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[bookmark: _Toc78490501]Introduction
Reflective writing helps to evaluate one’s skills and experiences by using a proper model. I have used Gibbs’ Reflective model to prepare this report. This model is based on 6 stages which are discussed in this report. This model has helped me to critically think about my skills and experience. I have learned many new and useful things in this course. I have selected four topics to reflect on my experience. These are time management, academic writing, referencing, and CV. All these skills are very crucial for a student to prosper in his/her career. That is why I have chosen these skills to analyze my improvements after completing this course. 


[bookmark: _Toc78490502]Gibbs’ Reflective Model
To reflect on my skills, I am going to use Gibbs’ Reflective Model. There are 6 stages in this model. The stages are describing what happened during the period, examining the feelings, evaluating the experience, analyzing the situation, concluding the whole journey along with the action plan. All these stages are described below:
[bookmark: _Toc78490503]Description
This refers to the statement of experience a person has during the period. To analyze my academic and employability skills, I conducted a SWOT analysis and prepared PDP. Throughout the session, I got to learn many academic and employability skills. I learned the importance of time management. I studied how to develop a plan and how can I utilize my time most efficiently. During the 1st week, I wrote about my feelings at the beginning of the program .It was a mix of excited, confident and in the same time unsecured feelings. But  I got to know about the to-do list. Whenever I had to do an important task such as writing a report, preparing for the presentation, etc. I make a to-do list so that I do not forget to discuss the core topics. I have got to know about Eisenhower to understand time management styles. This helped me to manage my time efficiently in my daily basis too. Besides this, I got to know how to write academic reports, essays, projects, etc. In the 2nd week. During this week, I gathered a clear knowledge about sentence and paragraph structure. In week 3 reflection methods and also I have learned about different note-taking methods which helps me to understand that taking note wisely it is useful, save time and focus more in the lecture .During this period, I also learned about the importance of developing employability skills from various sources such as business magazines, website, government reports, etc.  It will be really helpful for me in the future, in my career. In academic writing, it is vital to choose relevant and reliable sources of information. Another important aspect is to use proper grammar and language (Cottrell, 2014). Now I can use the proper structure for my writing and know the fundamental structure of essays, presentations, and reports. I also discovered the structure of clauses and sentences. Now I can easily differentiate the structure of the essay and report which was not clear to me before attending the session.  
Another thing I learned in this module is referencing. I participated in the referencing workshop during week 5 which helped me to understand how to search for reliable sources. During week 9, I was assigned to conduct a presentation on academic and employability skills where I have applied my referencing knowledge. I used to practice more at home to reference well. Referencing is an important aspect. Whenever a person writes something or uses secondary sources of information, he/she should give credit to the main author of the source (Pears and Shields, 2016). I learned the importance of referencing and especially I got to know about the Harvard Referencing systems. Another important thing was knowing about curriculum vitae (CV) which I got to know during week 8. All employers ask for a CV from the applicant which works as an initial screening step. If I do not know how to prepare a CV or I use the wrong information or style, I will not be able to pursue my dream job and pass the screening step. The lecturer made me understand how to design a CV and understood the importance of preparing a good CV. I enjoyed the cover letter writing practical session. Now I can prepare my one-page eye-catchy CV which is bound to leave a good impression. By paying attention to improve one’s CV will help to increase the chance of gaining a job interview (Bowler, 2021). In today’s competitive job market, it is crucial to make a good impression. 
[bookmark: _Toc78490504]Feelings
I have felt mixed emotions while completing this module as some topics were completely new for me such as academic referencing, different framework of reflections, giving an individual presentation in week 9, etc. I will explain each topic individually. Understanding the importance of time management tools was an enjoyable task for me. When I got to know about the lesson, I decided to practice at home so that I can always manage my time more efficiently. I have discovered that without managing the time efficiently I cannot reach my goals. When I got lessons regarding academic writing, I found that I did not know a lot of things. During the class, I understood that to prepare good academic writing, I must develop my knowledge regarding grammar and vocabulary. Academic writing is unique compared to other types of writing. There are many styles of academic writing. A student has to know all of them (Algier and Algier, 2016). Before joining this class, I was only aware of writing reports. But I did not know there was a clear difference between writing essays and reports. 
Another challenging topic for me was referencing. To validate academic writing, the importance of referencing   can not be ignored. A writer should give credit to the one from whom he/she borrows concepts of a particular thing (Pears and Shields, 2016). During this class, I got to know that if I do not cite sources well, it will lead to plagiarism which is a serious academic offense. The use of reliable sources proves that the writer has done proper analysis and given a significant time to complete the report. But I must mention, I enjoyed preparing my CV as I gained a clear knowledge regarding this. 
