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[bookmark: _Toc70444555][bookmark: _Toc70444657]1 Introduction
Self-reflection is the way of analyzing personal experience about the training, event or experience. It is just like looking critically in mirror to see the gains and shortcomings (Cheng and Corduneanu, 2015). It can be defined as the mechanism of knowledge development by learning from the experience (Harvey et al., 2010). Some important models are developed which are used in analysis such as Gibbs model of reflection and Kolb learning cycle. Professional development is very important along with academic achievements. Hundreds of thousands of people apply for jobs every year in UK but only limited people are shortlisted for second stage of recruitment. Employers evaluate the candidates not only by credentials but also from the way of presenting application. According to me, verbal communication and public speaking are the most important skills in professional life. . In this module of Academic and employability skills, I have learned about various professional development skills. However, I have discussed the cover letter writing, CV writing, Academic writing and public speaking with Gibbs model of reflection (Gibbs, 1998).
[image: E:\Assignment 2021\April\Kinga Husband\Employability skills\Gibbs-reflective-cycle-Gibbs-1988.png]
Figure A: Gibbs model of reflection (Gibbs, 1988)
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Personal reflection about learning in this module is explained with the following step of Gibbs model of reflection. 
1.1. [bookmark: _Toc70444557][bookmark: _Toc70444659]Description
The module of academic and employability skills is about the various skills that could help in the development of professional career. Before this module, I was randomly completing the formalities of CV, covering letter and academic writing but in many cases, i was not called for interview. In this module, we learnt different ways of academic writing. My learning about Covering letter and CV is improved. I came to know about different format of CV. The academic writing is very important to describe or justify an opinion or situation. In the same way, use of verbs, nouns and sentence structure are important to make sense of writing. In  the same way, the impact increases with the effective speaking skills.
Covering letter is very important document which we normally neglect in preparing application of job or scholarship. The employers receive dozens of applications against one job positions and they don’t have time to call every candidate for interview. Employers evaluate applicants from the covering letter and persons fail to present himself/herself suitable for job position don’t get listed for the second step even with many academic achievements. Covering letter includes the qualification, experience and significant achievement that could show the suitability of candidate for this job position. Using the same covering letter on all job positions, usually get discouraging response from the human resource departments.   
Curriculum Vitae writing is another important step where credentials, job experience, skills and references are highlighted. According to my understanding, format of CV varies in different professions. For example, CV style of the candidate applying for marketing job will be different from the CV of the candidate applying for Human resource manager. This understanding has been improved during this module. Many people consider resume and CV same but they are quite different. Resume is the brief summary of academic and professional achievements but the CV includes the details of academic and professional career where references are mentioned at the end. 
Academic writing has become very important skill in present situation when all busness is moving towards digitalization. The conventional marketing techniques are replaced with digital marketing. The effectiveness of digital marketing depend on its content. Therefore, the academic writing skills are important in professional life. The impact of the message increase with strong speaking skills. It is one the fourth core skills which I consider important for my professional career. In this module, I have learnt different elements of public speaking which could enhance the impact of discussion. My presentation skills are improved and I have basic understanding on some techniques that could enhance impact of my presentation such as eye contact, speaking with confidence, points of discussion etc. 
1.2. [bookmark: _Toc70444558][bookmark: _Toc70444660]Feeling 
Throughout my academic career, I remain engaged in many group tasks, exams, assignments and presentations but I didn’t give improve importance to communication skills. In last one year, I applied for different job positions, I didn’t even receive call letter even for interview. Negative thoughts came into my mind. I consider this neglecting attitude as discriminatory behavior of employer because my academic record was not so bad. Thanks to this module that I understand my the importance of professional development skills and I am looking my weaknesses positively. I always tried to complete the academic task on time but didn’t achieve expected results all the time. However, I always give priority to the material of the work and assignment but didn’t focus on the improvement of technical skills. 
During the Covid-19 and lockdown, many people lost their jobs and leading business organizations are re-aligning their business and staff management strategy. Job market is shrinking gradually. Extension of lockdown is forcing organizations to shift business more towards automation. It is quite clear that hundreds of applicant will apply on every job position.  In this case, it has become important to enhance the skills that could provide the competitive advantage. During this module, I have learnt the importance of many skills such as management, paraphrasing, references, reflection, online learning experience etc but I have seen improvement in my academic writing, covering, letter, CV and public speaking. However, this improvement is just preliminary and I need to enhance these skills upto the level of perfection. After this course, I have noticed that in almost every job, employers demand covering letter. It is clear that instead of screening academic documents, it is more convenient for the employer to evaluate the suitability of candidate from the covering letter.  Similarly, CV can be amended to some extent according to job position because employers are not interested in our achievement. Instead, they want to see the level of required expertise in the profile of candidate. 
