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[bookmark: _Toc100305344]Introduction:
Improving academic skills is a long process, but having a reflective approach to actions can help to analyze and improve. This process should be repeated, and every new cycle makes one a bit better than the last time. This report includes the study of the reflective approach in my academic career and employability skills (Husam and Abraham, 2019) and the experience I had while learning it. This report will also include Gibbs's model of reflection to give a clear insight into the reflective cycle, and at the end, there will be a personal development plan for myself based on this module.


[bookmark: _Toc100305345]Discussion: 
[bookmark: _Toc100305346]Experience and learning across academic and employability skills modules.
· Time management: students usually face three challenges while managing time. They are planning, procrastination and perfectionism. Everything starts with a plan, and students can manage time effectively if they make the structure and plan their schedule accordingly. Procrastination is a common issue in students, and it may become difficult to carry that schedule for long time laziness can ruin the plan, but with constant practice, it tends to perfection. With time management, it becomes possible to figure out which work to be prioritized, and it allows to complete all the activities before the deadline; thus, it helps in managing the stress too. The 4D approach to managing time includes De-commitment, deferment, downgrading, and delegation. De-commitment deals with identifying things that should be abandoned and do not deserve any more time. Deferment deals with giving up on other things until the assignment is completed. Downgrading deals with completing the work on time irrespective of the work quality. Delegation is asking for help. To complete this assignment, I had to manage my time and apply the 4D approach. I identified the things that I should not be doing, which included other tasks than the assignment, and decided to give all the priority to the assignment. I had my teammates with me to help, and the assignment was completed on time.

· Note-taking: note-taking is the idea of making comprehensive notes during lectures, and it is as important as listening (Morehead et al., 2019). This strategy makes the information more meaningful. Several strategies should be applied for effective note-taking. It includes organizing the information well by capturing the important points, putting it in shorter points, and presenting the information in a faster way (Salame and Thompson, 2020). Making notes help in improving working memory. Working memory is the amount of information a person can hold at a time. While making notes, it is important to highlight keywords and summarizes the entire note in a few words. Mind mapping is another way; it is the summary in a graphical way that helps the notetaker to organize, group the points, and link information to every point. Tabular note-taking can be used while comparing or pointing out differences. It is the idea of summarizing information in a tabular way. This assignment was done after taking notes in the lecture. I highlighted all the important points and made a summary of the lecture. This way, I did not have to revisit the entire course content, and the notes made it easier for me.


· Finding information: there is vast information available on the internet, but it is essential to know which information has relevance. Google Scholar is one of the best ways of finding academic content (Tusting et al., 2019). For social and health care students, other sources are equally relevant and valuable; it includes the UK government website and the NHS website. For students doing business study, there is a management & leadership development training website. One thing to be considered is that Wikipedia, blogging websites, and youtube are not reliable sources. To evaluate the information, the CRAAP test is useful. CRAAP stands for currency, relevance, authority, accuracy, and purpose. Currency means the timeline of the information; it should be the latest. Older information may not be relevant, and there are chances that older articles may not be updated. Information should be relevant and aligned with the course topic. Authority deals with finding the credibility of the author and knowing if he has enough qualifications to write this article. Accuracy means finding out if the information is correct and reliable. The purpose is the reason why this information exists. Are there any political or cultural biases in the information? I needed to find all the relevant information for this assignment. Google scholar helped me to find references that were recent and relevant. All the information and references I attached here are reliable and written by writers with credibility (Gusenbauer and Haddaway, 2020).
 
· Team working skill: collaboration helps in completing the task in lesser time, but more than that, it can generate innovative ideas since different people with different talents will work together for the same goal. Working in a group should be done with planning. Different works should be assigned to every single person. Managing all of these tasks could become hectic for a single person. In a team, people can work simultaneously if anyone is facing difficulty. Team members can come up with a solution. We made a group to complete this task, and everyone was given a different task. Few people found out the information, others tried to make the information attractive, and few others found out if the information was relevant. This way assignment was completed easily and on time.

