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Introduction:
In this assignment, I am explaining about the skills which I have learned during the last term and some more skills from this term and also about Gibbs reflective cycle. I am going to describe the six skills what I have learned about the academic and employability skills during my lessons in term one and two. They are academic writing and language, time management, paraphrasing and summarizing, referencing, curriculum vita and covering letter. Moreover, during this term I have learned the three reflective models such as Gibbs reflective cycle (1988), Kolb’s experiential learning cycle (1984) and Driscoll’s model (1994,2000). Personally, I feel more impressive and confident with Gibb’s model which I will use in this assignment. Gibb’s reflective cycle was developed by Graham Gibb’s in 1988 to give structure to learning from experiences. Description of experience feeling and thought about the experience, evaluation of the experience, both good and bad. Analysis to make sense of the situation.
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Description:
[bookmark: _Hlk39058104]Reflective practice is the ability to reflect on one’s action so as to engage in a process of continuous learning. (Schon and Donald A.,1983).  Reflective practice can be an important tool in practice based provisional learning settings where people learn from their own experiences, rather than from formal learning or knowledge transfer and it may be the most important source of professional personal development and improvement. It is also an important way to bring together theory and practice. (McBrien and Barry., 2007).  
Feelings:
In the beginning I was so stressed and nervous hearing about all these different types of skills. And then my lecturer guided me how to do and what to do about these skills and then I felt more competent and confident. For instance, in class when my lecturer asked me to explain about some of the skills which I learned, I was able to explain about the skills which I have learned in the last term such as time management skills, referencing skills and paraphrasing skills and my lecturer appreciated me and I felt so happy about my confidence and ability. As well as some of my friends even ask me about some clarifications on our learning topics, and I am able to explain them very well so that they can understand well and it helped me to increase my confidence level and I feel proud of myself.
Evaluation and Analysis:
In my view the good and the best experience in learning about academic and employability skills was I am able to discuss my every doubt to my lecturers and they are happy to clarify, clear and explain me in a very friendly way so that I was able to understand properly and it helped me to increase my confidence and I felt competent about my skills. And if I point out the negative experience which I felt is that in the beginning, I was so scared and embarrassed to ask my doubts and to express my concerns to lecturers as well as to discuss with my colleagues. By analyzing the skills which I have learned during last and this term, I learned how to Paraphrase, summarize a big paragraph, how to manage the time, how to present and format a curriculum vitae and how to write a covering letter. 

Paraphrasing defines by expressing information or thoughts from other sources in our own words and it involves acknowledging the original source with proper referencing. 

[bookmark: _Hlk39056914]Summarizing is usually used towards the end of the therapeutic hour and it is also a counselling skill used to condense or crystalize the main points saying and feeling. (Kelly K.,2017). After learning this skill in class, I was able to paraphrase and summarize any subject with proper meaning and texts and it also helped me to use my own words and to focus on key words and phrases of an assigned text. Furthermore, it also helped to improve my communication skills. 

[bookmark: _Hlk39056950]Time management is a process of planning and exercising conscious control of time spend on specific activities, especially to increase effectiveness, efficiency and productivity. It involves a juggling act of various demands upon a person relating to work, social life, family, hobbies, personal interest and commitments with the finiteness of time. U sing time effectively gives the person choice on managing activities at their own time and expediency. (Stella Cottrell.,2013).  Some of the most important time management skills include prioritization, goal setting, communication, planning, delegation and stress management. By completing the first term in the constructed self-class I was able to benefit from a variety of new things from the class, as well as refresh my memories on the things that I already know. The biggest hurdle in the class for me was the time management. So, completing assignments on time was and still is a challenge for me. I have not come to a full solution to this problem yet but I did make changes in my life as to how I can manage time management.

