





My Reflective Academic and Employability Skills Report









Author--- Elizabeth Oladeji Johnson
Module---Academic and Employability Skills
Course---Certificate for Higher Education in Skills for Workplace
Lecturer-Sylvia Hoffmann
Date-------May 2020


Content Page
Title                                                                                                            Page Number
Title page……………………………...……………………………………………………………1
Content page……………………………….………………………………………………………2
Introduction………………………………………………………………………………………..3
Reflection…………………………………………………………………………………………....4
Process of Reflection…………………………………………………………………………....4
Reflection Frames……………………………………………………………………………..4-5
Kolb’s Model of Reflection (1984)…………………………………………...5
Gibbs Model of Reflection (1988)……………………………………….…6-7 
My Reflective Journal……………………………………………………..8-10
Reflection on Class Activity……………………………………………...11-12
Cover Letter
CV
References……………………………………………………………………13
Appendix……………………………………………………………………..14








Introduction
Although academic institutions are preparing students for the work place through development of academic and employability skills, it is also important that students comply with all the development procedures to fulfil the purpose of the institution to help them to be efficient in their tasks while studying and when they progress to work. One of such events is their ability to reflect on modules that have been learnt and relate it to the workplace. Through the reflection, they can then pick those skills that can be carried on to the workplace and develop them further.
This report will define Reflection. It will also mention some of the reflection models and discuss some of them in detail. Then it will reflect on some of the skills that I have developed as a student that will also be useful in employment. It will then describe how I plan to develop those useful skills for the future. Finally, this report will reflect on some of the tasks that I have completed since I commenced my academic journey to determine the level of progress. 







Reflection is the ability to think back at what has taken place; this process gives the opportunity of identifying what has been done well and gives the opportunity to correct what can be improved. According to (Gallagher, 2016) reflection gives an opportunity to reflect on what has been learnt through observations and responses to circumstances. 
Process of Reflection
Gallagher (2016) further identified some attributes that will make a reflection process effective, they include openness, curiosity, patience, honesty, and rigorous and are therefore discussed as follows;
· Open – be open to different ideas to see things from different angles.
· Curious – be open to ask questions and research for ore findings.
· Patient – be able to wait patiently in situations where the solution does not come easy and require further findings.
· Honest – be transparent and honest to self in identifying the areas where further development is required and find solutions to improve issues.
· Rigorous – be analytical and make use of opportunities to learn from.
Reflection Frameworks
Some scientists did some findings on the process and the effectiveness of the reflection process and they all looked from different angles. Although this report will review and discuss reflective models of Gibbs as well as Kolb’s however, lists some of the most common reflective models.
· Kolb’s Experiential Learning Cycle (1984)
· Gibbs Reflection Cycle (1988)
· Schon Model of Reflection (1991)
· Atkins and Murphy’s Model of Reflection (1993)
· Driscoll Model of Reflection (1994)
· Rolfe et al Model of Reflection (2001)
· Brookfield Model of Reflection (2005)
(Lifelong, 2016)

Kolb’s Model of Reflection (1984)
[image: Kolb's Learning Cycle Diagram. See further pins regarding Kolb's ...]
(Lifelong, 2016)
This model by scientist David Kolb was published in 1984, this four (4) stage model known as “Experiential Learning” focuses more on four different learning styles. 
Experience – this signifies an individual learning a new experience from an event.
Reflect – this is a reflection on the new experience.
Conceptualise – this stage describes learning from the experience 
Experimenting – this part is the process of trying out what has been learnt whilst applying changes to make a better experience.

Gibbs Model of Reflection (1988)
[image: Rudai 23: 23 Things for Information Skills: Thing 6: Reflective ...]
(Lifelong, 2016)
In 1988, an American sociologist and psychologist Graham Gibbs published his Reflective Learning Cycle known as “Learning by Doing”. This cycle encourages individuals to reflect on their experience of doing something in a structured pattern that will consider all the stages of reflection of the experience. This cycle consists of six (6) stages which are discussed as follows;
1) Description- this describes the event, experience or activity that has taken place in details. This is where questions such as the following will be given answers to:
a) What happened?
b) When did it happen?
c) Where did it happen?
d) Who were involved?
e) What did you do yourself?
f) What was the result of this action?
2) Feelings- this part looks at the feelings leading to or after the event or experience and the purpose of this phase is to create an awareness. In this phase also, the following questions identifies the awareness of emotions in the phase;
a) What did you feel leading up to the event?
b) What did you feel during the event?
c) What did you feel after the event?
3) Evaluation – at this stage, individuals are expected to review their experience of the event to know if it was either a good or bad experience. Here, through the experience of the event, individuals have the opportunity of expressing their honest opinion of what went well for them and how as well as what did not work well and the reason for it.

4) Analysis – this stage gives the learner the opportunity of telling their experience of the event through what has been learnt, both good and bad in case of the future, they will be able to learn from their good and bad experiences.

5) Conclusion – in this stage, learners are able to take a step backwards to review the experience or event to review and see what else they could have done.
6) Action Plan – this step evaluates the entire process to review and prepare for the future on how to deal with same or similar situations and how to improve them through feedbacks.


