[bookmark: _Toc28099580]Academic and Employability Skills
Shao Yuen
Razia Saeed
	1817014	
January 2020

















Table of Contents
Introduction	3
Reflective analysis by the use of Gibbs Reflective Cycle	4
Description	4
Feeling	4
Evaluation	5
Analysis	6
Conclusion	6
Action Plan	7
Conclusion	9
Reference	10






[bookmark: _Toc28119910]


Introduction
 For the purpose of creating a successful academic and employment career, this is highly important for an individual to learn various skills as the skills will allow them to tackle any sort of problems that will come their way in the future. This report has been also prepared to address the problems that I may face when I commence a career as a professional in any field. Hence, the report provides an extensive analysis of my individual skills by addressing the main shortcomings and then infers over the actions that can be adapted by me as the means of a corrective strategy. The analysis has been also presented here by the use of the Gibbs model that was introduced by Graham Gibbs (1988) to assist individuals over reflecting any form of experience. 
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[bookmark: _Toc28119911]Reflective analysis by the use of Gibbs Reflective Cycle 
[bookmark: _Toc28119912]Description 
In the class, I received an elaborate introduction to Personal and professional development and the employability skills that are required to become a competent employee in the health care sector. The sessions also included lectures on communication skills and effective ways to present any form of ideas. The lecture sessions also included the methods to write structured and detailed CVs along with lectures on the methods to write any form of cover letter. My lecturer provided me template to write CV and Cover letter. I was also required to provide group presentations and individual presentation in class that has helped me open up and become a better public speaker. As I am preparing to obtain a career in the healthcare sector in the future these courses and are necessary guidance and information from the instructor that would help me build a fulfilling career as a Healthcare Assistant.  According to Skillsyouneed.com (2019), an individual is required to work towards attaining the best education to bring necessary growth to their personal life and also to their professional career. Hence the reflection of the description that I have presented here has provided an overview of the lessons that I have acquired from the class sessions and this will also help me to build a successful career in the health and social care sector of the UK. 
[bookmark: _Toc28119913]Feeling 
The instructor at the class provided us with detailed lectures over the importance of professional and personal development and the employability skills that are required to be practiced by individuals. The lecture sessions helped me to remain informed over the employment skills I need to have to attain success in the future as a Healthcare Assistant. I feel that the lessons on communication skills also helped me to understand the importance of using clear language when creating verbal and non-verbal language. We were also provided with lessons to write a CV and this was important for me as I felt that writing a structured CV will help me to explain my future employer over my skills and abilities. I also learned to write cover letters and the remarks of the instructor-led me to believe that I am required to focus more on my skills to write compelling cover letters. I felt writing a cover letter for healthcare assistant was not straight forward. We also provided a group presentation for reflective model which I feel, requires more attention from me. The group presentation helped me to prepare for the mini presentation. I also participated in an individual mini-presentation that focused on public speaking. I had very good overall feedback on my mini-presentation. The instructor also commented over the use of my eye contact and I feel that in the future, I will adhere to the comments made by my instructors, to provide a speech that is clear and effective and helps me to entice the attention of my listeners. Niles (2017) stated that eye contact is significant to build communication with the listeners. I need to present one's ideas clearly to connect statements with an audience. 
[bookmark: _Toc28119914]Evaluation 
The evaluation of the class activity has individuals here and I have provided the evaluation for my own performance for; personal and professional development and employability skills, communication skills, CV writing skills writing cover letters, group presentation and individual presentation for my public speaking skills. Hamby, (2016) has stated that an individual pursuing a career is required to make an evaluation of his skills to make an amendment to any sort of gaps in skills. 
For learning personal and professional development and employability skills, I wasn’t capable to show competency as I was only exposed to theoretical knowledge and this led to failure for me to understand this concept thoroughly. My communication skills were also seen as poor as I didn’t make a good impression by the tests that were taken. I believe this happened due to my lack of knowledge.  Problems also occurred with my CV writing skills as I tend to write a CV that is incoherent and does not explain my main competencies. But my instructor did praise me for my writing skills for cover letters, but he told me to focus on grammars when writing any cover letter in the future. The instructor appreciated my skills for the presentation on reflective writing and told me to remain calm, as I tend to stammer during the presentation. My instructor also provided me with good remarks for the presentation to improve public speaking, but he also told me to focus on my eye contact as I tend to look at the notes, while I am giving my presentation. According to Slidegenius.com, (2018), the suggestions provided by others are always helpful for individuals that are planning to enhance their academic and employability skills. 