In this module, I have realized my weaknesses in verbal and oral communication. I do many grammatical mistakes and my sentence structures are weak. I wrote unnecessary details which are not required in many cases. In the same way, public speaking only make strong impact if done precisely. It need better vocabulary and analytical skills to effectively participate in discussion. I personally feel that progressive academic institutions have also realized the growing importance of core skills which is very positive initiative. 
1.3. [bookmark: _Toc70444559][bookmark: _Toc70444661]Evaluation
The previous description shows the importance of these core skills and my attitude towards their improvement on communication skills. In this module, instead of doing academic work, we learn the skills that help in personal and professional life. It can help to work on the professional capacity building to compete in the challenging world after graduation. 
My perception about the professional development was quite different before this course because I was giving more importance to get the high score in exams. After getting lectures in this course, my critical thinking is improved. Without skill development, my chance of getting dream job will be very low when machines and artificial intelligence are replacing the human work force. Therefore, improvement in competency is the best possible way to grow professionally. 
I have observed improvement in my academic writing and public speaking but at the professional level, more improvement is required. Although, I know about the importance of covering letter and different format of CVs but I feel deficiency in my vocabulary and explaining my skills at professional level. To improve my skills, I am getting more guidance from online resources. It is very convenient for me to spent some time on these skills at the time of my convenience. There are various queries which I want to ask from relevant experts but due to extended lockdown in UK, I feel difficulty in face to face interaction. To improve my public speaking skills, I do practice in front of mirror but satiation can be quite different when I will speak in front of public. During this course, I did many task online which is good for creativity and independent thinking but it can’t cover the deficiency of physical classrooms where we interact with tutor and other colleagues. In my opinion, face to face communication is better than online classrooms. Although I am doing practice myself but after the end of lockdown, I need more practice that can be done by active participation in group discussion and class presentations. 
1.4. [bookmark: _Toc70444560][bookmark: _Toc70444662]Analysis
I have explained my observations about this course in the form of self-reflection. I personally feel that this reflection forced me to think critically on my strengths and weaknesses. In this study, I have seen improvement in some of my core skills such as management, referencing and secondary research from online sources but also found many gaps in verbal and oral communication. During research and reading newspapers, It is clear that competition will increase in employment sector. Various think tanks are predicting that around forty percent of the jobs will be lost within ten years due to advancements in technology and artificial intelligence. However, there are many things which machines can’t do and we need to develop such expertise to prepare ourselves during the academic period. Different forms of communications are the core skills which are essentially required in all kind of jobs. During the academic activities, I always tried to complete the task on time but never focused towards perfection. This module helped me to learn about my gaps. 
During the Covid-19 pandemic, most of the work is done theoretically. Although I understand various theories and techniques but I have not practiced it due to lack of communication. Explaining the personal experience about the activity is also good way of learning in the form of self-reflection. It also helps tutors to get feedback of module after learning from the experience of students about course. In this reflection, all the evaluations and analysis is done honestly because I believe that hiding or changing the facts is unethical for the assigned task. Providing the fair evaluation about the course or activity also help tutors to strengthen the academic system. 
1.5. [bookmark: _Toc70444561][bookmark: _Toc70444663]Conclusion
This reflection shows the detailed analysis of learning experience about module of academic and employability skills. Gibbs model of reflection is used in this study, which consist of description, feeling, evaluation, analysis and conclusion. On the base of this reflection, the action plan is developed to overcome these deficiencies. In this course, I have found some strength in the professional skills such as time management, referencing, online line tools, summarizing etc. There are also areas of improvement in verbal communication and public speaking. I have learnt many technical skills that can be used in the development of strategy for the improvement of professional development plan about the selected core skills of academic writing, cover letter, CV and public speaking (Khemesh, 2019). The public speaking abilities can be improved in the classroom based learning system which is unfortunately not possible under these circumstances. To improve these skills, continuous practice is required (Sicora, 2010). The action plan is developed by using the SMART goal setting technique. 
2. [bookmark: _Toc70444562][bookmark: _Toc70444664]Action Plan
Action plan can be simply defined as the list of different activities which are needed to complete the required objectives in the given time frame. It is not a new concept and various strategies are developed to continue project activities smoothly such as GANTT chart, SMART etc (Ogbeiwi, 2017)(Mubarak, S. A., 2010). Purpose of development of action plan is about the improvement of selected core communication skills. I have selected SMART technique to develop action plan to achieve my objectives

	Specific
	Measure
	Action
	Relevance
	Time


	Improvement in verbal communication, grammatical errors, pronunciation, presentation skills and improvement in sentence structure.


	Use of online exercise tools, daily record keeping, practicing and getting help from social media friends on evaluation of my improvement
	Joining social media forums to get help from the experts. Learning online tools to improve vocabulary, grammer and improvement in presentation skills.
	These objectives are quite relevant to my academic program. Learning these skills will help me in academic as well as in professional career.
	One year
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