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[bookmark: _Toc68801260]Introduction
The following reflective report is based on the academic and employability skills whereas the report covers three different topics based upon the academic and employability skills. These skills are related to the Time management, academic writing as well as CV writing. The purpose of this reflective report is to recognise the identified skills within an elaborate way which may establish a good  academic and professional career. Moreover, the identified topics are based on the Gibbs Model whereas it focuses on the six different steps (The University of Edinburgh, 2021). The importance of using the Gibbs model within this reflective analysis is to focus on the topics within a descriptive way and identify my basic strength and weakness associated with my skill.
[bookmark: _Toc68801261]Skill 1: Time management
Description
Time management helps to organise the life of an academic or a professional person. Balancing life with the work schedule is essential for achieving the aim of life (Oludayo et al. 2018). There are five key elements of the time management strategy and these core elements are the conducive environment, the setting of priorities, elimination of the non-priorities, setting of goal as well as the forming of the correct habits. Time management has been an issue for me since my childhood days. I feel suppressed while performing specific tasks on time, which I need to change empathically.
Feeling
Time management was really a crucial factor of my life. When I was in school then I faced a lot of problems which are related to the time management hassles. I was unable to balance my work with my personal life. Furthermore, I wanted to fulfil my hobbies. This is because I was unable to manage my times during the period of my schooling. However, it is important to say that the time management based classes were really helpful for me. It taught me some strategies which may help me to overcome the problems of time management.  
 
Evaluation
The time management will be evaluated by measuring the results of the regular activities along with the setting of priorities by focusing on the goal. A proper time management skill has helped me to reduce the multi-tasking ability as well it also helps me to relax my brain. Furthermore, it helps to concentrate on my classes. It has thereby been observed that time management can track the time which ensures a better career within the academic and professional field.    
Analysis
Hence, I can say, I need to work more on time management techniques to improve my academic as well as personal life. The identification of the problems along with the causes are the first step and then it will be emphasised on the identification of the group problems (Özreçberoğlu and Çağanağa, 2018). After that it has focused on the scoring whereas the last step of the analysis is to observe the marks of every single group. Hence, I need to ensure that I make things happen at the right times.
Conclusion
The first factor can be concluded in terms of the focusing on the time management related issues which have decreased my academic performance. So, it can be said that the implementation of the different time management techniques will help me to overcome my lack of organising. It is important to say that I have a brief knowledge of the time management factors but did not know the factors and its stages within the vast scale. So, I can say that the classes on time management were really effective for me and I liked the classes’ specific on time management. This is because the classes had given me good  knowledge on time management. Furthermore, the classes had helped me to know some unique strategies which are related to time management and I understood the topic properly. So, I will implement the time management strategy for smoothening my academic career. I particularly liked the time management related theories especially Pomodoro and the Pickle Jar theory. However, I didn't like the making of a monthly time table. This is because making and maintaining a time table is not possible for every day. The classes are really easy and inspiring for me.  
     Action plan
  My objectives for the next 3-4 months are to improve this skill, trying to focus and concentrate on the particular subjects within a particular time and to avoid the multitasking. Working on it, I will be able to gain a regular concentrated listening and studying  habit as well as growing of an habit related to those subjects.
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Description
The purpose of the academic writing is to focus on the easy understanding of the readers. Apart from that, it has been recognised that academic writing has to be focused, prominent, concise and structured in nature. It has thereby been said that the features of academic writing are planned and focused, structure and evidence based as well as formal in tone and style (Library, 2021).   
Feeling
During my schooling time, I had learnt a lot of things that are related to academic writing. I have learnt the basics of the academic writings. It is essential to ensure that I have learnt many skills such as the quick writing skills without any grammatical errors. As well as, it may be focused on the paraphrasing of the resource material. The academic writing has helped me to learn the referencing of the writing article which has helped me to avoid the issues of plagiarism. However, I was a little bit confused within the referencing style but these classes had really helped me to overcome the issues of the academic writing.  
