[bookmark: _i1tmnllue11c]Academic and Employability Skills


  




Student Name: Dumitru Boscanean
Student ID:2019593
Module Code: BMSW4001
Lecturer’s name: Timothy Hopkins
















Contents
Introduction	3
Gibbs’ Reflective Model	3
Time management	4
Organising Study	5
Academic Writing	7
Public speaking and giving presentation:	9
Conclusion	11
References	12





















[bookmark: _Toc124019503]Introduction 
Academic skills and Employment skills are necessary for an individual because in real life they are strongly linked with various other types of skills and capabilities they need in numerous aspects of their life. After the graduation is over, some of the skills like management, organisation and quality writing will help in enhancing peoples' day to day life a lot easier and more effectively. In order to grow one's employment skills, an individual needs to have clear ideas about their capability and in what areas they need to invest more time and energy on. Some of the skills like Problem solving, communication and technology use play a major role for the people in order to stand out from the group and to provide quality work and presentation.
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Figure No.1: Gibbs’ Reflective Model
(Source: Bozbayindir, 2019)
Gibbs Reflective model is one of the effective technique and work through an experience. This can be an individual experiences or which needed to be face individually for e.g. organizing a meeting or a group presentation with a team where the person need to collaborate with. It is one of the most popular and widely used cyclical model of reflection directing an individual through six stages such as Description, feelings, evaluation, analysis, conclusion and action plan. 
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Time Management is the process of maintaining, organizing and planning of different activities. 
Gibbs’ Reflective Cycle of Time Management 
Description: Being a student from one of the most famous and popular institutes, University of Whales, United Kingdom from the BA Honors Background, our lecturers often provide us group assignments and projects which we need to complete and submit within the limited time and date provided by our lecturers. For an assessed written group assignment and project, my group and I made a plan to split into two different sections between us, in order to make the procedure in order to make the task easy to handle (Bozbayindir, 2019). We expected that we could complete our work before the due date as the topic provided by our professor was understandable and easily accessible. But the situation has completely flipped, because of our lack of knowledge and understanding of Time Management. 
Feelings: As the deadline of our assignment submission was coming near, we came to realise that a lot of work is still unclear and in pending. I was fully satisfied with my group and the work and effort they were putting in the assignment, but the real problem started when a lot of work was still pending as we were unaware of the situation and lack of time management understanding. But me and my team did not lose our hope and motivation and were sure that we would complete our work within the given time. But finally, the result was quite satisfactory; all credit goes to my team who has worked very hard in order to complete our assignment including me for investing my time and dedication on my work (Adams and Blair, 2019). Looking back, I am feeling truly proud and satisfied that we didn't lose our focus and decided to put in the work. 
Evaluation: the thing that went well and quite beneficial was the fact that each group has managed to provide quality work before the valid date and time offered by our professor. Because of the amazing collaboration with the hard workers and talented groups we managed to submit the quality work but what didn't work in our favor was that the time plan of the group tremendously failed. 
Analysis: I think the reason that our projects went well is because each individual has their own part to complete for the assignment, as we have divided our work based on each capability and the time schedule which they are most comfortable in. the time has come when everything we had planned didn't go well, it is all because of our self excuses and unable to follow the schedule in a professional way (Wang, 2019). With our experience I have understood the power of time and one's capability and strength. In my opinion, being aware of every situation and its outcome along with awareness of group thinking in the upcoming future will be very favorable in group work.
Conclusion: I learned that when we are provided with the Assignment or any group work, we need to not only focus on the work they have provided but also the timetable which needs to be made in order to complete the task. Making a tight schedule helps a lot to present our work more professionally. If we have enough time to handle the situation, the quality of our work will also improve (Adeani et al., 2020). Instead of doing work in a last hour it's better to give quality time and effort in our work so that the result will be beneficial for us.
Action Plan 
	Objectives 
	How to Further Develop it 
	Success Criteria 
	Time Frame 
	Resources 

