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Introduction
Reflection is a way to facilitate learning and self-improvement by looking back at our past experience and reflection writing is producing the reflection into the more structured and lasting format of a written account and then connecting it to academic theory (Oxford English Dictionary, 2012).
The reason for reflecting is to learn from our past mistakes, improve ourselves, work and learn better.  By writing my reflective report, I would discuss how learning in this module has helped me to improve and develop my employability and academic skills.  I am going to write about five topics in this module which have helped me to develop my academic and employability skills.  The first topic is paraphrasing from which I learnt academic writing.  The second topic is CV writing which has enabled me to improve my employability skills. The third topic is the three models of reflection writing which has helped me to learn from my past mistakes and improve myself in both academic and employability fields.   The fourth topic is presentation skills which has helped me to write my presentation slides more effectively and the use of power point as well.  It also developed my presentation skills as how to target my audience, connect with them, be confident and what tone of voice to use.
Paraphrasing
Paraphrasing is taking a passage either written or spoken and then writing in your own words. It is vital to keep the original meaning so that the facts remain unscathed (Examples of Paraphrasing).
 Previously, I did not know much about paraphrasing. I wrote in simple English and was not knowledgeable in academic writing. I did not have the understanding of paraphrasing.  When I did my in-class exercises of paraphrasing, I learnt to change word class in a sentence e.g. verb becomes noun and vice versa.  Additionally I have learned to change tenses in a sentences for e.g. past becomes present and vice versa and active becomes passive.   Most importantly, I have learnt eight steps to paraphrasing.  These steps involve, I need to read carefully any questions and texts. I need to think about the main idea and also understand it. I need to spend fifteen minutes away from the text.  After returning I need to write the idea and text in my own words.  I then need to check the original text and make sure my phrases, word and structure are different from the original passage but retain the original meaning of the text.  For example, last term in my assignment of Team Work and Communication skills, I incorporated changing tenses, using synonyms, changing word class in sentences and reading carefully. I achieved good marks and good feedback in my assignment which made me happy.  I am currently using this skill in doing my assignments for Digital skills.
 Furthermore, I need to cite the original source and place the citation within the text and at the end in the reference page.   The reason is to avoid plagiarism which is very important in academic writing and doing assignments.  I also learnt to use synonyms which previously I had not used before.  Due to this I have significantly developed my ability to write synonyms in academic writing.   This skill has enabled me to do my academic writing and assignments for my course.  It has also proved vital to me for writing reports, emails and memos at work.  I am not yet certain about retaining the original meaning of the text while writing in my own words.  I will now need to develop this skill by practising writing passages.
CV Writing
A CV provides a description of who you are as an employee by highlighting your work experience, educational qualifications and skills (Maund et.al. 2017).
I am currently studying Level 4 Certificate in Higher Education: Skills for the Workplace. In my module of Academic and Employability skills, I learnt about CV writing.  Previously, I noticed My CV was not written in a professional manner.  I wrote too many details in my CV and it would be longer than two pages.  By doing in-class exercise in CV writing I gained knowledge to write my CV in brief and write in bullet points to highlight my strengths and skills.  Furthermore, I learnt to write my employment history in the right manner i.e. the present employment is written first.  Most importantly, I learnt to write different CV  catering to different jobs for example, for office jobs I now write more about my office experience and skills and for retails jobs I write more about my retail experience and skills,.   Because of this, I have significantly developed my skills in CV writing.  I now write in bullet points and my CV does not exceed two pages. 
[bookmark: _GoBack] Initially, I noticed that my covering letter was not adequate.  I would not focus and research the companies in which I was applying for jobs.  Having  discussed, analysed and doing my in-class exercise in writing a cover letter, I have noticed that I have significantly improved my skills in writing a cover letter.  Now I am researching the company where I am applying for a job and linking my qualification and work experience with the job advertised.  This knowledge is essential for my employment.
REFLECTIVE WRITING
Objective experience is just one part of the experimental learning process and includes theorizing, reflection and subsequent application (Maund et al. 2017).  Reflective writing is a piece of writing that compiles a student’s critical reflection on a subject.   There are three models of reflections.
Driscoll’s Model (1994)
This model was developed by Driscoll in 1994, 2004 and 2007.  It concentrates on three questions. “What” is the purpose of returning to the event? It means what happened, what did you see and do?  What was your reaction and what did other people did.  “So What” means the understanding of the context.  It includes how you felt at the time, how you are feeling now and is there any difference and why is there a difference.  “Now What” means adjusting to future outcomes.   It includes as what needs to happen and what are you going to do about it?  (Driscoll (by Borton) Model of Reflection, 1994).
Kolb’s ‘Experimental Learning Cycle’ (1984)
Kolb’s theory is a four-stage cycle of learning and has four separate learning styles.  It includes concrete experience, reflective observation, abstract conceptualization and active experimentation. Effective learning is seen when a person progresses through a cycle of four stages, which is experience, reflection, conceptualization and test.  The various factors which influences a person’s preferred style are educational experience, social environment and basic cognitive structure of the individual ( McLeod, 2017).


