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Introduction

    The purpose of this report is the reflect on my learning experience while attending the “Academic and Employability skills” at the University of Walles Trinity Saint David.
    I will be using the Gibbs reflective model to refer to a series of topics and skills  that I have studied at the course.
   I will describe what this skills means in general and my own perspective on them.
   I will explain what feelings were developed during learning and applying these skills.
  I will evaluate myself in order to identify the skills and say if they are strengths or weaknesses.
   In the end I will conclude by categorising these skills and put up a plan to improve.


Description
    In this part of the report, I will go through a series of skills that I have chosen to talk about.
    The first skill that I want to talk about is time management.
“Time management is the process of planning and exercising conscious control of time spent on specific activities, especially to increase effectiveness, efficiency, and productivity”. [unknown author,
https://en.wikipedia.org/wiki/Time_management]

The next skill that I want to talk about is note taking.
“Note-taking (sometimes written as notetaking or note taking) is the practice of recording information from different sources and platforms” [ unknown author https://en.wikipedia.org/wiki/Note-taking]
   Another skill that I will be talking about is public speaking.



This skill is pretty much described by its name.
It’s the action of addressing to live audience, large or small group of people.
Public speaking is commonly understood as formal, face-to-face, speaking of a single person to a group of listeners [ unknown author, https://en.wikipedia.org/wiki/Public_speaking]

Last skill that I will approach and discuss about is CV Writing.
The abbreviation CV comes from the Latin expression Curriculum Vitae, which translated means, what have you done/accomplished during your life.
It’s a professional and short list of events during your professional career and it’s being used when applying for a job or position.




Feelings

    In this part of my report, I will express my opinion and feelings about each skill.
    I will start with time management and I will say that for me time management is a skill that must be on the list of skills of every successful person.
It is one of the most important skills when trying to reach a goal and keep a satisfactory balance between work and personal life.
    
  Now I would like to say a few words and express my feelings regarding the skill of note taking. 
 I like the fact that by taking notes I can check on future for things that happened in the past and use them for making key decisions.
I also like to compare and balance key information's when deciding on making a move in my personal or professional life, based on the notes that I have took.
    When it comes to public speaking, I can only say I enjoy it and I am quite good at it.


I have been part of a theatre club when I was younger, and I loved it. 
It's not easy, but I love the feeling of being listened and delivering a message.
   One thing that I don’t really enjoy is writing a CV.
A good CV can and will change someone's career, that’s why I am nervous when writing and sending a CV. I have studied and researched how to write a good CV, but I am still afraid when it comes to do my own.
The CV is the first thing the interviewer meets, and we all know that first impression matters.
  
    






 

Evaluation

In this part of my report, I will check my own level of knowledge and the check if these skills are part of my list of strengths or weaknesses.
  I will start with the first which was time management I will say from start that is going to be on the list of weaknesses.
Why is it a weakness? It is simple. I am an active and involved person. It might sound like a good thing but when you do not keep the track of activities with a good time management scheme, chaos will be made.
For example, one day I might have promised to family member to attend to a party, but I have already made plans with the work colleagues to work overtime to fix a problem.
This can cause stress and future problems with both ends and it might make me look unreliable.
   
    The next skill that I will evaluate is going to be note taking, which I already said I enjoy and of course will go as a strength.

Is one of my strengths because I am quick learner.
Sometimes my notes are brief and short, but they will always be conclusive and decisive.
I like to note only the key information and connect them with important details, using an arrow-based scheme.
This is not only time saving but is also quicker to memorise, being based on photographic memory.

   Another skill that will go on my list of strengths will be public speaking
I used to be part of a theatre club for more than 3 years and that gave me a lot of confidence when must address to a small or large group of people.
It's not the easiest thing to do but I can say I find it a bit easier than most peoples.
I have full control of my body language and face mimics.


Right now, I am the assistant manager of a busy restaurant and I always manage to get my team ready for the rush.