[bookmark: _Toc78490505]Evaluation
This focuses on the good or bad sides a person goes through the journey. I had gained enough knowledge during this course but before joining this module I was weak at some aspects too, like using proper grammar and vocabulary. Whenever I used to take help from the internet, I used to found different styles and I got confused about which style is appropriate for me. As I gain clear knowledge about academic writing, now I got passionate about academic writing. Another challenging task for me was giving a presentation online. Presentation skills help a student to increase their confidence level (Van and Becker, 2017). I got nervous during the session but   my tutor and colleagues helped me to overcome this situation by making a friendly environment. After that, I gave the presentation which mainly focused on skills that I need to develop to become a good leader. This helped me to understand that I am poor at communication, decision-making, and negotiation skills. I have developed a personal development plan to improve my weaknesses.  I am still struggling with references. I faced difficulties when I had to choose online articles to reference my academic writing. I had to spend some time choosing a reliable source .Finally, I took the help of a government report on time management skills, a news article on the importance of CV writing, academic books, etc. and I could prepare the report.
[bookmark: _Toc78490506]Analysis
The analysis stage helps to understand why some things went well and why some things did not work well. At the end of this course, I realized that I have improved a lot during the period. Before taking this course, I did not know detailed information regarding academic writing, referencing, CV writing, and time management skills. But I enjoyed the classes as each day I was able to learn new things which were helpful for me to develop my academic and employability skills. The writing endeavor was difficult for me but as time passed by, I got to become comfortable with academic writing. I think that turning a stressful task into an enjoyable task requires a lot of practice. I never gave up. I used to write on new topics whenever I got free time. This helped me to improve my writing style. Without having rich vocabulary knowledge, it is not possible to deliver a good piece of writing. Another important thing is to have clear knowledge about what the writer wants to communicate without wandering off into irrelevant areas (Bradford, 2021).  I tried to link the information with report topics. For example, if I was asked to write about team leadership skills, I will search for relevant articles in business magazines or government reports, academic books, or websites. The knowledge of time management skills helped me to improve my writing speed. I can avoid procrastination. I can to use   time more efficiently then I used to, applying the method of 80/20 rules. Then again, I had identified many gaps which I still need to develop. There are different types of referencing styles (Pears and Shields, 2016). This is developing knowledge regarding different styles of referencing such as HARVARD (the one we use at UWTSD), OSCOLA, MLA.
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Academic and Employability skills are crucial for a person not only earning good grades but also for getting a good job. That is why it is crucial to understand the topics of this module. If someone asks me to rate my improvements before and after completing this module, I will conclude that I have improved a lot. From my childhood, I always struggled with maintaining time efficiently. I was never able to complete my tasks properly on time. Now I can execute my daily activities on time. Time management skills help a student to manage tight schedules during exams or project preparation and it is also useful for the employees. It is one of the core skills that help employees to prioritize time and workload efficiently (TARGET jobs, 2021). I learned to not procrastinate on tasks and I have become a result-oriented person. I have the confidence to write academic reports or essay without stressing me out .I have improved my grammar and vocabulary and that helps me now to write academic papers and CVs. Though I am still uncomfortable with different citation styles, I believe that by working hard on this issue I will be able to improve in this aspect too. Now I can use my academic skills and relate them to take advantage of real situations .Indeed, this module was helpful for me and it has also increased my confidence level. 
[bookmark: _Toc78490508]Action plan
Effective time management skills increase a person’s productivity. Good time management skills help to focus on “not urgent but important activities” (local.gov.uk, 2021). While writing academic papers, I use my time management skills to improve my deliverables. I have improved a lot in academic writing, grammar, vocabulary, time management skill, etc. I want to develop these skills further and that is why now I am gathering knowledge regarding useful time management tools and techniques such as to do list, Eat that frog! , The Pareto Principles of Time management, etc. However, I am still poor at using proper referencing. So I have decided to gain good knowledge regarding different references style. I have decided to practice more at home and take help from online tutorials to improve my knowledge of referencing. 

[bookmark: _Toc78490509]Conclusion
I have become able to improve my academic and employability skills by studying this module. I have noticed that I have improved a lot in managing my time, writing good academic papers, and preparing my CV in a well-designed way. These skills are necessary for not only earning good grades in academic life but also prospering in career life. But I found that I have to improve my referencing knowledge further. That is why I decided to practice a lot at home and utilize online tutorials and materials to improve my knowledge. Thus, I found a new way to make myself competitive in today’s competitive market. 
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