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Introduction:
 According to the UK Commission for Employment and Skills (UKCES) employability is defined in terms of skills as ‘the skills almost everyone needs to do almost any job’ and also include the qualities, abilities, behavior and attitude that enables someone to get a job and to maintain that job (career-advice.jobs.ac.uk, n.d). Academic skills are those skills that enable students to engage in effective studying, for example, research skills, critical thinking skills, numeracy and analytical skills and IT skills; while employability skills are skills that enables one get a job and to keep the job. For example, team working skills, communication skills, decision making skills and problem-solving skills. Both sets of skills most times are regarded as transferable skills because these skills are important and can be transferred from either academics or employment. The purpose of this report is to reflect on this module, what I have learnt so far and what outside learning I have experienced. The report will use Gibbs reflective cycle and Driscoll model of reflection as frameworks to reflect on some topics we learn in class. Also, these reflective models will be use to reflect on learning I undertaken outside of the classroom and the experiences where I have use what we learn in class. First, the report will discuss the Gibb’s and Driscoll models of reflection then these models will be use to reflect on academic and employability skills I learn in class, IT skill and time management and personal development plan. The reflection will also be on how I use time management and personal development plan outside of class. In addition, the report discuss my experience of applying some employability skills I learn outside of class and lesson I learn from that. Finally, the concluding section will summarise key points discussed in the report.
Gibbs reflective cycle:  This reflective model was developed by Professor Graham Gibbs and published in his book in 1988. The model is based on a reflective cycle that allow one to reflect and learn from their experience which can help them have a better experience in future if such things happen again. There are six steps in Gibb’s reflective cycle:
 1.Description Description is the start of the reflective process in Gibb’s cycle. This is the part of the reflective process where one tries to describe the situation and to understand what actually happened and the context in which it happened. To describe the situation properly, you have to describe what happened, when and where it happened, who else was there when it happened, what you did and what other people did. When you have answers to these questions, it help to understand and clearly describe the situation.
 2. Feelings: Feelings -The feelings step is when one tries to express their thoughts and feeling about the situation they are reflecting on. In this step, you try to express what you are feeling before and after the event being reflected on. Apart from your own feelings and thought, you also try to understand what other people around feel about that situation as it was happening and after it happened.
3. Evaluation: Evaluation – The evaluation step in the cycle is the step where you actually look back at the situation or event to understand what went well and what didn’t go so well. When evaluating a situation, you are looking to understand the good experience and the bad one. The important part of the evaluation step is to be objective and honest, also to ensure you focus on both the positive and negative experiences equally.
4. Analysis: Analysis – During this step you know what you have learn from what happened which is important because from the experience you can know what to do if you come across the same situation in the future. In this step, you look at every that happened and analyse them carefully. Although, this step go together with evaluation step, the main difference is that you try to find out why things happen they way they did. For example, why things went well or why they did not go well.
5. Conclusion: This is the stage of taking another look at the situation and reaching conclusions on how the experience could have been more positive. You are now in a position to think about what to do differently if you have same situation again. Also, you think about what skills to develop that can help have better experience from same situation in the future.
 6. Action: This is final step in Gibb’s reflective cycle where actions are developed for future situations. From the conclusions reached in the conclusion stage, you develop action plans on what to do and how to avoid mistakes made in the situation. For example, if there are skills identified in step 5 that need to develop, plans are put in place to get the skills (Jasper, 2013; Morgan, 2017; mindtools.com). 
Driscoll’s reflective model: Driscoll reflective model is based on the person reflecting asking himself or herself three simple questions:
· What?
· So what?
· Now what?
These three questions help one to look at our experience more closely and to begin to study the experience and learn from them. The first question ‘what?’ helps to describe the situation the caused the experience, what happened and what was the context. Similar to the description step in Gibb’s cycle, answering the ‘what’ question will give a detailed description of what the situation is. 
The ‘so what?’ question is the stage where you begin to reflect on what has happened. You look back on the experience caused by the situation or event and also try to understand what has been learn from that experience. 