With hurdles come hidden strengths, I discovered about myself I have never thought of myself as a good team worker. The class used group thinking in more than one occasions, and I found that I am a good team worker and I communicate my ideas to the group while trying to balance the ideas of others, so the group can come to an agreement upon decision.
[bookmark: _Hlk39052924]
[bookmark: _Hlk39056980]A Curriculum vitae, often shortened as CV and it is a written overview of someone’s life’s work like academic formation, publications, Qualifications etc. (Merriam Webster.,2016). In this term I came to learn the definition of CV and it is an abbreviation for curriculum vitae and I also understand how to write a proper cv and wall all to include in it and I learned what all things a cv should have like my name, email address, contact number, address , and social media if applicable like skype or twitter and I came to know not to include face book as it is too informal. Moreover, I gained the knowledge to write about the work experience in a cv as it should always start with the recent work experience first and should give the dates of period of work and to mention the job title. Furthermore, I learned how to add additional responsibilities and achievements, hobbies and interests. This section helped me to realize putting age in a cv is not relevant and also, I can mention references are available on request instead of providing a full reference. I never knew about the pages in a cv and this section helped me to understand that the cv should have two pages.

Reflection:
[bookmark: _Hlk39057003][bookmark: _Hlk39057056]Reflection is an important human activity in which people recapture their experience, think about it, mull it over and evaluate it. It is this working with experience that is important in learning. (Boud D. Keough et al.,1985). And reflection is about maximizing deep and minimizing surface approaches to learning. (Hinettk.,2002).
I am going to explain about some of the reflections which I have learned during my last term and this term. If I want to explain about the reflection, With the help of my lecturers, learning tools, books and on-line libraries I was able to gain more knowledge in all the skills and I hope by spending more time and more effort I can expand my ability to know more and to achieve my goals. For example, I have never done any presentation before, but in last term I learned how to make a power point presentation as well as I presented it in front of my class mates and lecturer and further more I managed to overcome my stage fear and now I have the confidence to do further presentation. Also, I learned how to use a computer as well. Another example, is that I was really not known how to paraphrase a big paragraph into short paragraphs but by attending my lecturer I learned how to do it for instance, doing some class room workshops helped me to achieve this skill and now I can do this easily without much difficulty. Finally, I learned how to write academically as well as how to improve my language skills from last term class and from this term class too, by achieving this talent, I am more confident and comfortable to write academically and also, I improved my language skills as well.

[bookmark: _Hlk39057082]Covering letter is defined as a letter of introduction attached to or accompany another documents such as resume or a cv. (Yate and Martin John.,2004). Cover letters may serve the purpose of trying to catch the readers interest or persuade the reader of something, or they may be simply be an inventory or summary of the documents included along with a discussion of the expected future actions the sender or recipient will take in connection with the documents. In this section I learned how to write a covering letter and what should be the content in a covering letter. And also, I understand covering letter should encourage the reader to read your resume. I came to know to mention the job which I am applying for and also I understand to write the experience needed to do that job which shows my skills and experience matches the skills and experience  to obtain that job and this section helped me to know the paragraph limits in a covering letter is only four paragraphs and this section also helped me to know that I should never include any negative comments about my current or past experiences.

Conclusion:
In conclusion, I would like to say that the last two terms of my lecture helped me to improve my skills and helped me to gain knowledge in many subjects. In my personal opinion I think that I could have done more researches, read more journals, articles, publishers, and books etc. However, in this assignment I did my best to explain about the skills and talents according to my ability and knowledge which I gained in this term and last term and was able to answer the questions and workshops which we done during class. Overall, I can say all the sections was very helpful to expand my skills and to discover about my strength and talents.

Action plan:
[bookmark: _Hlk39057113]Action plan is defined as a detailed plan outlining actions needed to reach one or more goals. Alternatively, business dictionary.com defines an action plan as a sequence of steps that must be taken or activities that must be performed well for a strategy to succeed. (Susan B. Wilson and Michael S. Pmp Dobson.,2008). In future I will do more research and uses more sources and also will prioritize tasks and add deadlines also would like to set milestones. I will also focus to evaluate and define my end goal and hope all this will help me to succeed in my future to obtain all my aims.
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