[bookmark: _Toc100305347]Gibb's model of reflection.
Graham Gibbs discovered a model of reflection in 1988 (Adeani et al., 2020) to make a definite structure to the learning process. While completing this task, I had to undergo all six stages of this reflective cycle, and it helped me grasp more.
· Description: The first stage is about describing the entire situation in brief. Description can be done by asking some questions, like what happened, why did it happen, who was present there, and what did they do. Answers to these questions can form a description of the situation in detail. While working on this assignment, I had to ask these questions, and the answer gave me a description of the learning process.
· Feelings: this stage includes exploring all the feelings experienced while going through the learning process and how they possibly impacted the learning experience. This does not just include feelings about the process but also feelings before and after and feelings of teammates. While working on this assignment, I was experiencing feelings of joy because I got to learn so many new things, but before the beginning, I was a bit nervous since it seemed like a difficult task. I am sure my teammates had a good time too, and they felt good about the process.
· Evaluation: evaluation is evaluating the experiences, how good or bad they were. Did the strategies work, or did not? This can give a clear idea about what strategies should be applied next time and which ones should be avoided. This stage also includes assessing how much teammates contributed. While working on this assignment, I had to evaluate the experience. The good experiences were collaboration and equal efforts by everyone. Bad experiences included the difficulty of the topic and the efforts it required. Everyone contributed equally.
· Analysis: analysis is analyzing the entire experience and making sense of the experience. It is the extraction of the entire situation. Asking questions like why did it go well or why it did not. What is the extraction of this situation? I asked these questions after I finished the task, and the extraction was that it went well. The attempt was successful. Some of the things that did not go well were the difficulty to align with each other in the beginning, but we managed and overcame this with time.
· Conclusion: the conclusion is finding out what has been learned in the entire process and how things could have been done differently. It summarises the entire process and highlights the good and bad things that happened are. How bad things can be avoided next time. I learned about the benefits of working collaboratively. The situation could have been better if we had formed a team earlier so that we could have aligned with each other way before then time, and the task would have been completed in much lesser time. During this assignment, we have developed skills like researching, gathering information, and referencing.
· Action plan: action plan is the last step where the plan for the future is decided. It includes making strategies of what should be changed in the future and also the things that should be continued. Our action plan in the future would be to give duties to teammates according to their abilities and talent. The team will be formed earlier.
[bookmark: _Toc100305348]Personal development plan
While working on this assignment, I got to learn some new academic skills, and I am sure these skills will help me in the future. But to use these skills to the fullest, I have to make strategies (Eldeen et al., 2018).
Professionalism: professionalism allows one to inspire others with their work. It is the standard practice that should be applied to perform tasks; by applying this standard strategy, one is expected to provide the best possible output. Professionalism is not what is being done but how it is being done—completing this task and submitting it before the deadline required professionalism. My team members and I realized how important it is to be professional. We divided our work and set time gaps and tasks to be completed within that time. We all followed these rules and completed the assignment. Now I know how important it is to be professional in my academic career, and I am planning to make a strategy for that. I will manage my time to perform my duties. I will behave professionally in the team.
Public speaking: our team had to present the assignment in front of the entire class and teacher, and this required good communication and presentation skills. No matter how good the content is, if it is not presented well, it will not make the same impact. I might need to speak publicly in the future, and I have a plan to improve my public communication. I will prepare myself by practising the speech again and again. I can give a demo speech in front of my friends, and they will guide and give feedback to me. It is also important to look confident while speaking, and confidence comes after good preparation (Nadiah, 2019).
Working as a team: I had a positive experience of working collaboratively with my teammates. I understood the values of unity. I might have to work in a team again, and I will not necessarily have the same teammates with me. But I have made a plan to align in a group and help my team to perform the duty in the best way possible. I will analyze all of my teammates and find out their strengths. Their strengths can inspire me, and I'll try to adapt their strategies. They might have some weaknesses, too, and if I am good at those things, I will try to help them so that our team will not suffer.








[bookmark: _Toc100305349]Conclusion:
Perfection in academic skills can be achieved by repeating the cycle of the reflective approach. Dividing the learning experience into description, feelings, evaluation, analysis, conclusion, and action plan. This report included information about all the employability and academic skills and how they can be improved. This document also provided information on Gibb's model of reflection and how I used it to improve my learning experience. At the end of the report, there is my development plan based on this learning module.
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