Evaluation 
In addition to the previous stages of the Academic Writing portion, it has been evaluated by me that I have learnt the academic writing factors which were included in terms of researching ability, proper and quick writing ability which must be error free. Furthermore, previously it had learned me the paraphrasing style and proper presentation style of the writing articles. On the other side, it should be evaluated by me that I need to learn more about the referencing style. It has thereby been observed by me that the good quality of Academic Writing enhances the quality of the academic article.
Analysis
It has been analysed that the academic writing skills have both the benefits as well as limitations within my academic career. I have observed that previously I have learnt many things related to academic writings such as the grammatical error free writing, proper researching method along with a good paraphrasing style. On the other side, I had a huge gap which was related to the difference between the citation process of Harvard and APA referencing style. Last of all, I must say that the classes were really helpful for me as it described the difference of two referencing styles within a scientific method.   
Conclusion 
I must say that I had some knowledge on academic writing before attending this particular class. But I liked the classes as it focuses on the detailed description of the referencing style and I was benefited by attending this class as I had a tiny gap on the referencing style. However, I understood the topic in a descriptive way. Basically I liked the style of teaching which was based on a scientific method. Last of all and after attending the class I must say that the classes were really easy and useful.  
Action Plan
My objectives for the next 5-6 months are to improve my academic writing skill as fallows: to focus on the proper citation of the references as well as to observe a better fluency within my writing skill. I will try to focus on the referencing based journals and other resources and to practice my writing on a regular basis. My aim is to observe a growing of a writing habit. 
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Description 
CV or a Curriculum Vitae is a personal marketing tool which contains different types of information within it. This information is related to the basic information of a person along with his educational and skill based information (Macfarlane, 2020). Furthermore, this marketing tool also covers up the experience of a person within his professional skill. This section will be focused on the making of CV for the first time and also will be emphasised on the problems which I had faced during the time of making CV for the first time.     
Feeling
In this section I will share my feelings which I have gathered during the time of making my first CV. I was not sure about the information criteria which were required within a professional CV. Apart from that, it must be said by me that all the required criteria were within the CV but those criteria were not in a proper sequence. I felt that the poor quality of the CV making was the root cause of my first job (part time) rejection. This is because I started to know about the proper format of a CV.    
Evaluation 
I have evaluated that the improper format of my first CV was really a mistake of my professional career. This is because I got rejected from the interview session of my first part time job. At that time, I did not have enough knowledge regarding the CV making process. But after the first rejection of my job, I started to gather my knowledge on the making of a proper formatted CV. Furthermore, it is essential to ensure that the identified classes have helped me a lot for making a proper formatted CV. 
Analysis
This has been analysed by me that the CV making process is undoubtedly easy but it is hard to maintain the proper sequence of the information within the CV. I had put all the necessary information within my particular CV (which I had produced during the first part time job interview). However, I just only got cancelled due to not maintaining the format sequence of the CV. It has thereby been analysed by me that a perfect CV should be focused on the name with basic information, a summary, professional history along with the educational history, basic and attractive skills and most importantly awards and achievement along with the hobbies.     
Conclusion 
This is necessary to say that I had a little knowledge on the CV making process before the attending of the specific classes as well as I liked the classes based on the CV making because previously I didn’t understand the topic. I must say that the teacher has taught me in a scientific way and that is why I was able to recognise the sequence of the CV. Last of all, I must say that the classes were really helpful and essential for me as I learnt the CV making process with proper referencing.   
Action plan
My objectives for the next month is to make a proper and formatted CV, it should be properly formatted and within a right sequence. 
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This reflective report has been concluded in terms of the observing three different skills related to time management, academic writing along with the CV making process. All the skills have been recognised within the reflective model of Gibbs. These three identified skills have forwarded my academic career and will improve my the professional career.  It has thereby been concluded that the observed problems have also been removed by implementing the objectives related to each analysed skill.
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