The ‘now what?’ step is the stage where you set out the action plan based on the lesson we learn in the second stage. Based on the analysis from the second stage, you can know if you need to develop new skills, change the way you operate or bring in new methods to what you are doing. The most important action after going through these stages is to know what to do and to take the required action so when you face the similar situation in future, you can have a different and more positive experience (university of Cambridge, 2020)
Reflection on my experience using IT skills learnt in class. In class we learnt about academic and employability which are important skills for students to develop for work and for study. One of the skills discussed in this topic is IT skills and I will use Gibbs cycle reflect on one of my experience of putting this skill in practice as a student. The situation was when teacher give us assignment to prepare presentation as a group in term 1. Before attending university, I have little experience of using programmes like Microsoft Teams and PowerPoint presentation and it was a  big challenge for me. We are five members in the group and we divided the work so each person complete a section of the work. We then agreed to meet on Microsoft Teams to practice our work before it is time to present to teacher and class. During the practise time, I could not share my work with others because I don’t know how to do this and one of my group members tried to teach me how to do it by phone and still I did not get it. It took many attempts before I could do it. This situation made me feel embarrass and not happy because it was suppose to be easy thing to do on Teams and then I feel ashamed in front of my group members. After the practice time, I evaluate the situation that happened to know why I was not able to understand it soon enough. I know at least I could learn it quickly and after looking at the situation, I was able to see my mistakes. First, when I couldn’t do it the first time, I panic and also I became more concerned about what my group members will think of me, this made it difficult for me to concentrate even as group member was trying to help me. Also, after analysing the situation and my reaction, I know that if I had practice before the meeting, I should be able to do it. According to Jasper (2013) Gibb’s action plan stage invites one to think about what they would do if the encounter such a situation again. This made me to decide learn from this experience and decided on an action plan for any activity I will do on Teams or Zoom. My action plan before the presentation to teacher in class was to use my friends and family members to practice sharing files on Team, I also practice my presentation at least five times before the date. This means, if I have this type of situation again in future, my experience this time will help me not make the same mistake again.
Reflection on time management:  Time management is the ability and behaviour that enables the effective use of time when carrying out specific goal-oriented activities (Claessens et al.,2007 cited in Grissom et al, 2015).  As a student and someone that works part time, time management is important for me to manage my time and achieve the goals I have each day. For this report, I will use Driscoll’s reflective model to reflect on my experience of using the time management knowledge outside of the class. As shown above, Driscoll’s model is based on three questions: What?, What now? And So what? 
There was a situation at work where I was given a task to complete by my Supervisor for an urgent task the next day; however, I had to leave early because of an appointment I had. The next day, I was under pressure to complete the previous task, do my normal daily task and complete my class assignment which I wanted to work on during my break time. had to complete a task that was needed the next day at work and also I had to complete my normal job routine and had I failed to complete an assigned task at work due to pressure doing other tasks at work and having to complete assignments that I have to submit in school. The experience of the pressure was not a good one for me and I was stressed. Looking back at the experience of pressure I had, I can see many things that I did not do well and this is what Driscoll refer to as So what? First when I was assigned the task by my Supervisor, I should have inform him that I had an appointment or delegate the task to someone else because according to Morgan (2017), ability to delegate is a good time management strategy. Also, I noted that what contributed to the pressure was my school task that I wanted to complete same day. In this case I should have planned properly on the day’s activity instead of bringing everything to work and thinking I can do all of them. With this experience, I have learned to delegate tasks I cannot do instead of putting myself under pressure and also, I have learned to plan each day’s activity well in advance to avoid having too much to do at the same time and pressure myself. 

Reflection on Personal development Planning and lessons learnt outside the class: Personal development planning is one of the topics we learn in class. It is a plan that an individual can put in place to identify areas to improve and action required to achieve the improvement  and potential (Indeed.com, 2020)The situation reflected on here show how this lesson became important in y search for job. Applying for jobs and preparing for job interviews can be a stressful activity if not prepared well. I will use Gibb’s cycle to reflect on one of the experiences I had searching for jobs and how developing a PDP became an important action plan for me. I have applied for many jobs and on one occasion I was asked to come for an interview. During the interview, I was so nervous and could not answer many questions I should have been able to answer, and one of the three interviewers asked me to calm down and take it easy. Looking back at the situation, I can see that my nerve took over because I didn’t prepare well for the interview. For example, going through my preparation notes, I noticed that I had not prepared answers for questions on the company’s profile itself, for example their products, branches, I did not know much about the company and I did not do well in that section. Researching a company will help a candidate to customize their CV and also during the interview process (Quintanilla and Wahl, 2017). Also, I noticed that my CV did not cover most of the skills required for the role I applied for and my analysis of the experience also show that I lacked the required experience for that position. Going through that situation, I noted that I did well with some body language like eye contact and questions on the questions that I had prepared. After looking back at my experience, I concluded that first, I need to prepare a wide range of questions before any interview including questions on the company itself. Second conclusion was that I need to find job attachments to improve my experience in social care sector to increase my experience. Based on all of these conclusions, I drew up an action plan that included developing a personal development plan which we learn in class. By the time I go for another interview, I will not make the same mistakes again.

Conclusion: This report discussed Gibb’s reflective cycle and Driscoll’s reflective model and set out the stages of each model and how the models work. Both Gibb’s reflective cycle and Driscoll’s reflective model were used to reflect on some of the topics learnt in class and lesson learnt outside class including IT skills, time management and personal development planning; as well as reflecting on the lesson learnt on the need to prepare for interviews before taking them. Overall, the reflective analysis showed various lessons learnt from each experience reflected on and showed various action plans that could be should be taken to avoid making the same mistakes when I meet similar situations in future. 
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