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[bookmark: _Toc90035606]1. Introduction 
Through this discussion, the skills and the requirement of the skills are discussed and along with that the importance of those skills are also discussed and analysed. Through Gibbs reflective model, the skills like time management, CV writing, public speaking and giving presentation skills are discussed. This discussion will help to understand the importance of those skills and perform as per the requirement of the skills by grooming if needed. Reflective models help to understand and analyse the growth of any individual regarding a particular skill as well. 
[bookmark: _Toc90035607]2. Importance of Gibb’s Reflective Model 
Through Gibbs reflective model, analysing the career and any particular skill can be easily done. Gibbs reflective model is done through continuous evaluation and through few of the steps which are mandatory to understand the important aspect of a particular skill. This model helps to know about the strengths and weaknesses of any individual and through which taking further steps towards improvement become very much easier as well (Adeani, Febriani and Syafryadin, 2020). Hence, for the improvement of any particular skill, this reflective model is very much useful as well. 
[bookmark: _Toc90035608]3. Time management 
· Description - Time management refers to the proper allocation of activities within a given time (Stevens et al., 2019). For time management skill, first to understand the time management skill is important. In the future, managing time in the workplace and in personal life is very much required. Hence, everyone should know the skills about managing time. This skill of managing time is described in the first phase of Gibbs reflective model which is known as the description part. 
· Feeling- The next stage of the Gibbs reflective model is the feeling. The feeling which one has regarding a particular student is analysed here. As a student and to be a successful human resource management employee, one has to have a clear idea about the need of time management and should also feel the need for this skill of time management. In case anyone feels the need for time management, then only they focus on managing time. 
· Evaluation- In the third stage of Gibbs Reflective model, evaluation of a particular skill, here the skill is time management is done. In the evaluation, the importance of the skills and the requirements of this skill is discussed with proper explanation (Ismail and Ariff Khalid, 2020). As a student and as a student and as a future human resource employee, one has to be aware of the skill and I am aware of the need for time management skills. 
· Analysis- In this phase, the particular skill such as time management skill is analysed. The skill of managing time has a major role in the professional life as well as in the personal life in order to balance the time and maintain a balancing of life as well. 
· Conclusion- At the conclusion from the above analysis, it can be concluded that time management is a crucial skill which everyone should maintain in order to live a happy life and in order to be effective in life as well. Through this discussion, it became clear to me that time management is a crucial skill which should be learned properly. 
· Action plan- To manage time effectively in both personal life and professional life as well. To manage time, having a proper timetable for each and every work is important as it helps any individual to increase the efficiency of the work and it also helps to handle the work pressure in the organization as well. Action plan should be taken after proper analysis of a particular skill and as an individual after knowing the recruitments and the need of the skill. For example, in my case, I have already understood all the aspects of time management and then tried to take the action plan regarding the time management skill. 
[bookmark: _Toc90035609]4. Reflection
· Description- Reflection is a very important skill in an academic career. It helps to improve any individual to improve their skill on a particular topic. Reflection also helps to know about the need for improvement on a particular topic or not. 
· Feeling- In this phase, it is understood by me that the reflection regarding any particular skill is important and this can provide a comparative analysis of the skill regarding which requires improvement and which does not require improvement. 
· Evaluation- Through evaluation of a particular skill, reflection of the skill is crucial. Through reflection, I will be able to evaluate the skill and perform accordingly so that the skill can help in future. This evaluation will also provide ideas regarding a topic and the process of evaluation of a particular work. Through constant evaluation of a particular skill or work, better results can be expected (Ismail and Ariff Khalid, 2020). That constant evaluation will also help to improve the efficiency in the overall work process. 
· Analysis- This is the phase where the skill reflection is analysed. The result which is received through the reflection of the skill, further details can be analysed. Analysis of a reflection is done properly; wrong analysis of a particular skill can lead into a different result and the further improvement could be not that much effective. Here, to improve a particular skill, analysing the right skills and the sources of problems is very crucial and plays an effective role. 
· Conclusion- In the conclusion, the requirement of reflection is completely understood and the importance of this skill is also understood. After all the analysis, it can be said that reflection is crucial for improvement or the growth of any skill. In conclusion, from the reflection of a particular skill, the end result should be noted down and I have to try to improve the skill or the areas of the skill which needs to be improved.  
· Action plan- Through the overall reflection result, the action plan is taken to get better results on a particular skill. With a proper action plan in future, better results can be expected and that can also provide better efficiency in the workplace as well as in the personal life. Continuous action plans should be taken in order to improve the result through reflection. Reflection can help me to improve a particular skill with regular intervals and this continuous improvement in regular intervals leads to a better result on a particular topic or skill set. Continuous improvement regarding a particular skill will help to achieve perfection on a particular skill.
