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[bookmark: _Toc88296459]Introduction 
Reflection explains previous experiences following appropriate structure (Markkanen et al., 2020). Besides,  Husebø et al. (2015) suggested that it allows one to learn from experiences and focus more on the action plan if there is any lacking. Moreover, reflecting on the previous experiences helps to identify the lacking and make a better future. Hence, He et al. (2018) argued that it has been found that many people consider learning from experiences are the best. This report contains the reflection of learning from this module using the appropriate reflection method. There are different reflection methods are found and used as per the personal choices. However, Gibbs reflective cycle is mainly used and popular that allows one to reflect through different stages. According to Smith and Roberts (2015) the Gibbs reflective cycle has six distinct phases: description, feelings, evaluation, analysis, conclusion, and action plan. All these stages are helpful to evaluate all the factors appropriately and find out the overall positive or negative side of the experiences. My learning on the cover letter, paraphrasing, time management and referencing are discussed in this report to find out overall understanding. Evaluation of my learning through the module with experiences, things went well, something that did not go well with proper action plan are described in this report following the Gibbs reflection model. 
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Description: In the academic and employability skills module, I have learned different academic skills such as cover letters, paraphrasing, time management, and referencing. My course teacher had undergone various activities during the classes that helped me to adopt new academic skills. For instance, I have learned critical cover letter writing in the competitive job sector to show something different to the recruiter. Class activities were done for administrator, office manager, project manager, recruitment consultant for events, restaurant manager, and sales assistant job cover writing. 
Feelings: I feel that I have learned several academic and employability skills that increased my overall experiences. Before starting the module, I have limited ideas regarding cover letter writing. As I have practised cover letter writing from the beginning, I can now quickly write an appropriate cover letter for my career. Class activities and participation in the cover letter writing practice following the business style helped me enhance my overall qualities.
Evaluation: Four academic skills that I have learned during this module was challenging for me. I have faced difficulties initially, and I should have practised some of the skills to increase my abilities. However, course activities in the class and teachers guidelines helped me cope with the process and reduce my lacking of academic skill evaluation. For the cover letter writing, I think the factors I learned are appropriate for my career. However, I need to observe more as competition rises in the job sector that might impact my skill development process. 
Analysis: Dean (2014) suggested that there are different ways of academic writing practised during the course that helped are helpful to identify the process and its importance on the overall professional skill development. All this learning can enhance my overall chances of getting a job in the right place. Besides, a cover letter allows impressing the employer to appoint for the position. However, I need to practice the academic writings that I have gone through during this module to maintain my learning process effectively. 
Conclusion: Sibson (2008) sited that techniques and methods of business cover letter writing have certain benefits on career development process. I can take help from these to maintain my career development process properly. Besides, practising them with updated information will also help me to keep my learning process. Adding a CV with the cover letter automatically help to impress the employer. 
Action plan: Different cover writing techniques need to be practised accordingly to help me maintain my career development process. As such, I need to plan by following the urgency of the work and staying updated with the qualifications to enhance efficiency. 
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Description: I have further learned about paraphrasing during the course, where eight steps were discussed. Hafner (2010) argued that read, think, understand, go away, return, write, check and cite are the eight steps of paraphrasing. Paraphrasing is the way of writing ideas of another person in person own words. 
Feelings: According to Antholz (2018) paraphrasing is the process of explaining another authors work in own words without plagiarising. During this module, I feel that the steps that I have learned regarding paraphrasing helped me follow the appropriate measures of paraphrasing. Lack of ideas on the paraphrasing impact on the overall importance of paraphrasing. However, practising paraphrasing steps helped me write my thoughts by taking help from other sources. 
Evaluation: For paraphrasing skills, my practice during the course and learning will help me increase my academic writing skills activities in the future. According to Neville (2012) changes in the sentence structuring with various synonym words and using them appropriately also increas abilities of paraphrasing skills. Several exercises were taught during the course, and I think I need to practice them for the future.
Analysis: My learning of paraphrasing following synonyms automatically increase my writing qualities. Besides, I have learned how to search for references that will help me to evaluate the important articles that are related to the writing. Though I have some lacking not he paraphrasing as I just learned the process but reading more articles and working on them are needed. 
Conclusion: By reading different articles and practising them as per the guidelines of the teacher helped me to learn the different processes of paraphrasing. Besides, I have followed the word structure with the appropriate method to enhance my skill in paraphrasing. As such, I can able to perform any similar work in the future. 
