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Abstract:
Reflection plays an important role in education and skill development allowing one to reflect on their strengths and weaknesses, upon further reflection the person will be able to information on how to better him/herself (Thorpe, 2004). This essay is a reflection on the employability skills gained through this module and discusses their implementation in academia and professional life. 
[bookmark: _Toc89686889]Introduction:
Reflection has proven to play a pivotal role is the obtaining of new information and experiences which has led to the cultivation of new skills. It allows one to observe their past experiences from another point of view forming new ideas and methods to solve the task. Different methods may be used for self-reflection as it is not compulsory that one method works for everyone (Richardson, 2006). The reflection cycle proposed by Gibbs’s is considered to be one of the most prominent. It allows and individual to reflect on ones’ experiences and learn from these different experiences (Adeani, Febriani and Syafryadin, 2020). Allowing that person to think critically in different situations about a specific experience or find a unique way to do a particular job. In this report I will be sharing my experience on my stay at college throughout this report I will share the different employment skills I have acquired while participating in multiple activities. Using The Gibb’s reflective cycle, I will reflect on the skills I have acquired during this module and discuss them in detail (Wain, 2017). The skills I have acquired are numerous but I will be discussing three which are 
1. Research
2. Note taking 
3. Time management
[bookmark: _Toc89686890]Research skill:
Utilizing research already conducted, businesses can design an effective model and build on the current research and knowledge available to get ahead in the industry (Schwab, 2006). For an individual, Research skills are a mandatory requirement in both academia and in the industry. Individuals are able to draw upon meaningful conclusions from their research (Osuagwu, 2020). I honed this skill by participating in multiple research projects.
[bookmark: _Toc89686891]Description:
I was given the opportunity to do a research project on e-learning. It provided a unique opportunity to study the early works which helped me navigate and understand the performance of students. It was a great tool for analysis and drawing my own hypotheses for conclusions (Keightley, 2016). In my first task I tackled on the task of highlighting all the positive and negative influences of e-learning on students. This was an excellent chance to enhance my research skill.
[bookmark: _Toc89686892]Feelings:
In the beginning as I was going through the task I got confused since I was required to compile a report using my research skills. It was due to the source I had used for my hypothesis. However, the assignment brief which had been provided to me proved to be beneficial since I was able to technically analyze the report. This analysis helped me understand the context of the report and helped me reach a conclusion for the structure used (Williams, 2007). 
[bookmark: _Toc89686893]Evaluation:
Since there was sufficient literature available to support my theory, gathering data was quite convenient. The problem that arose was that due to the topic being so general I had to distinguish between the source materials which was reliable and which was unreliable.

[bookmark: _Toc89686894]Conclusion:
This task taught me that for future success in my professional and academic career I need to further enhance my research skills in order to be more successful.
[bookmark: _Toc89686895]Action Plan:
Through this task I have learned to distinguish between literature sources which can be utilized in my reports since some literature sources are unreliable sources of information (Jameel and Majid, 2018). Now I can differentiate between different sources of information better than before.

[bookmark: _Toc89686896]Using CRAAP to Enhance Research Skill
The abbreviation of the CRAAP technique are Currency Relevance Authority and Purpose. The applications of the CRAAP technique include computing the dependability and preciseness of information sources (Fielding, 2019). I made use of this methodology to improve my analysis abilities and to make myself aware of the difference between valid and invalid sources knowledge and information. To figure out the authenticity of an exploration and testing facility, we must be aware of when it was issued and how aspects it goes over. Why it was issued and determining and acknowledging the publisher and the reason is important when we want to determine its credibility (Fielding, 2019).
[bookmark: _Toc89686897]Note-Taking:
It is quite an important skill for a person’s professional and academic career. It is one of the employability skill that enables a person to keep track large amounts of information or data (Lu, A. Kiewra and Zhang, 2020). In the modern era business organization produce a lot of information that an employ is required to remember. Note-taking allows the individual to memorize different information and relate them (O’Brien, 2009).
[bookmark: _Toc89686898]Description:
In the first task it was important to compile a large set of data and information about the sources of e-learning and explain their individual impact on e-learning as a whole. During my research I pursued multiple sources of information and was able to utilize and read through dozens of journals and papers uploaded. This caused a confusion while compiling the report.
[bookmark: _Toc89686899]Feeling:
In the beginning I was confused about which source was more reliable since there were so many. On the other hand, it was quite difficult it keeps a detailed report of information which I wanted to include n my report (Bohay et al., 2011). All the different sources of information with different stances kept me from choosing which information I wanted to share.
[bookmark: _Toc89686900]Evaluation:
Out of the multiple experiences I have had, I have realized that note-taking is quite a useful skill since learning and drawing from my lecturers’ experience and knowledge has helped me in identifying and highlighting which information is essential and can be utilized in my research. However, the backdrop was that I was now unable to utilize the outline note taking skills I had developed in my classroom (Boyle, 2007).
[bookmark: _Toc89686901]Conclusion: 
My experience has allowed me to recognize the benefits of building on my skills and actively trying to enhance these skills as well. My skill included taking notes in the classroom, but my multiple experiences allowed me to recognize it is essential to expand my skill to use it in different instances in accordance with the present situation.
[bookmark: _Toc89686902]Action Plan:
If I was given a task similar to the first task in the future, I would be able to implement my experience and skills and help me attempt the task more effectively and efficiently. Further expanding my note-taking skills has allowed me to highlight the required data and information. Utilizing the multiple note-taking skills I have developed I would use them according to achieve the desired output.