	To improve time management skills 
	Improvement of time management skills can be done by starting up the work a little early, practicing the decision making and setting up smart goals and plans. 
	If I am able to complete my tasks and work on the set deadline, I will be provided with enough free time to do my other work related to personal and professional life. This also reflect my interest and personality 
	2 months 
	Books and online coaching will be purchased. 
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Description:  Organizing study time and appearing for the hours of lectures is not an easy task for a student to maintain. Due to our semester examination preparation and college functions which were going on at the same time. It was a difficult task for us to maintain the study timetable and the practice and preparation for the University function. 
Feelings: I thought that my study plan and the preparation for university function will go as I planned but after each passing day and the loads of pending work was piling up; I felt sudden frustration and stress regarding the situation (Cottrell, 2019). But I am thankful for my professor and my classmates who have helped me during my studies and supported me in every situation.
Evaluation: the process of dividing my schedule for the functions and my examination actually went pretty good. However, I somehow regret not organising my study schedule in the meantime. Nobody ever blamed me for the situation and for my uninterested behaviour and actions towards my task. My teachers and classmates were extremely helpful and supportive along with my family who has helped me to overcome the situation by providing ideas and techniques on how to balance the situation (Thomas, 2021). I absolutely felt terrified as the time was running away and the extra pressure of the functions. 
Analysis, the situation was truly terrifying; our final exam was the next week and still there were piles of syllabus to cover. But somehow i managed to cover the syllabus in the given time along with my effort which i have applied for the University function, all thanks go to my teachers, classmates including me for not losing any hope or dedication towards my work (Sekarwinahyu et al., 2019). My work and effort which I have done today will be highly beneficial in my future, where I have understood the importance of managing and balancing the situation and providing quality work even if there is little time left to complete the work. 
Conclusion, I have learned that asking for the help from our teachers, friends and family is very important and is effective. Planning and organising the work is one of the most important things which every person needs to follow and understand in order to get a better result in the coming future. I remember the pressure and stress which i have been through while i was unable to organize my study schedule and balancing my work life.
Action Plan 
	Objectives 
	How to Further Develop it 
	Success Criteria 
	Time Frame 
	Resources 

	To improve organising study skills 
	Developing and organising study can be improved by following some simple steps like organising the subjects and syllabus, scheduling the time and by creating an effective study space. 
	If i will be able to develop my skills of organising study then i will complete my task in a given deadline, along with the capability to balance my academic and professional life. 
	 3 months 
	Tutorial, Books and various online applications 
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Description: being a university student is all about managing the situation, providing quality work; studying and the things which we need to improve and teach ourselves which will be beneficial in our future both in Personal and Professional life. Our teachers have provided us with a group assignment and project which we had to complete with our selected teams within the deadline. As the students in my team were extremely intelligent and hardworking, everyone contributed equally and put equal effort. The result was actually pleasing and satisfactory as I look back but there were certain things and situations, I wished I could have handled at that time. 
Feelings: As the work handled by our teacher was quite difficult and time consuming, we were fully positive regarding the situation along with the positivity and dedicated nature of my team members which has given me hope and strength to complete my task. Even though there was amazing team work, somehow I was struggling to complete the projects as I have little to no knowledge and understanding about Academic writing and the skills which I need to possess to improve my writing (Ebadi and Rahimi, 2019). The quality of my work was not so satisfying, and I lacked knowledge in Research writing, and other things which will improve my capability. Unable to offer quality work made me feel guilty of the situation but this has helped to not lose hope and focus. Looking back at the time, I am feeling satisfied that I decided to put in the work. 
Evaluation, the thing which turned satisfying and favourable was the fact that each member of the team has produced quality work within the agreed timeline. But because of my low Academic writing skills I was in a stressful situation. Also, with our careless behaviour we almost missed the deadline of our last submission of assignment (Strobl et al., 2019).  
Analysis, even though the situation was tough and my lack of knowledge in Academic writing, I have given my best in that work along with my team who were extremely talented, and helpful. I have discovered that asking for help from teachers and enhancing knowledge and understanding from various social media platforms will leave an effective and beneficial impact on us for the long term. 
Conclusion, I have learned the importance of group work and the advantages to improve the Academic writing skills which not only help us in our Academic life, but it will be very beneficial for us in our future and for office related work. Academic skills not only improve our writing skills but it will also enhance our personality, and our overall performance and presentations (Li et al., 2020). I need to improve my writing skills and to offer quality and eye-catching work and the importance of challenging the situation. 