[bookmark: _Toc90035610]5. CV writing 
· Description- Writing a CV is very much important in an academic career. I am a student and writing a CV was an easy task for me. But with time I understood the CV is the only thing that portrays a person from top to bottom. Before I knew a CV would consist of only my name, date of birth, educational qualification. But after the module, I learned that a CV consists of my work experiences along with my skills and knowledge which is very essential to portray as well.  
· Feeling- Before I was confused but after learning the format of the CV now I am able to understand the value of this and this CV will help me in my HR manager as one of my job descriptions will consist of collecting a CV and shortlisting candidates. 
· Evaluation- The positive thing during this learning was that I got to know the format of a CV along with the fact that how to portray it while giving or taking interviews. The negative thing that happened was that I was confused about which skills to put in the CV. 
· Analysis- After analysing I understood CV helps in retrieving pieces of information from the candidate (Alanoca, Vidal and Saire, 2020). Also, a CV will help in showing the achievements I have made in my life till now. The skill of writing a CV and portraying it through a CV is very important as my intended career is being an HR manager and CV writing skills will definitely help me in understanding a candidate and their suitableness for the particular job position. 
· Conclusion- In conclusion, it can be said that the skill of CV writing is important for any student as it is one of the most important academic and employability skills. This skill will not only help me in shortlisting candidates as an HR manager in future but also it will help me to understand a person’s characteristics and their suitableness for a job and I will be able to recruit the right people for a job.   
· Action plan- My action plan includes seeing various examples of CVs on the internet to understand various new patterns of CV. Along with that, I need to do a personal SWOT to understand my strength. This will help me in making a proper CV and it will help me get a job in the HR department. 
[bookmark: _Toc90035611]6. Public speaking and giving presentation 
· Description- During the 9 weeks of my vocational training as a Human resource professional, I was tasked with keeping a record of all my learning. Public speaking was an integral part of this module. I was given appropriate guidance in how to deliver presentations in front of a crowd and was also given the opportunity to evaluate my learning through practical exercises. As I had stage fright before I was stressed about the matter but by the end, I was able to deliver multiple discourses on an array of topics. 
· Feeling- Previously before starting this module, I had a general notion of how to do public speaking and conduct presentations. Following this curriculum, I was made aware of all the shortcomings of my skill which I didn't even know existed. It has now helped me garner the necessary courage I lack due to stage fright. After the compilation of the practices, I am much more confident in delivering public speaking which would also help me in my professional career in the future as well (Gallego et al, 2021).
· Evaluation- Throughout the 9 weeks of training I gained quite a lot of skills that are highly sought after by an HR professional. Handling manpower and communicating with a large number of individuals with different viewpoints and characteristics (Gallego et al, 2021). Hence, this training has enabled me to be more productive and professional in my workplace. I believe the skills I learned from this period would help me be more proficient and innovative.
· Analysis- to look at this from a broader perspective I find that there are still areas of improvement, and the talents I learnt need to be honed more. I realize that learning is a continual and time-consuming process hence skills learnt through this training needs to be polished and revised to always grow my proficiency and take command during conveying information in front of a large diaspora in which each individual's thought process is unique.
· Conclusion- as an overview of the skills I learnt through public speaking would not only help me in my academics but also in my professional and personal life, helping me be a more eloquent individual. I was made aware of all my shortcomings which made me learn more and helped me develop key skills which are highly useful for the industry I am in. 
· Action plan- Two areas of improvement were identified by me with myself which I need to work on more. Firstly, time management while giving presentations, as I am inclined to lose track of time while speaking and make it longer than necessary. Secondly, the scope of improvement about audience interactions can be identified also which needs to be worked upon to make my public speaking more engaging to the audience present. 


















[bookmark: _Toc90035612]Conclusion 
To recapitulate this report, stating the importance of this module is evident. The training period helped me learn a lot of skills important in my field as an HR professional in the initial stage of joining the industry. Emphasis was given on key areas such as time management, proper writing styles, evaluation of situations and developing public speaking skills. These are the 4 important areas I gain the most knowledge in, thus improving my academic as well as professional development in managing a large number of individuals effectively. Gibbs model of reflection is used to evaluate and analyse the event of my 9-week training and the findings are provided herein. Also, the aim of this report is to portray the importance of these skills mentioned above along with a reflective sense. These reflections portrayed the importance of these skills in academics and in employability. Being a student and an employable person is different. From a very early age, one must acquire these skills to become employable and it will help people in getting the right job they want. Overall, it can be said the report is successful in portraying and describing the importance of these skills that are essential for academics and employable students to achieve their intended careers. 
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