[bookmark: _Toc89686903]Enhance Note-Taking skills though Mind Mapping:
This is an extremely popular technique mostly utilized in the educational field. Mind mapping is an efficient and age old technique utilized by instructors to enhance and build an efficient learning environment for students. Instructors and students alike can use this note taking technique if they wish to retain information and this helps them build pathways in connecting this information to other relevant data as well. By writing the central idea in the middle, Individuals can jot down different perspectives concerning to the topic. This helps in remembering this knowledge in the future (Boyle, 2007). This technique helps build a relationship between a set of information and an imaginative scene. I have used mind mapping to develop in improved way of taking notes. This helps me to remember information which at the time I would have considered irrelevant to the topic. 
[bookmark: _Toc89686904]Time Management:
The most basic and perhaps the most important skill I used is time management. Whether you are in academia or within the industry, time management is a difficult task since there may be some unseen circumstances or one may have more than one task at a time (RICHIŢEANU-NĂSTASE, STĂICULESCU and LĂCĂTUŞ, 2018). This may be difficult as deciding which task takes precedence is hard work. Time management is an essential employment skill for perspective candidates for different positions since a majority of organizations have to accomplish their tasks in a specific time period.
[bookmark: _Toc89686905]Description:
Throughout 1the module, I was supplied with different opportunities to take part in different activities. All those activities were to be done within a specific time period. It was there for essential for me to submit the reports in the given time spam, making time management extremely essential for me (Ziekye, 2016). All activates were aimed to enhance ones multiple employment skills to reach their full potential. However, time management was the most prominent skill that was focused on since all activities were given a deadline to meet.
[bookmark: _Toc89686906]Feelings:
This was not a single part of the assignment nor was it just to collect and compile information and data from different sources. This was one of the most essential part of the entire assignment aside from compiling information from outside sources. I also had to assess the information about e-learning had on my own life as a student. I had to accomplish multiple sub-objectives in order to complete the main objective (Macan, 1994). I was astonished in the beginning as the task itself was quite complicated for me to manage in the allotted time. Time management was easier for me as an individual since the instructor provided a detailed structure and deadline which was a convenience for me while creating a schedule and a to-do list. 
[bookmark: _Toc89686907]Evaluation:
Since I had no previous responsibilities before this task it proved easier to manage my time and do this task in an effective and efficient manner. The risk was present, since there are a lot of distractions and an inability to manage time can prove to be disastrous. 
[bookmark: _Toc89686908]Conclusion:
Time management is an important skill set for managers and helping ensure that a given project meet its deadline. It is an essential employment skill which enables individuals to stay on task.

[bookmark: _Toc89686909]Action Plan:
My experience in time management has helped me gain a valuable tool which will help me in my professional life and manage projects.  

[bookmark: _Toc89686910]Using 4D to Enhance Time management Skills:
Using the 4D technique I have learned to effectively manage my time. The 4Ds include Drop, Delegate, Delay and Do. These 4Ds are a great tool in helping manage time properly (Chase et al., 2012). By placing a project in one of these four categories, an individual can manage their time efficiently. The first step includes prioritizing which tasks are high priority and which tasks are low priority (Chase et al., 2012). This will also in help in determining which tasks can be delegated to someone else and which tasks can be dropped from the to do list as well. Prioritizing the tasks based on their deadlines is also effective as you know which task is more urgent.
[bookmark: _Toc89686911]Conclusion:
This report reflects on the experiences that I had regarding this module and helps build on my experience as well as helps enhance my new experiences as well by helping implement the knowledge I have gained.  The development of critical employment skills is a result of this module and these skills include research skills, note-taking skills and time management. These new employment skills will help me in my pursuit for my career objectives. This skill will be used in both my personal and professional life to create more opportunities for me.
Employability skills are transferrable skills data that are required by the majority of companies in the modern day. Businesses in the current world demand a staff that can provide them with a competitive advantage in the business through their skills and talents. It is critical to improve employable skills in order to pursue a certain professional objective. Individuals can utilize a variety of ways to improve their employability.
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