Action Plan 
	Objectives 
	How to Further Develop it 
	Success Criteria 
	Time Frame 
	Resources 

	To improve academic writing 
	Improving an Academic writing and skills can be done by following simple steps such as Using an Active voice, examining the structure of the sentence and applying the vocabulary that one knows and understand. 
	Developing Academic writing will be helpful in multiple areas of life both in Academic and Professional, where I will be able to present quality work and presentation along with writing work unrelated mails. 
	  4 months 
	Internet, Grammar & Vocabulary books, Tutors and Reading various novels and books will help in developing Academic writing skills. 
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Description, Our University was running a Debate program where everyone had to participate individually. Teachers have given us topics which we need to prepare for our debate program which was quite tough but a controversial topic which I have quite good knowledge and understanding about (Ivanova et al., 2020). I was truly focused and have a clear trust within myself related to the debate program which I am participating in. 
Feelings, Even though participating in Debate competition is very interesting for me where I can showcase my capability, I was unsure of my public speaking skills and the quality I apply in my work. The situation was quite terrifying as the day of the competition was coming near. Thinking about that situation I am feeling satisfied with the effort and dedication which I put into my work. 
Evaluation, even though I was lacking in some areas of my life, I gave my best in the competition along with some valid presentations and ideas related to that matter. All thanks go to my friends and teachers for helping and guiding me and making me trust me. Even though my work was satisfactory and my creativity which I presented in the competition, I failed to show my inner confidence which is extremely compulsory while showcasing your work on such a big platform (Dahana, 2020). 
Analysis, I think the work which I have done was completely satisfying and pretty good to look at because of my hard work and good amount of knowledge of the given topic, along with my friends and teachers who have played a great role when it comes to guiding and teaching me during the process (Yaacob et al., 2021). In my opinion having faith in yourself and the confidence we need to possess while doing presentation work and public speaking is a must in order to bring some positive changes in our life. 
Conclusion, from that situation I have learned multiple beneficial things like the importance of boosting one's potentiality and grabbing utmost ideas and knowledge from various sources and developing public speaking skills for a long run in an Academic and Professional field. Sometimes all we need to have is self-faith, focus and dedication to our work even if the situation and surroundings are not so favorable for us. 
Action Plan 
	Objectives 
	How to Further Develop it 
	Success Criteria 
	Time Frame 
	Resources 

	To improve public speaking and giving presentation skills 
	It's important to understand and know your audience before preparing for the speech  along with multiple practices will better the performance, also connecting with the audience with one's personal and interesting stories will helps in building Public speaking and giving presentation skills 
	By developing the public speaking and giving presentation skills, i will be able to provide my understanding and work with full confidence also enhance my communication skills and critical thinking 
	 6 months  
	TED Talks, The public speaking projects, watching multiple Blogs and videos related to Public speaking skills and improvements. 
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The report focuses on various Academic and Employment skills that the individual needs to develop in order to bring positiveness and self-belief within themselves along with various skills which the individual needs to develop in order to get better results in their Academic and Professional life. Developing and acknowledging one's potentiality and skills is one of the vital steps to overcome difficulties and to pave the way to a successful life and career. This study helps the students to understand their capability along with the steps to develop one's skills with the help of Gibbs Reflective model and the examples from my own experiences.
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