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Executive Summary
The report explained that about various aspects of academic and employability skills which the help of which a person like me can attain success in the market. The study also explains various aspects of paraphrasing, references, time management and cv writing. The Gibbs reflective cycle helps to explain the topics nicely while developing an action plan for the plan. The better use of an action plan can help an individual to improve proficiency, performance and success in the competing business field. The study also explained that better use of chosen skills increases success by helping to achieve personal, professional and academic goals nicely.
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[bookmark: _Toc79822373][bookmark: _Toc79850106][bookmark: _Hlk79771640]Introduction 
[bookmark: _Hlk79839897]Reflection is the method by which an individual express about experiences and feelings about various activities learnt in various aspects of life. In other words, it helps to analyse and improve personal experiences that can help to improve personal as well as professional life. Gibbs reflective cycle is one of the reflective models, which helps to explore several aspects about experiences and learning while creating and executing a plan to improve several skills nicely. Many topics have been covered in “Academic and Employability Skills” module, however, this study will shed light on mainly 4 topics, including paraphrasing, references, time management and cv writing. 




[bookmark: _Toc79850107][bookmark: _Toc79822374]Reflection
Gibbs Reflective Cycle 
[image: ]
Figure 1: Gibbs Reflective Cycle
(Source: Griggs et al., 2018)
· Description 
I have attended class lectures which helped me to improve my effectiveness in various aspects. Time management means the procedure of planning, using and controlling time to perform and complete various types of activities resulting in maximising efficiency (Kirillov et al., 2015). I have learnt that good time management is essential for my personal, professional life and it helps me to improve productivity effectively. The reason is good time managing skills increases my focus and confidence to perform and handle various activities efficiently resulting in maximising success. Referencing is the procedure of ensuring better completion of a work or responsibility while maintaining integrity and accuracy in work (Marsh and Campion, 2018). I have gained knowledge in right referencing style, and this not only increases my accuracy but help to maintain accurate research skill in my work. For example, Harvard Referencing guideline helps to complete my academic assignment nicely leading to increasing success with informative content. I have learnt that there are various kinds of referencing which different writers use leading to improving proficiency.
Paraphrasing is the method of explaining information, views and ideas in own sentences without changing their meaning. It helps to analyse and collect abstract contents successfully resulting in improving performance (Roy and Grangier, 2019). I am successful in completing various paraphrasing exercises properly resulting in achieving better marks in exam leading to increasing my self-confidence. It even increases my interacting, understanding and analytical abilities leading to improving my performance. On the other hand, CV (Curriculum Vitae) is an essential tool that helps a person to get a desired job by representing various information nicely in a document (Elliott, 2018). My tutor has helped me to understand that this is because a correct CV helps a person like me to express my talents and achievements leading to maximising success. 
· [bookmark: _Hlk79825269]Feelings 
During my module discussion, I feel that my time management skills are good and up-to-the mark but my core research about it is less. Eisenhower method helps an individual to recognise activities and focus on them nicely (Mfondoum et al., 2019). I feel that better use of Eisenhower technique including smart objectives not only help me to prioritise my activates but also to complete and improve them through correct actions. I feel good time-management helps to handle and complete various activities without any kind of mistakes. Moreover, good referencing increases the authenticity of a work or an activity resulting in achieving set goals. While I was learning about various references, I genuinely felt that Harvard referencing is not only interesting and easy guideline but also helpful as it allows me to get me information effectively. I even downloaded handbook of Harvard referencing and use them in my reference list to acquire better marks in the work (Refer to appendix 2).
Moreover, paraphrasing assists to improve creative and expressing abilities by expressing an idea differently while maintaining the same meaning. I also feel that paraphrasing is an interesting task which helped me to increase and improve critical understanding skills. I was able to complete my assessments and exercises nicely during class nicely leading to maximising success. I also feel that the ability to prepare and complete a CV nicely can assist me to improvise my efficiency while improvising proficiency in my career. It helped me to become more competitive besides accepting goals. The reason is unique CV with accurate information increases the opportunity to get better career in a set time span. I also realised that I could write my CV in various formats depending on my target placement. It will become easier for me to increase productivity while becoming confident to handle new responsibilities successfully (Refer to appendix 3). In fact, I feel that better time management, cv writing and referencing skills can help me to attend better success while attaining better opportunities to sustain in the life.
· [bookmark: _Hlk79827998]Evaluation 
I inferred that better time management helps to use time properly while helping to complete various activities and responsibilities nicely. Better use of pareto principle defines that with 20% effort and individual can achieve results within 80% success (Das, 2019). It is beneficial for me as I can achieve set goals and improve my performance in regular activities efficiently resulting in increasing effectiveness in the work. However, despite of good time management activities I evaluated that most of the tasks are not right and minimising by productivity in certain scenarios. I also figured out that proper paraphrasing increases my progress in the several activities and tasks. The good effect of it is that I can inherit and improve new abilities making it easier to complete several goals without any mistakes. However, the weakness which I have found in me while doing paraphrasing is lack of evaluation content construction with core understandings of sentence meaning, thus may result in plagiarism issue sometime.
Referencing helps to increase and maintain genuineness in the assigned activities and exercises. I while conducting my class exercises realised the right technique to do reference along with in texting. This helped me to improve by productivity in the competing scenario. I learnt to use right Harvard referencing style making it easier for me to develop a better academic project. It is good as I can increase my work efficiency but inability to use it properly can decrease my marks as well. I estimated that since CV plays a crucial role in the better progress of a person, so it is essential to use relevant and authentic information. It is because proper research before CV writing increases the acceptance of a research to a greater extent. I learnt that good CV writing can increase my confidence to express my ideas more effectively in front of others resulting in gaining better achievements (Refer to appendix 3). However, I must go through different professional CV format properly to make my resume more attractive among others.
· Analysis  
I while understanding about time management realised that pareto principle, Eisenhower method and clear smart goals help to increase work effectiveness. I realised through my Management Development Plan (MDP) that most of my daily activities are wasting my time. I feel that innovative MDP can help to improve my effectiveness by minimising my errors. I also inspected that paraphrasing assists me to express my feelings and ideas more effectively in front of the others. It increases strategic competency and interactive skills resulting in maximising my success in the competitive academic and working field. It helps me to analyse my assessment and performance while interacting and developing better relationship with better all. However, I even realised that despite of having better time management and paraphrasing skills I became nervous which can decrease my effectiveness in the future
Proper referencing helps to improve effectiveness in the assigned work or activity while avoiding any type of plagiarism. I even analysed those right references such as Harvard referencing styles helps an individual like me to interpret personal and author’s ideas clearly resulting in maximising productivity (Refer to appendix 2). I even analysed that a good CV writing helps an individual to express various personal aspects in less time resulting in creating a better image in front of others. Better research, writing and reviewing of CV before using finally assists to achieve better proficiency in the competitive scenario. I also must improve my referencing and cv making style so that I can improve my performance while gaining better results in academics and professional life.
· Conclusion 
The next significant step of Gibbs cycle is conclusion. I while monitoring my time managing abilities came to the judgement point that by using pareto principle, Eisenhower method, SMART goals properly I can improve my time management has improved a lot. I am confident enough to improve my performance by delegating activities and completing them nicely (Thomack, 2012).  I even came to the point of view that unique time management skills help me to improve proficiency while improving by self-confidence, efficiency and stability in the competing scenario.
I even concluded that inability to use right referencing can decrease my effectiveness in the competing scenario. The reason is bad or wrong referencing style not only decreases my capability but also success level to sustain in the competing scenario. I must give my best in the competitive business field.  It is essential for me to improve my referencing abilities to increase my performance and productivity in various working and academic scenarios. I even concluded that better paraphrasing increases my confidence as well as commitment level resulting in accomplishing various goals and activities nicely. I not only feel confident to express my ideas clearly but also to make a strong position among others.
Finally, I concluded that a good cv writing consisting of various aspects of my personal, professional, academic and competitive life can help a person like me to attain set goals and ideas in time. I also have an opportunity to improve and attain set goals resulting in maximising success and feasibility in the rapidly changing business scenario. It helps me to improve my image and progress in the study as well as work resulting in maximising better accomplishment of goals and ideas in the competitive business field. 
· Action Plan
The action plan that can help me to improve my progress and success are 
	Objectives 
	Ways to improve 
	Time Frame

