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	INTRODUCTION

Academic and employability skills are needed in this 21st century for candidates to personal development. Academic skills with sound knowledge, experience will help learners for understanding the current situation of the business world in a very effective way. In this report, I will speak about Time management/Organizing study using Gibbs Model, Cv Writer, Academic writing. Employability skills are those skills related to job like communication skill, problems solving skill, decision making skills, planning and monitoring skills.
I will describe what actually academic writing is and advanced knowledge required for academic writings etc. I will review overall experience of mine in evaluation part. What is my skill gap and how can I overcome those skill gap with effective and efficient learning methods. I will describe how this module help me in near future for my professional career and employability.
I am going to describe all my experience, soft and hard skills, my skill gap during the module, my positive and negative feelings and my career development plan.

	

	


MAIN BODY


For a candidate, various employability skills should be developed for better opportunity on job sector. Academic skills are a set of skill set dependent on various hard and soft skills.
From the module, I have developed my personal development with academic skills and knowledge for my employability opportunities in future. I have developed various soft and hard skills of making a structured report, making a CV, managing time etc. in an effective and efficient way.
Gibbs model has six steps. They are description, feelings, evaluation, analysis, conclusion and action plan.
Kolb`s Experimental Learning Cycle (1984) defines learning as a process where knowledge is gained with the transformation of experience. This learning experience includes four stages –
· Concrete Experience (CE): feeling
· Reflective Observation (RO): watching
· Abstract Conceptualization (AC): thinking
· Active Experimentation (AE): doing
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I have developed time management plan for this module with a theory name Eisenhower time management theory, gathered and collected relevant class notes, searched different sources for collecting information, analyzed the good source and the bad source of information etc. I also learnt how to write academic writings. I specialized my grammar and language with a paraphrasing, Harvard referencing for a report. I also learnt how to make an effective PowerPoint presentation.
For employability skills, I was taught in the module how to make a CV with cover letter for job interviews and also role played for job interviews during the class activities. 
For an effective academic writing with business style, I also learnt various introductory researching skills with different data sources (Primary and secondary) to develop a good research topic during the module session for academic and employability skills.

WHAT IS EISENHOWER MATRIX?
[image: eisenhower-matrix-blog-header]
Eisenhower Matrix is a method of prioritizing your tasks on the basis of their urgency. It helps to determine the activities which are important and the ones which do not deserve your attention at all. The brainchild behind the famous Eisenhower Matrix is Dwight D. Eisenhower.

WHAT IS SWAT ANALYSIS?
SWOT (strengths, weaknesses, opportunities, and threats) analysis is a framework used to evaluate a company's competitive position and to develop strategic planning. SWOT analysis assesses internal and external factors, as well as current and future potential.
A SWOT analysis is designed to facilitate a realistic, fact-based, data-driven look at the strengths and weaknesses of an organization, initiatives, or within its industry. The organization needs to keep the analysis accurate by avoiding pre-conceived beliefs or gray areas and instead focusing on real-life contexts. Companies should use it as a guide and not necessarily as a prescription.


Academic writing is:
· Planned and focused: answers the question and demonstrates an understanding of the subject.
· Structured: is coherent, written in a logical order, and brings together related points and material.
· Evidenced: demonstrates knowledge of the subject area, supports opinions and arguments with evidence, and is referenced accurately.
· Formal in tone and style: uses appropriate language and tenses, and is clear, concise and balanced.

FEELINGS

During this module, for example about academic writings requires a lot of knowledge of grammar and language. I also needed to learn paraphrasing technique, sentence making technique in a precious business style, Harvard referencing techniques, summarizing of a report etc. Harvard referencing is very important for a report to avoid plagiarism. As I had to collect different data and information from different sources like books, journal article, newspapers, I had to cite them properly.
Writing CV and cover letter for job interviews needed a lot of outer knowledge based on the nature of the job. To analyze the job interview, I had to participate in a role play session which really helped me to gain some practical knowledge about professional career development of myself. Apart from this, I also learnt with a structure reflective writing by using Gibbs model, Kolb’s model, Driscoll`s Model. For analyzing my experience and learning outcome from this module, reflective writing will guide me through several steps for my academic and professional career development.
With the help of the Gibbs model for reflection I have written the below reflective essay. I have chosen this model for reflection cause: Firstly, it is simple to understand and secondly it follows a very systematic and easy approach. As I began with the module, I was quite happy that it has been included in the course, as it would help me overcome academic writing skills difficulties. Although, initially I did feel that the module would only aim at giving academic support, but eventually I realized that like its name suggests it also helped develop my personalities as well.



