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Introduction

This module helped me to understand that employability skills are harder to learn therefore a degree alone is not enough for finding a job. Politician and former general director of CBI, Digby Marrit Jones, suggests that employers are looking for their applicants to have developed soft skills related to the business’ domain. Those who can demonstrate and apply their skills have opportunities and achieve successful career (Jones, 2005) .It ensures that employee can make independent, responsible decisions, solve problems, and maintain relations with co-workers. These all are necessary for an employee to succeed, progress, and increase performance. 
During this module I have learned new tools, modules and skills that made me discover my abilities, strengths, and weaknesses. In this report I have reflected my learning and experience with time management. organising study, academic writing, and public speaking and giving presentation using Gibbs’ Reflective Cycle (Gibbs, 1988).  This model helped evaluated and analysed the skills I possess and ways of developing them. Identified the experience during and after learning a particular topic. The report helped me formulate a plan that will help improve my studies and skills necessary to achieve success.

I. Time management

1.1. Description. 
Time management covers different techniques and skills. Planning and prioritising skills helps to plan the tasks by their importance, create and maintain a schedule, prepare for presentations or meeting before deadlines (Indeed, 2021). This module helped me decide to exclude any additional work that does not fit into the schedule so I could finish the tasks in time.

1.2. Feelings.
During this module I have gained more knowledge regarding the subject, that made me understand I still need to master the time management skills. For instance, I am a perfectionist nature, that makes me plan too many tasks. I did some research on different time management skills and techniques, that I have used to finish everything on time. After changing my schedule, it made me feel much more organised and responsible. I feel more confident now that I am closer to the path of mastering the skills.

1.3. Evaluation. 
Although, the module has a good impact on my knowledge and employability skills, I had some struggles planning and prioritising my tasks. I had to evaluate my skills. Eisnehower Matrix helped to separate the tasks on important that are urgent and not urgent, and non-important task that needs to be delegated and those that should be deleted (Tools, 2019). The hardest step was to decide what are the tasks that needs to be excluded. However, the experience had a good result and impact on my personal time once everything was set. Another method of managing time that I started using is Pomodoro Technique (Cirillo, 2018). This technique uses to split the time into 25 minutes interval focused on the task then 5 minutes break, so I was able to do some non-important activity and give my brain time to relax. After repeating the sets four times, I used to take 30-minute break. 

1.4. Analysis. 
By the time I was doing research for both presentation and report, I developed the techniques that helped me become more adaptive and flexible. It encouraged me to gather more information on the topic to reach a good level of time management. The limitation is that Eisnehower Matrix was time-consuming as it took much time to prioritise what must be done, and which must be excluded (Bayer, 2022). However, practicing different techniques resulted in completed the task before deadline.

1.5. Conclusion.
Being able to better manage time helped me achieve good results in completing tasks. To set the goals correctly and using your time efficient are essential to be added in daily routine to improve productivity in both personal and professional life. Therefore, any career path someone choose, it is important to be able to manage your time effectively.

1.6. Action plan.
Now that I have deeper understanding on this topic, I plan to use the Eisnehower Matrix for my personal life as well. This will help me be better organised and practice planning the tasks more efficient. And for the future university projects I will be more confident to use the approach to fulfil my goals. 

II. Organising study

2.1. Description.
Academic success is not only a result of the brain capacity but also of study habits developed through time. Organising study can be defined as a part of time management skills. It requires to prepare a study environment that suits, search strategies that can help to form these habits and find resources and tools that can be used for learnings. 

2.2. Feelings.
I felt that it is required to assimilate and include organisational skills in order to have a healthy and productive way of studying. It was difficult for me at the beginning since I had to find a system that suits me and develop a routine. When I started, I was afraid of making mistakes or fall behind. Also, I was worried to find the relevant and reliable resources that can help me with assignment and assimilate the lectures. But the current module assisted me to improve my capabilities of organising studies while attending the lectures.

2.3. Evaluation
This module possesses an effective series of information that assisted me to improve my analytical skills that influenced my organisational style of study. It helped me develop plans with steps to accomplish the tasks. I have built a routine using study schedule, created a study place, made notes during the lectures and revised them the same day, and found additional information browsing online (Louise H, 2020). These organisational strategies made me stay on top with my learnings and balance my studies and family. 

2.4. Analysis
	Organising studies gave me confidence and assisted me with analytical skills to be able to work with different resources and conclude which are relevant and meaningful for me. Having good organising skills helped me built a learning attitude that makes it easier and more passionate about studies. Organised students study more efficient, use time more productive, gain academic success and balance time for other activities nonrelated to studies.


2.5. Conclusion
The lack of proper planning makes assignments more difficult accomplish. Organising studies is essential as it also helped me to get efficiently get through the report and the presentation task for the module. This skill also will help me gaining knowledge, experience and habits that will reflect on my dream job. But success can be realised only by rehearsing and mastering the skill. 