Action plan: I have identified some lacking in the paraphrasing that I should need to increase properly. As I did not do before, this automatically impacts the adoption of this skill. Hence, I should need to practice more and plan for time management for paraphrasing. Reading more articles and guidelines provided by the teacher will help me to find out more enhancement on the paraphrasing. 
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Description: I have learned regarding the time management process followed by the weekly planning and Eisenhower method. Whitmore (2017) suggested that Eisenhower method mainly the way to utilising the principles of importance and urgency to maintain, prioritise and workload.
Feelings: I really feel that time management helped me to utilise my time properly. Following the Eisenhower method, I can rank different activities based on urgency and non-urgency. Lewis et al. (2020) argued that ranking time as per the urgency is helpful to utilise them as per the importance and keep track of work. I have prepared a weekly calendar with hours to maintain my regular activities as per the importance and keep track of if there is anything wrong.
Evaluation: For time management, I have practised the Eisenhower method to utilise my time properly. Besides, I have read different articles on time management as a part of the skill development process. This helped me to learn more and show proper value to time management. Though, I still have some lacking in the utilisation of time due to the use of social networking sites more. Hence, I should need to focus more on time management to maintain my activities properly.  
Analysis: Time management allows one to evaluate the time and use them appropriately (Witteveen and Andrews, 2019). I have identified both positive and negative aspects of time management during this module. I have learned different aspects such as proper utilisation of time and preparing urgency basis tasks to solve on time. Though, I should need to continue on time management as I spend my time on social networking sites. Reducing time for social networking and focusing more on fruitful activities are highly required that can maintain my career development process.
Conclusion: I have evaluated different aspects of time management, and I need to follow them appropriately. The lackings that I have found on the time management needs to work more. That will help me to maintain my tasks on the right schedule. Though, the method that has followed needs also be updated after completing a task. 
Action plan: I have some lacking in the time management process as I mostly spend my time on social networking sites. Besides, I made issues on the urgency of the work that impacts the overall performance. As such, I need to enhance my time management skills and utilise them appropriately as per the urgency. Moreover, Khelfaoui et al. (2020) considered that keeping track of the activities from start to finish will also help to maintain my working procedures. 
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Description: I have learned referencing skills during the module. Referencing is the way of providing different sources and linked together with the assessment of appropriate sources. Different class-related activities and techniques of referring were discussed during the class that helped me to learn the process of referring with its importance.
Feelings: I have learned regarding referencing in this module that helped me to provide proper credit to the sources. I have learned the Harvard referring method during the class that easily increase the credibility of my work. Though, I feel I should need to learn more about the referring process.
Evaluation: My learning on referencing needs to be increased as I have to lack practice. Though, I have learned different techniques of the Harvard refereeing skills and practised them in the class. Less practising after class made an impact on the learning process that I should need to monitor. 
Analysis: Mallinson et al. (2017) argued that providing appropriate credit to the author increases the academic writing credibility. I have analysed my referencing capabilities, and I need to increase my skills. As I just followed the techniques of Harvard referencing during the class. I need to discuss more with my teacher to increase my skill in referring. Though, different guidelines are provided by the teacher that is really important for the skill development process. 
Conclusion: Techniques that were discussed during the refereeing helped me to increase my academic writing capabilities. Besides, I have to practice them as per the teacher's guidelines to find out my performance. However, there are some lacking that I need to increase on the referencing that can be beneficial for my overall development process. As such, proper planning and evaluating the works can help me to maintain my skill development process. 
Action plan: There are different lacking that I have identified on the referring that I need to reduce. Proper practice and reading out different articles can help me to work on my refereeing skills. Besides, Alias et al. (2019) suggested that maintaining evaluation of the skill and proper focusing on the referencing can help to enhance my academic writing abilities. As such, I need to make a plan for time management to enhance my referencing skill. 
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Pears and Shields (2019) suggested that evaluating academic and employability skills are highly required for the personal development process. Besides, to enhance the career, there requires adopting different skills that can help to maintain working procedures. However, there are four major skills that I have learned during this module, and I need to practice them as per the reflection process. I have identified some lacking in different areas of learning with positive aspects. Proper practising them automatically help me to maintain my development process with the time management process. Each of the skills is highly required for the overall development process, and I have got all the basic ideas of them. Proper evaluation of them as per the practice provided by the teacher can enhance my learning process. 
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