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[bookmark: _Toc89443006]Introduction
Academic skills can be described as a skill that helps in the studies, projects and assignments given in the school colleges and universities that operates the students with studying and reasoning except for the practical and technical skills. Similarly, employability skills are known as the core skills or traits that are necessary to survive in a professional place and enable one to accomplish the job role of an individual efficiently.
The purpose of the report is to identify some of the skills of the writer and explain them with the help of personal reflection. In addition to that, the study will cover a thorough personal experience using a self-reflection model through which the weak skills can be identified thereby, improving using an action plan. 
[bookmark: _GoBack]The Gibbs reflective cycle can be described as a model of self-reflection and is also known as a management tool that helps individuals to think clearly and in a systematic way about their various experiences and analyze their feelings and behavior throughout the experiences.
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Figure 1: Gibb’s Reflective Cycle
It also enables them to seek the ideas or behavior which they can apply in the same situation if it happens in future. The Gibbs reflective model has six stages which are designed in a cycle and starts with a description of an incident and is followed by "feelings" "evaluation" "analysis" "evaluation" "conclusion" and "action plan". The topic will reflect on various skills like time management skills, academic writing, paraphrasing, public speaking and presentation skills.
[bookmark: _Toc89443007]Description
To excel in academics and achieve a successful professional life, time management skills are crucial. Time management skills enable a person to improve their productivity. During my course, I have learned how to develop my time management skills so that I can extract maximum time to accomplish my studies and other important tasks. I have learned various processes and tactics to manage time efficiently. Such as to manage time the first thing an individual needs to use is to make a to-do list. I have also learned to use the Eisenhower matrix which helped me to recognize the important and important works. The Eisenhower matrix can be defined as a powerful tool of time management that helps to distinguish between important and urgent tasks which are time-sensitive and demands attention. It has enabled me to cut out the unimportant tasks from my to-do list so that I can get some more time which I can use for study or other important work.
Another important academic skill that I have learned during this course is academic writing. Academic writing can be defined as a process that helps to break down the idea using a formal tone, deductive reasoning and the point of view of a third person. I have learned that academic writing is a formal style of writing and it incorporates special techniques which vary from different styles of writing such as report writing and essay writing. Moreover, the writing styles of a specific type of writing can also be different such as a structured essay that incorporates pictures, tables and an unstructured essay that follows the rule of an introduction, main body and conclusion. I have also learned that academic writing incorporates simple words but an individual needs to provide a variety of words and phrases to enhance the quality of the writing. Thus I have learned various phrases and words that enhanced my academic writing skill and improved my overall knowledge and efficiency of language.
I have also learned paraphrasing during my studies which was a completely new phrase for me. Paraphrasing can be described as a method of expressing thoughts and ideas from other sources using one's language and without changing the meaning of the text. Paraphrasing not only means changing the words with their synonyms, rather restricting the sentence reflecting the same ideas, tone and emphasizes used on the source of the text. I have learned different steps of paraphrasing and practiced various activities to enhance this skill.
During the study, I have to make various presentations and I have learned public speaking skills as well as presentation skills. Public speaking skills are the skill that helps an individual to address the people in front of a person effectively. Effective communication skills, body language, a good sense of humor along confidence are crucial for public speaking. Similarly, presentation skill also helps to deliver a presentation successfully and keep the audience engaged throughout the presentation. It also requires adequate technical skills to make the presentations catchy and engaging. 
[bookmark: _Toc89443008]Feelings
Before knowing the time management skills I was not able to complete my tasks effectively. Moreover, sometimes I forget to do an important task which makes me feel embarrassed before my teachers and friends. During learning time management skills it was hard for me because previously I had never worked in an organized manner. After learning the skill I enhanced my efficiency and professionalism towards the task and I have received appreciation from my teachers for submitting the tasks effectively. Before learning academic skills I got poor marks in my assignments. While learning the academic skills I was quite excited as I have learned many skills such as new words, phrases, and use of graphs, charts and so on. I have also learned how to research from authorized and verified sources to get authentic data for research. However, I faced hardship with the referencing of those writings and it took me a little time to understand and follow the guidelines of Harvard referencing 2018.
Before knowing the paraphrasing I was facing difficulties in explaining my thoughts with proper words and sentence construction. However, learning paraphrasing was also a somewhat difficult task for me as my stock of words were less initially. When I started practicing academic writing my stock of words increased which later helped me in paraphrasing. Before knowing public speaking, I was less confident and a shy person who always has to struggle before speaking in front of people. However, while practicing public speaking I have used a mirror which made me confident and helped me to find my best angle to present before people. I have also developed good communication skills, body language and more openness in my personality which enabled me to speak publicly with confidence and effectiveness. I have also learned techniques such as tricks to make presentations stand out which also contributed to my technical skills.