	To improve time managing skills while performing various types of activities
	I can assign various types of activities and try to complete them in a set time 
I can take advice from my teachers to improve effectiveness
I can improve and solve various types of tasks in a set time span resulting in increasing success
	3 months

	To increase my referencing styles to increase work effectiveness
	I can read and use various types of references and use them in texting.
I can also take advice from my seniors to improve them and increase my efficiency in the work.
	3 months

	To increase my interacting and thinking skills
	I can analyze various scenarios by using analytical and critical thinking abilities and solve the activities in own words
I can also monitor my progress and increase my paraphrasing abilities to increase stability in works
	3 months

	To improve and writing CV
	I can use various tactics and ideas to make my CV unique and informative 
I can also take advice from my teacher and others to increase achievements in the work life
	3 months


Table 1: Action Plan


[bookmark: _Toc79850108]Conclusion 
Hence, from the report it is understandable that better usage of Gibbs reflective cycle guides an individual to attain good progress in several aspects of life by analysing and using experiences and learnings properly. The study focused on few academic and employability skills and topics such as time management, paraphrasing, referencing and finally CV writing. It only helped a person like me to improve myself for better while assisting me to develop unique action plans. It is also analysed that strong action plans can help me to increase my effectiveness and proficiency resulting in better accomplishment of goals in academics and workplace.
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