2.6. Action plan
Because of poor organising skills at the beginning at the course, I needed to make an effective plan to catch with the material. I can further use different tools and strategies that will enhance a greater schedule and improve knowledge of the topic. I will stay organised online by finding platforms and sites that have study materials from other students and tutors. Create a study group can be helpful and effective way to stay organised with your learnings. (Connect, 2017)

III. Academic writing

3.1. Description
Academic writing is a writing process with certain style and structure that communicates ideas and information in a formal content. It has to be focussed and clear for the reader. When writing an academic paper, it should be considered the type of paper, its purpose, and the audience. Writing the paper requires researching and analysing papers in the chosen field. (Davies, 2020)

3.2. Feelings
This report seemed daunting and challenging, but it is a wonderful way to practice. It was a learning process to write the first academic paper. It was time-consuming to put your thought and ideas on paper, edit and organise them. But the more I wrote, the more relaxed I was by the flow. 

3.3. Evaluation
Different topics covered in this module influenced my ability of writing an essay. Academic writing requires many skills such as time management skills, organising, and a good level of language skill (Moeini, 2014). The limitation of a rich English vocabulary made the task more difficult, but in the same way more interesting as I found new phrases and words. Academic writing is also a good approach to improve my English and enrich my knowledge. 

3.4. Analysis
It is essential to practice academic writing as it is a hard skill to achieve. Formulate and structure ideas in a formal clear content is important for education to demonstrate your knowledge. It is important that universities teach this skill as many careers require to compose reports, research papers or literature review. It serves as a communication tool and helps to become a critical thinker.

3.5. Conclusion
While doing the report, I have concluded that academic writing improves many qualities and skills. It requires not to only present the information but also careful research identifying relevant information for my topic. It involves critical thinking and enrich the knowledge on different subjects. Practicing academic writing teaches to look at the problem from different points of view and construct the brain to analyse an issue in depth. 

3.6. Action plan
A good academic writing involves time management. I plan to make a schedule to practice writing that will help me with further education. Although, for a good preparation it is necessary constructive opinion and feedback. I will make use of an application such as Hemingway App to proofread my writings and highlight the issues. One of the best ways is to attend an English course that involves writing essays and reports to help me improve my skills and receive feedback. 

IV.  Public speaking and giving presentations

4.1. Description.
For this assessment we had to prepare an oral presentation that reflects our employability skills. I had to analyse the skills I need to improve in relation to my career path. I used analysing tool SWOT to identify and demonstrate my strengths, opportunities, weakness, and threats. Also, I have shown my Personal Development Plan to identity the process of planning and achieving the goals. This experience aimed to demonstrate my ability of public speaking ang presentation.

4.2. Feelings.
I felt quite nervous before and during my presentation as I have very little experience of public speaking. Also, was unsure of the information how to better organise it on the slides. However, I asked help from my friend to watch me present (Bailey, 2021). My friend was honest and gave me some feedback which made me feel more positive and ready to perform. After the presentation I was more relaxed, however I still feel insecure about such experience in the future. 

4.3. Evaluation.
The good side of the experience is that although it was challenging, it was encouraging preparing the material to discuss. I had to doubt some of my abilities to identify my weaknesses and strengths. I have a deeper understanding of the field and what I need to master in order to achieve success. But I also found information on how to improve necessary skills. Overall, I think I did well during my presentation even if I did forget some information I have prepared. 

4.4. Analysis.
It is essential to rehearse the presentation many times. I have written down my speech and practiced it aloud to myself, then to my friend. Because I had my script it helped to better organise my ideas, avoid mistakes in speech, and increase quality. But writing full script and memorising it can affect the presentation. In case the presenter forgets something, he may get confused and make uncomfortable pauses. Therefore, I have written the main points and thoughts only to direct me while presenting. During my speech I omitted some of the thought I have prepared because I was nervous. Because I did not panic, I was able to continue well the presentation. 
 
4.5 Conclusion.
This challenge helped me overcome my fear of public speaking. I have realised that being nervous and making mistakes is normal, because I do not have much experience in giving presentation. Accepting these helps me to alter the energy into enthusiasm and focus on practicing public speech to improve these skills. Public speaking skills offer effective way to demonstrate the knowledge, to make other to listen to my ideas and opinions and improve communication. Practicing and gaining confidence can give advantages in both university and career.

4.6. Action plan.
	I have collected few ways I intend to use to gain more confidence while giving presentation or giving a speech. I aim to be more proactive in dealing with different situation regardless of my experience. I will watch and learn from great public speakers on Youtube, observe their body language and speaking style which I could use and record myself so I can examine the way I sound. This would help me note my limitations and strengths I have to work on (Bailey, 2021). While making eye contact with the audience makes the people more engaged, it can be difficult when feeling nervous. It can be helpful to find a few points in the room to look at next time during a presentation and switching between them. It will help me make eye contact and demonstrate I am trying to engage everyone. (Unitemps, 2021)


Conclusion
The labour market is very competitive which makes it more difficult for many professionals or graduates to find a job. Employers value skills that go beyond the qualifications and expertise. The person that shows evidence of the skills and knowledge possessed for the job, stands out from the crowd. This module helps students to prepare for a job and assimilate different tools and skills needed to be successful in life.
Although, we have passed few topics that I knew about, the module gave me deeper knowledge and helped me wanting to work more on my skills and learnings. Gibb’s reflective cycle helped me to divide my experience in steps to better understand my limitations and strengths. 
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