[bookmark: _Toc89443009]Evaluation
Learning a time management skill was hard for me initially as I was not used to making a timetable format and operating according to it. Moreover, sometimes I forget to change my tasks when the allocated time is over. Thus, after the end of a day, I found myself only being able to complete some of the tasks rather than the whole one. However, slowly I got accustomed to operating in an organized way which was a good part of learning time management skills. While learning academic skills I was quite excited as I was going to learn the research skills more minutely as I was passionate about it. Learning academic skills was a good experience for me as I have grown my stock of words and knowledge of writing in a more organized form by providing sufficient evidence and information. However, I had to struggle with the Harvard referencing as I was confused with the rules which was the bad part of the experience. The good part about learning the presentation skill was it made me a tech-savvy person and helped enhance the technical knowledge that helped me to finish my assignments and projects effectively. 
[bookmark: _Toc89443010]Analysis 
Among all the skills I have learned, the most important skill for me was time management skills. Time management skills are the skills that enable a person to imply all the skills effectively and make their growth significantly. Time management skills enabled me to distribute my time into each skill development and enabled me to learn many skills in a small time. Using time management skills I have become an organized person and it enabled me to submit my projects and assignments on time. On the other hand, academic writing skills are important as it helps to improve their written communication skill and knowledge in the specific sector. Academic skills have helped me to improve my ability to read texts and extract important information quickly. It has helped me to modify my pronunciation more correctly. The academic waiting skill has the power to enhance the overall language capacity of a person. Thus, using academic skills has improved my overall knowledge of the language by performing the linguistic activity and contributed to my overall education, and discipline. 
Learning paraphrasing provided me with the opportunity to express the important thoughts in my own words and enhance my ability to read and know more concepts. It helped me to convey the original message of the writer in my language, thus also enhancing my stock of words, phrases, synonyms and the ability to interpret fast. Presentation skills enable a person to interact with the audience effectively and transfer the messages with clarity. It helps to engage the audience and understand the mindset of the audience. Presentation skills and public speaking skills have enhanced my creativity as I was able to generate creative ideas and innovative techniques while making the PowerPoint slides. It has also shaped my body language and the ability to interact with people with interesting talks and contributed to my overall personality.
[bookmark: _Toc89443011]Conclusion 
While learning these skills I have encountered several other skills which are connected with these skills and learning these skills has provided me with the opportunity to learn some other relevant skills altogether. For example, while learning time management skills I have also learned organization skills to manage time an individual needs to work organized. The academic writing skills also developed my research skill as to practice my academic writing I have practiced writing on various topics which eventually enhanced my research skills too. The next skill I have learned is paraphrasing which has enhanced my vocabulary and stock of words and enhanced my overall language skills. In addition to that when I was learning public speaking it has changed my perspective to see incidents and changed my nature and shaped my body language in a positive way that enabled me to become a better person.
[bookmark: _Toc89443012]Action plan
An action plan can be defined as a detailed plan that helps to design the steps that are necessary to take to improve the weak skills of an individual. The action plan to enhance my skills are discussed below:

	Skills to be improved 
	Action to improve  skills 
	Timespan 

	I want to improve my academic writing skills more.
	I will read books from the library to learn and seek online resources to know the techniques to develop my academic writing skills.
	I will improve these skills in 3 months.

	I want to increase my presentation skills more.
	To increase my presentation skills I will emphasize more on online videos especially tech videos and articles to enhance and get more ideas of making a good presentation.
	I will improve this skill in 1 month.

	I want to improve my public speaking skills more.
	To increase my public speaking skills I will refer to the online and offline lectures and observe the techniques and body language of the public speaker to enhance my speaking ability and body language. 
	I will improve these skills in 6 months.


Table 1: Action Plan
(Source: created by the learner)

[bookmark: _Toc89443013]Conclusion 
To conclude it can be said that academic and employability skills are crucial for every student as these are the skills that contribute to the early development of a person and contribute significantly in both their personal and professional development. The study has covered various types of academic and professional skills of the writer and focused on how these skills contributed to the overall personality and skill development of the writer. In addition to that the writer has also used the Gibbs reflective model to describe, analyze and evaluate the experience and feelings of the writer throughout their journey of learning. Furthermore, it has also accounted for an action plan to enhance the ability and skills of the writer.
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