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[bookmark: _Toc3653602]Introduction
Students get the opportunity to learn new things, skills and acquire knowledge and information on diverse topics from academic courses. The proper learning of academic skills allows the students and learners to develop employability skills which will assist them to perform better in professional career (Brealey, et al., 2013). Some of the most important and commonly practiced academic skills will be discussed in this report. The most common academic skills may include: communication skills, time management, CV writing, formal letter writing, report writing and presentation skills etc. These academic and professional skill development experiences will be presented in this report through a reflective analysis by utilizing the Gibb’s model. My personal experiences and feelings will also be described in the report regarding the whole learning process and its effectiveness. 


[bookmark: _Toc3653603]Reflective analysis
I got the opportunity to learn several new things from the course materials provided during the academic course which will surely help to get better employment opportunities and perform in a superior way. It is very natural that there will be some loopholes or lacking in any learning process or event (Cottrell, 2010). In order to find out the lacking or drawbacks of the learning from the academic course, it is vital to conduct a thorough reflective analysis which will focus on the positive sides and identify the areas which need to be improved in the academic course and for the development of my academic as well as employability skills. I have utilized the Gibb’s reflective cycle for performing the in depth analysis of the whole learning process of mine during this academic course and found out the issues and sectors in which I need to improve further. 
The Gibb’s reflective analysis allows individuals to evaluate any learning event in a systematical manner through a defined approach and technique (Greetham, 2013). There are 6 different steps or stages in the Gibb’s reflection cycle and each of these must be addressed sincerely to come up with a successful reflective analysis (Alberg et al., 2004). The following illustration represents the steps in the Gibb’s reflective analysis model. 
[image: Image result for gibbs reflective cycle]
Figure: Gibb’s reflective cycle, Source: (Brealey et al., 2013)
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I have learnt several different things in the academic course in two terms. The major thing which I learnt in this term was the time management skill. One of the most essential academic skills which were taught in the class includes word file processing and development. I learnt the techniques and rules of developing a formal report in the word file. The technique or strategy used by the course instructor to teach us the word file processing included giving assignments to us. We were asked to complete the assignment in word file. Thus, we were able to develop word processing skills by practicing it on our own. The structures of formal reports, basic knowledge of grammar, and formal language of report writing in English were also taught in the course. The assignments of producing formal reports helped me to learn advanced techniques and features of Microsoft word which allowed me to design and present the assignments and reports in a better as well as professional way. The development of these skills will help me to perform in a superior way in my professional career as well. 
I have learnt not only the basics of word processing but also the presentation making and powerpoint file development skills. The skill regarding generating and delivering formal presentations is one of the crucial skills in both the academic and professional life regardless of the sector or area of education and profession in today’s world. I have learnt how to develop good looking, formal and provocative presentations and were taught the art of public speaking. I had come to know about the basic contents of a powerpoint presentation. In addition to that, the psychology of the audiences and the strategies on how to grab and retain the attention of the audiences were also taught by the course instructor so that we can develop superior presentation delivering skills and competencies.
In addition to these basic skills, we were taught grammar and formal English in the course which include the idea about clause, techniques of academic writing, forms and structures of different formal reports, essay and composition writing etc. All of these things were helpful in developing my comprehension, reading and writing skills. Another thing which I enjoyed learning is the technique of paraphrasing things which is crucial in writing formal reports and research papers in different academic as well as professional sectors. Another important aspect of writing formal reports and research papers is referencing (Maund, et al., 2017). Among the different styles of referencing, we were taught the rules and techniques of Harvard referencing in our course as it is the most widely used and preferred way of referencing in business organizations as well as academic institutions throughout the world(Logan, 2012).  
The basic differences between an essay and a report were also taught by the course instructor to me and other students in the course. The structure and rules of these aforementioned academic writings were instructed and shared through academic as well as materials. Along with this, I have also learnt how to summarize things properly for the presentation and comprehension of different reports shortly before audiences. 
The most exciting part of term two was the learning of CV writing. This is inevitable for each and everyone for entering the professional life to develop an attractive and well formed CV. I came to know about the basics of CV writing, the basic and crucial components of a CV, formal structures and designs of a CV from the course. In addition to that, the strategies and etiquettes of formal job interviews were also taught by the instructor in the course. I have learnt the approaches and tactics of performing extraordinarily and formally in job interviews. The major and important policies of acing job interviews which were taught to me include conducting proper research about the organization, knowing in details about the job roles and the responsibilities need to be performed, detailed information about the previous employer and institution, basic questions asked by interviewers and employers to know about the interpersonal and communication skills, developing impressive communication skills and body languages etc. Demonstrating the special personal skills and aptitudes through the CV and personal meeting must also be given high and sincere consideration. Furthermore, the cover letter writing was another important part of the course. The major elements and several different formal structures and attractive formats were another crucial element of the course materials. The practicing of role playing and critical as well as analytical writing were also noteworthy part of the course. I got myself familiar with different models of reflective writing during the course along with practicing these models in real life by conducting activities and completing assignments both in the class and at home which were assigned, monitored and evaluated by the course instructor. 