[bookmark: _Toc28119915]Analysis 
For my personal and professional development and employability skills, I am showing lesser competency. This is an obvious problem because I am still a part of an institution. I am also less knowledgeable over the aspects that are associated with employment skills and hence I may face problems related to this aspect in the future. As I have mentioned earlier, my communication skills have been also low when I tend to interact with my classmates and instructors. This problem is arising for me as I tend to carry an introvert behavior and this aspect requires my attention to bring any sort of change along with my skills in written communication. My CV writing skills also tend to be more incoherent that makes me avoid the need to write a CV that can be easily understood by the readers. As for my cover letter writing skills, my instructor has praised my writing style but the instructor has also advised me to stay aware of any sort of grammatical mistakes that are likely to occur in my writing. My skills for presentation have been also praised by my instructor, but as indicated by the comments, I am also required to focus on my habit to stammer, while giving the presentation in the classroom. I believe I tend to get nervous when speaking at a public event and I also tend to forget the points during the presentation. In the end, my instructor also praised my presentation skills but the comments indicated that I should maintain my eye contact during the presentation. I believe that this problem is also happening as I tend to suffer from anxiety and I should work to make changes to this problem. An expert such as Robbins (2018), has also mentioned that analysis helps individuals to learn more about their lacking and this analysis is imperative for me as I am planning to build a career as the Healthcare Assistant at NHS. 
[bookmark: _Toc28119916]Conclusion
In this stage I have provided an overview of the lessons that I have learned from my previous experience and the analysis will also help me to take alternate actions when I am faced with similar situations in my academic and professional career. Williamson (2016), has stated that conclusive evaluation and correcting own mistakes are effective to build a successful career. 
 For the personal and professional plan and employability skills, I failed to create a plan that will help me to progress in my selected career as a Healthcare Assistant and my employability skills also lack a hands-on approach. Hence I am required to focus on on-the-job training when I get employed at NHS. 
 I also have to work over my communication skills as I was incapable to communicate effectively through my writing during the class sessions and I was have also shown incompetency in my social skills for communicating with my classmates. Therefore, this is important for me to focus more on my writing skills and also make my skills for socializing with my coworkers. 
 I also had to write a cover letter and as indicated by my instructor, I tend to make grammatical errors while writing the cover letter. To make positive changes to this skill, I have to read books and internet articles that can help me to bring amendments to any future mistakes. Yukl  (2017), has stated that writing is the universal means of communication and one must always focus to bring competency to ones writing skills. 
 My personal presentation and the individual presentation have been praised by the instructor with the exception that for providing both forms of presentation in the future, I have to control my voice and not get frightened and I also have to make eye contact with the whole classroom. 
The skills such as public speaking, writing, and  communication require more attention as these skills will help me to build a successful career as the Healthcare Assistant. 
[bookmark: _Toc28119917]Action Plan 
My strategy is also supported by Boumgarden,  (2010), who stated that the action plan tends to motivate individuals to achieve their desired objectives in their life.  For building my competency in personal and professional development, I have to set proper goals and take help for the instructor who is well versed in this field. As for building my employability skills, I am required to take jobs at local care homes to gain experience. I also have to practice writing so that I can convey the idea that it is related to a given subject matter and I am also required to focus on socializing with my classmates to practice effective communication. This is also important for me to take extra instructions from my instructor to brush up my CV writing skills to bring coherence in my writing style. I also have to look for the other writing courses that are offered by the institution to focus and practice overwriting cover letters that are free of grammatical errors. As for my presentation skills, the action plan needs to focus on my psychology and my mental calmness and hence meditation can help me to make eye contact with the listeners and also to gain control over my fear public speaking.

[bookmark: _Toc28119918]Conclusion 
The report is based on the academic and employability skills and the reflection over the experience acquired by a student, while the student was pursuing a career in the health and social care sector of the UK. The reflective statements that have been presented in the report are also presented by the utilization of the Gibbs model for the reflective cycle. This cycle has been also effective to provide an in-depth analysis of the experience and the problems that are faced by the learner and then provide necessary amendments to these problems to help the learner to take required actions. 
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