Gibb’s ‘Reflective Cycle’ (1988)

Graham Gibb’s developed Gibb’s ‘Reflective Cycle’ in 1988.  This cycle covers six stages, which are Description, feelings, evaluation, analysis, conclusion and action plan.  This model can either be a stand-alone experience or a situation you go through (Gibb’s Reflective Cycle).  

In this module, I learned about reflective writing.  Previously, I had not known about reflective writing.  Having learned I now realised it has benefitted me a great deal.  It has helped me in my academic writing and doing my assignments.  Particularly, the Gibb’s Reflective Cycle has significantly developed my reflective writing skills.  For example, when I have to do my assignments, I try to understand the assignment and then evaluate and analyse it. I also then have an action plan for writing my assignment. As a result of this my assignment is good and I achieve good marks.  At work, if I have conflict with another team member, I now try to analyse what went wrong   then try to analyse the situation as to why the conflict happened.  I then learn from it and try to do things differently so the conflict does not happen again.   The Gibb’s Reflective Cycle for me is easier to use as I do not have to go through all the stages. This has proved beneficial for all my team members at work. The atmosphere is good as there is less conflict and we are all more productive and efficient.  As a next step, I will now need to develop my skills in reflective writing more and this will be achieved through practise.

Presentation Skills

The oral delivery of information to achieve particular objectives is called a presentation (Morgan, 2017).  However in most cases, in order to do oral delivery you have to write bullet points in power presentation slides especially in academic work and certain jobs.

Previously, I noticed I was not good at writing presentation skills. I did not know how to write power point presentation.  In my module of presentation skills, I significantly developed my knowledge of writing presentation. I learnt to use power point slides and write in bullet points.  In my assignment, I had to do power point presentation on successful team development.  I wrote six bullet points in each slide, my language was clear, precise, and I added pictures to make it look attractive.  I received good feedback from my lecturer which made me feel proud.  

Initially, I did not have confidence and was nervous while presenting orally to the audience.  After learning this skill, I significantly improved on delivering oral presentation.   I recently, did an oral presentation in my Academic and Employability skills module.  I am now more confident as I was the first one to volunteer myself to give oral presentation.  I spoke clearly and precisely and everybody could understand what I was saying.  I gave my presentation online as the University is closed due to Covid-19.  This is the first time I have done presentation online.  I also switched the video camera on so everyone can see my face and my facial expressions.    I also used speaker notes to help me in my presentation.  I spoke in a natural way. My lecturer gave me good feedback and one of my other colleague responded that I should explain more and not get to the point straightaway, which next time I will keep in mind.  In my previous presentation in Digital Skills and Research methods module I was nervous and lacked confidence.  Although, my slides were in bullet points, I did not add pictures to make it look attractive.  I was not the first one to do presentation.  I did not use speaker notes when giving presentation and so was nervous.   I dressed appropriately for the presentation.  The feedback from my lecturer was although I spoke clearly, I was a bit nervous.  I took the criticism positively and worked on my weak points.  This enabled me to do better in my recent presentation.    Additionally, I have learned to open my statement in a way so that I can catch the attention and interest of the audience.  I briefly state the topic I will be discussing and briefly summarise my main theme for a solution.   Previously, I realised my body language was not appropriate while presenting orally.  I was nervous and lacked confidence.  At present, I have noticed a significant change that I am more confident and less nervous and I have greatly benefited me in my academic and employment career.

Conclusion

Doing a reflective report in Academic and Employability skills has broadened my perspective that is important in my academic writing and at work.  Previously, I did not have enough knowledge of the various skills I needed in my academic career and professional career.  My report writing skills and dealing with conflict at work was poorly handled.  Learning about various skills and different models of reflective cycles not only helped me excel in my academic and professional career but will also help  me to lead an efficient academic life.  I have developed skills in paraphrasing, CV writing, cover letter, reflection writing and presentations skills which I will apply in future in my academic life as well as professional life.  I will implement all these skills practically.  
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