[bookmark: _Toc3653605]Feelings
I feel highly satisfied and positive about the things I have learnt successfully throughout the course. The whole learning experience was quite enjoying and fruitful for me because of the sincerity as well as friendliness of the course instructor to the students. The instructions provided to the students were quite effective and up to the point as well as clear and precise. I feel that I had no difficulties in following the instructions in the classroom. The class lectures were also high well designed and structured. The speeches of the instructor were easily comprehendible. I thoroughly enjoyed the classes on writing skills. From my childhood, I had a strong affinity towards creative writing as I used to find great joy in this. In the writing skill classes, I came to know about the differences between the formal writing and creative writing. The class lectures and study materials highly served my interest. In addition to that, the instructor was also very helpful and cooperative and helped me a lot by answering my questions on how I can improve my quality of writing. 
Another interesting part of the course for me was the tasks of role playing in the classroom. The instructor assigned us the task of staging plays or situation regarding a job interview. Participating actively in these role playing activities allowed me to comprehend and get ideas on what situations might be occurred during job interviews and how can I handle those situations in my favor. Besides these, I had some confusion regarding the differences between CV and cover letter and was facing difficulties in writing effective cover letters. My course instructor assisted me a lot to understand these facts by explaining the things in an easy and interesting way to me and the whole class. 
Being an introvert from my childhood, I always had a fear of speaking and expressing myself and my opinions in front of other people. Due to this, I was experiencing tough times during the presentation and public speaking learning classes. With the assistance and motivation from my instructor, I was able to overcome my shyness and inertia and was able to develop strong and effective communication, presentation and public speaking skills which, I believe, will assist and support me a lot in my professional career to establish and grow myself as a successful and proficient individual. 

[bookmark: _Toc3653606]Evaluation
The course and the learning process were very much enjoyable for me. I got the chance to learn a lot of new, important and essential things which will support me in both my academic and professional life. Along with this, I was able to develop and master some important skills which increased my self confidence level highly. In addition to that, those skills have also helped me in becoming a more competent professional. My personality and level of aptitudes along with my perception towards academic and professional tasks and responsibilities was changed a lot after successfully completing the course. I was able to minimize my confusions and misconceptions regarding several important academic issues. Most importantly, I was able to face and conquer my fear of speaking in front of others which not only helped me in performing well in academic life but also improved my confidence and affinity towards my own self by developing and generating a strong sense of motivation, confidence and positivity within me. The courage to speak about my views and ideas more boldly in front of other people has increased the possibilities of my becoming more efficient and successful in future. The course which I have attended has developed me in all these areas.
[bookmark: _Toc3653607]Analysis
Although I am highly satisfied with the whole learning process and the performance of mine during the whole course, I strongly believe that there are still scopes of improvement and further learning. I need to practice and learn more about improving my formal writing skills. This is the sector in which I lack competency and this area is yet to be developed. In addition to that, the point or fact in which I must focus on sincerely is the technique and rules of referencing. I struggled a lot and made a lot of mistakes during the course in referencing tasks. Due to the limitations in time, I could not achieve perfection and could not learn the Harvard referencing techniques very well and fully during the course. I will strive to learn this better in near future. Referencing is a must for preparing any kind of assignment which I will have to in future and for this reason; I need to put more effort in this. In addition to that, I also need to improve my presentation skills a lot in order to achieve perfection. This is because, if I cannot present my ideas and concepts in front of others, my entire learning process would become meaningless.
[bookmark: _Toc3653608]Conclusion
Learning is an ongoing as well as continuous process (Morgan, 2016). Human beings, specially students who wish to establish a successful career, must engage themselves in a continuous learning process which will not only increase the skills and competency level but also the self confidence among these persons. The learning process which I have attended has helped me in developing all my existing skills and improved all those. Besides, I got to achieve more skills which I was lacking and which are needed by to acquire in order to become a good professional. The overall experience which I had in the course was extraordinary.

[bookmark: _Toc3653609]Action plan
I will actively engage myself in practicing the things which I have learnt from this course in performing well in other courses in my academic life. In addition to that, I will strive to know more things and learn additional matters regarding these topics taught in this course by considering this course as a strong footstep towards achieving a large goal. Furthermore, I want to join a English speaking and presentation skills teaching course in order to improve my presentation and public speaking skills. 
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Conclusion
Learning is a continuous process and people get to learn a new thing every day. Academic skills as well as non-academic ones assist the individuals in developing themselves in their academic career and at the same time, also help them to become skilled employees in the future. This report which has been prepared by me has discussed about all kinds of essential academic skills which any person should acquire in order to become efficient in their workplaces. The experiences which I had have been described in this report with the help of Gibb’s cycle.
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