 




My Reflective Journal
Cover Letter
Writing a cover letter is an essential skill within the business organisation but I could not write one, in actual fact I had in the past engaged the services of professionals in the business organisation to assist me in writing one. During this academic session, I learnt the principles of writing an effective cover letter, knowing what was important to include and what was not necessary. Also another skill that I was able to develop is writing a winning CV, this was particularly a document that I did not believe that I could write by myself, I had always thought that it was a special document that only specific persons could do. When we discussed this topic of CV’s in the class, I learnt what was important to add to a CV to win the heart of a potential employer and also learnt was not important and the reasons for both.
Referencing was another skill that I learnt at the commencement of my study, in the past, I had written documents adding sentences that were made by different writers but never knew the implication of doing such without referencing or acknowledging them until I learnt this in the module. I have now learnt that when I am writing academic work and I do not acknowledge the authors of books, journals and websites, it is known as plagiarism, a violation of copyright law which is a serious and punishable academic offence. Also learnt was paraphrasing, I am familiar with summarising a write up but it was always challenging for me to do so because I usually imagine what I am expected to write and therefore just wrote what I thought was important. My learning has now shown me the importance of picking and using keywords to make a short sentence to mean the same as a write up with many paragraphs. I have also learnt that when referencing, paraphrasing can be used o explain what a writer or author has said in my own words without having to reference because it would have then become my personal written work. 
Then I learnt the most essential skill which came up due to the Covid-19 virus pandemic in March 2020. Although we have had lectures and presentations in the class in person but when the pandemic resulted in lockdown in the United Kingdom we had to resolve to online lectures, discussions and presentations. I learnt Electronic communication which is an important tool in the business set up and will help me with conference calling.
All the new skills I have learnt this academic year will come handy and useful for me through my academic learning. Now that I am able to write a cover letter, I will write a couple for myself to suit two(2) or more job roles, I will also continue to practice by assisting my friends and families who require a cover letter to write one because by doing so it will help me to reflect and develop the skill further. And for the CV writing, I am confident that I can now write a CV for myself and will also assist people who are struggling to write theirs to enable me reflect on what I have learnt in the past and re plan to make it better. 
Learning to reference an academic writing will help me to be able to apply to my academic works by referencing properly as required while paraphrasing will be an essential tool for me to succeed in my academics. Paraphrasing will help me to read and understand what authors are saying and then put them in my own understanding with the same meaning as the initial write up. Since I have started learning these skills, I have continued to enhance them by applying them to my essays and reports and other school work and they have improved my performances.

Now that I have learnt electronic communication, it has encouraged me to download some applications so that I will engage in conference call now and in the future in the business organisation. I will continue to engage myself in video and audio conference or live calls to enhance my experience; I will also get to know more about setting up calls and organising conferences and seminars via electronic calling.
It is essential for me to continue to reflect on what I have learnt to re-design and apply for future use; these skills will be beneficial for me in the work environment and to also enhance my performances in many ways. Learning how to write a cover letter will be beneficial to me in future when I am applying for jobs to apply for jobs. Also, with me being able to write a winning CV, I will be able to write my own CV. It will also be of use if I find myself in a role where I work in careers service, I will be able to use to mentor less experienced people.
My ability to write reference writings correctly will help to enhance my academic performance as I will be able to reference my work properly. Also paraphrasing will as well enable me to perform well in my academic and later in future will help me to write effective professional reports at work. Now that I have had an experience of online lecture and other electronic meeting calls, I will find that useful as I progress in lectures especially whilst the Covid-19 virus pandemic is still on and the city is on lockdown. I will also find this useful when there is need for conference calls in the workplace because I already experienced it and will ensure I continue to develop this skill to enhance my performance.



Reflection on some completed task as evidence
Looking back and reflecting on some of the tasks that were completed during this academic session and providing evidences to confirm taking part in the tasks in class.
Reflective Writing- I have taken part in class activities in writing a cover letter and CV, through this, I have demonstrated my ability to reflect and write a structured note on specific assignments that has been undertaken (Lifelong, 2016). Through this skill, I am able to build and improve on skills like;
· Communication 
· Problem solving
· Use of academic and professional language
· Identifying strengths and weaknesses 
(Please see appendix for evidence of Cover Letter and CV)
Group Work- as most graduate jobs have a requirement to be a team player, working as part of a team on group work assignments is a way of analysing the particular role I have taken in completing a task. Although group work helps to develop and enhance verbal and written skills it also gives the opportunity to identify strengths and weaknesses (Lifelong, 2016). Some of the skills that I have developed with the task include;
· Planning
· Organisation
· Minute taking
Presentations- delivering presentations is essential to academics and most graduate professions. While Presentations are used to inform an audience about a new idea or increase their knowledge of an idea, it gives the opportunity of understanding body language (Lifelong, 2016). Some of the skills that I have developed with the task include;
· IT Skills
· Confidence building
· Listening skills
I am confident that my participation in the classroom tasks has prepared me well for my academic achievements as well as preparing me for the future employable skills.
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