Evaluation
 My experience of this module was both good and bad. Time management plan and gathering information for the module were tough for me as I never did this type of module before. In academic writing section, language and grammar, paraphrasing and summarizing parts were good and easy for me. But I faced problems during Harvard referencing on the report. As business style report writing was new for me, I had to search a lot of documents for learning Harvard referencing, basic Word functions for typing. I had to make CV and cover letter for job interviews which were difficult for me. But these professional skills are needed for every individuals to develop a better personal career. The bad part was time limitations. As I had to make the module within a specific period of time, there were some misinformation. I failed to deliver the topic within the time frame. I also didn’t use relevant information at the first time because of inefficiency of data collection. But after a few sessions and class activities, I prepared my module with the project on time.


ANALYSIS 
During the module, I have learnt structured report writing with correct grammatical language, typing effectively in MS Word, PowerPoint presentation making, Harvard referencing system, CV writing for job circular, time management for personal development of myself etc. 
I have gained both hard and soft skills from this module. Apart from this, I also should develop some of major skills for my academic and professional career development. I need to be proactive in managing time for completing a project.
 To reduce error and maximize the effectiveness of a project, I should develop my soft skills. 
Soft skills like communication skills, problem solving skills, attitude and behavioral judgment needed to be developed for my personal development plan. 

Another skill gap of mine is typing skill and sourcing data for research. Primary data are the unique data which can be found by survey, group discussion and secondary data are previous data and in expensive data which can be found in various sources like internet, books, journal articles, newspapers etc.
I need to read more books, journal articles, reference books, newspapers for sourcing and collecting secondary data for a research. Soft skills will help me to conduct interviews and group discussion effectively for a research-based project of mine. Along with this, I need to find CV template for my professional career development on internet. From this module, I only have some basic knowledge of CV writing, cover letter writing for job interviews. For developing my skills effectively, I need to practice and check CV template depending on the job circular and job description by surfing internet. From the module, I have some skill gap. So, I need to improve above discussed issues efficiently for my personal and academic career development.

Action Plan
I am looking forward to working proactively to develop my professional career. If I face any team project for my professional career, I will manage my time properly with the help of this module. I will apply different tools and techniques to judge and evaluate the problems effectively. Moreover, I will develop myself with proper soft and hard skills for my professional career. I will also address the problem to accumulate with a proper solution. Academic writing will help me to get several jobs like researcher, research assistant, executives in different organizations and it will shape my professional career. From the role playing for job interviews in this module, I will face job interviews more confidently in near future which will guide me a positive direction for developing my professional career. I will not think or assume my colleagues or team members are ineffective in my professional career. Because this module already helped me to gain soft skills and proper time management. I will apply my soft skills and hard skills like communication skills, problem solving skills, typing skills, numeric and computing literacy with an appropriate group discussion among my colleagues to solve problem in my professional career. I will continue to achieve and practice regular professional reflective based on my academic skills and experience in my future professional career.

I will manage time properly to finish my tasks and activities.
I will use business style and a structured way for professional writings.
I will make a proper CV and cover letter based on the job description of the job circular.
I will develop my job interview skill.
I will conduct more business research which will help my professional career and personal development in many organizations.

I would say that weakness and opportunities were a little challenging for
me. Because they kind of coincide with each other although there is a 
difference. Although I second guessed myself, I went with my first instinct and 
was right as I was doing the analysis. To think of examples of each category 
is how I learned to identify each item. I think marketers may tend to overlook 
threats most often. I say that because, for an example, the pandemic. Nobody
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Conclusion
I can say that a reflective writing will help me to develop my academic and employability skills for my professional career. Experience and evaluation from this module will guide me to be proactive learner for my other academic courses too. Academic and employability skills are essential elements for any individuals for their consistent learning to develop their personal development with various soft and hard skills. I also developed many soft and hard skills during this module which will help me on my professional career in near future.
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