Even when facing staff shortage, I managed to make them feel confident in their own skills and powers but also make them feel safe, knowing that I will be there for them. So, I can make myself look powerful and confident by using mastering the skill of public speaking.

One thing that I can’t say I am mastering, is the art and skill of writing a CV.
Even after studying and researching how to make the perfect CV, I find it difficult to put in page the perfect one.
Why do I find it difficult? The answer is the multiple ways of writing a CV.
When writing a CV, you should first know who and for what you are sending it. Structure it in the most relevant way for the applied job and the company's requirements and field of work.
Before attending the course, I was using a Standard European CV model.

I am not saying is a bad model, but I might give irrelevant information, and should be used only if the applied job or position ask for a more detailed CV application.













Analysis

In this part of the report, I will find why some skills went on the list of strengths or weaknesses.
  I will start with the ones that have been categorised as weaknesses, and the first one will be time management.
From my point of view, time management is a weakness because I find it difficult to approximate the how long a task might take, therefore some tasks will be done later than first predicted or never if the other end will decide I am unreliable or they changed their mind.
 Another weakness will be CV writing.
I tend to give to many details and sometimes get further from the main subject.
This is something that should be on a cover letter but never on a CV, and I forget sometimes.
Another reason why I consider CV writing a weakness is the fact that I never know what type and format of a CV should use.


I always find something interesting in each model and try to put them together. It sounds good but it can also look unprofessional and will deteriorate the future interview.

Now to move on my strengths, I will start with note taking, which I consider as being the most developed strengths that I have and also one that I enjoy doing.
I have a very short and brief way of taking notes and I like to use drawings as part of note taking.

For public speaking I can say that I have worked a lot when I was younger to improve it.
It's not perfect but is a start.
I can use this skill on a daily basis and I have been using it. Most of the times it worked well for me and the cases in which it did not helped me are quite rare.




Conclusion

To conclude I will say that attending this course I managed to identify my strengths and weaknesses and I have learned a few more skills to develop my career.
To be more specific I have learned that I have a problem with my planning and time management, for example I am finishing this assignment in the last day before the deadline. On the plus side, because I have identified and isolated this problem, in the future I will be more careful and will pay more attention to time keeping.
Also, my CV writing technique should improve now after learning how to find the best model of redacting it.
Now to talk about the good things that happened. I can say that now I am more confident and ready when having to keep a speech, all because of this course who helped me improve my public speaking technique. Even if it was and it is one of my strengths, I have managed to improve it, and all thanks to this course.


Even my note taking technique got better.
I now know how important it is to take notes.
I have learned how and when they will be helpful.
And it’s not just these four skills that I have learned and worked with. There is whole list of new skills that I have learned about.
I have learned the importance and correct way of paraphrasing and the importance of giving references.
This course and also this report have made it clear to me that I need to always focus on my weakness and get them to be part of my strengths.
I have understood that no matter what I want to do with my career I should always pay attention to details and always present myself in the most professional way possible.



Action plan
 
    This action plan has the purpose to improve the weak points of my professional career and transform them into strengths.
As a method of improvement, I will use some of my strengths in order to overpass the weakness.
For example, I plan to use my note taking skills to improve on time management.
I plan to use an electronic agenda in which I will set up alerts and notifications to always be on time. In order to achieve this, I will need to set more realistic labouring times for each task, and to do this, I need to always train, repeat and time myself doing those tasks.
   To improve on CV writing, I will try to do more research on the targeted reader and desired job.
For example, if I want to apply for an IT job, I will include in my CV short and concise details about my existing IT work experience and qualification.

If I am going to apply for a job in HR for example, I will use a more detailed CV pattern. I will include more hobbies and personal life details.


In case that I will not improve and still having a hard time with these skills, I will reflect one more time and hopefully this way it will work.
If the problem still exists, I will continue on reflecting and going in circle because practice makes better, and also the Gibbs reflective cycle looks like a circle.
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