learning Cycle (1984), and Driscoll’s Model (1994, 2000). “Without reflecting on this experience, it may quickly be forgotten” (Gibbs, 1988). Learning how to analyze different experiences and to look back and think carefully about what it meant to me was particularly interesting. It made me feel like I had so much to learn from, with all the different occurrences that we go through each day. It was a helpful learning experience, and it was useful to me as reflective writing – particularly in my diary – is something I do quite often. Reflective writing can be used by anyone and can be quite helpful in the work environment. From explosive blow ups to tantrum throwing in the office, or even calm, quiet and easy-going days, they are all experiences that we go through that can be reflected upon. We can evaluate how to escalate or de-escalate certain situations and learn from them for future happenings. I have concluded that reflecting is important for an individual to grow within themselves and in order to also portray that growth outside, in the workplace. 
Public Speaking and Giving Presentations 
There was a lot to unpack in the class of public speaking and giving presentations. Being someone who is quite outgoing and sometimes talkative, this class was my favorite. The lecturer was a great example of presentation giving as she was reading and explaining the slides to us. Usually, I am confident when I comes to public speaking and presentation giving, but this lecture informed me of many ways I could improve how I deliver my speeches and presentations. For example, I used to not take into consideration that my audience may not understand what I may be saying with the pace I was speaking at. I learnt that I need to have a natural rate of speech and to speak distinctly and clearly. Another example would be that I used to not be able to keep eye contact with the audience that I’m delivering my presentation to, and I would focus on the slides too much. I learnt that eye contact is key to engaging with the audience, to be able to grasp their attention, and that by reading too much information from the slides can come across as quite boring. 
Watching my lecturer effortlessly tick every box required in giving the perfect presentation as she was teaching was quite enjoyable and a major learning point for me. I felt like if I was to follow the information given to us in the slides and put them into practice, I too could also deliver presentations effortlessly. I also felt that in a world where technology has come so far, by allowing the making presentations easier;  it helps us to able to deliver them effectively and efficiently. 
Public Speaking separately has never been an issue for me, but I was able to grasp a lot from the class on how to better my delivery. Like I said before, maintaining eye contact and a natural rate of speech were the two major things for me. There was nothing particularly bad about the lecture, however I believe the only thing to really consider is the fact that not everyone is like me; in the sense that not everybody can be brave enough to speak in front of an audience. Some people suffer from anxiety which can be a limitation to them doing greater things for themselves. 
In a general sense, giving presentations and public speaking is vital in the workforce as it is required somehow, some way in almost every job you can encounter. I think that with the right information and the right support, it gets easier, and people can succeed. In a more personal sense, the lecture and the knowledge I gained I know for a fact will help me greatly in my career path presently and in the future.  
Conclusion
In conclusion this report has touched on several employability skills that can be used both in an individual’s personal life and in their work life. I looked at Gibb’s model and how the seven stages of the cycle can be used in reflective writing. I also investigated how the SMART scheme can be used when it comes to time management. It showed me details on how I can plan my life better with efficient timekeeping. On the topic of academic writing, I discussed how learning how to form proper, constructed and concise sentences and paragraphs can essentially make or break how employers and managers can view you, as those are the settings in which you will use those skills the most. Writing emails, letters etc. are major parts of working in any industry. In reflection I once again looked at Gibb’s model and how we can use it to reflect on any situation we go through in our lives. I mentioned the common frameworks used for reflecting methods also. When it came to public speaking and giving presentations, I further investigated how it is widely used in the modern world where technology has been greatly advanced.  I spoke on how not everyone is as bold and courageous to speak in public, or to a small audience, but with the right help and mechanisms, it can be done 
My Personal Action Plan is to put all I have spoken about into practice, as I believe it can help me greatly in both my personal life and my work life – especially in the career path I choose to follow in the near future. By implementing these employability skills, I think I can have a great impact on those around me, and even if I wasn’t to use these skills for myself, having learnt them, I believe I could definitely be of substantial help to someone else. 
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