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Introduction
I have just finished a module on Academic and Employability Skills, which is a part of my Business course. While doing this course our lecturer introduced to us reflective writing and why it was important for us to reflect on experiences that we had. Therefore, we were given an assignment to reflect on our experience during the course to practice reflective writing. For this essay I will be using the Gibbs’ (1988) reflection model. Gibbs model explains the process of description, how you felt before, during and after the experience, evaluation, analysis, conclusion and what are your plans for the future.. Therefore, my essay will be in this format.
Description
The purpose of the reflective report is to describe my experience during semester one at University of Wales Trinity Saint David  (UTWSD) in Academic and Employability skills taught by Miss Shoa. I entered the classroom on February 19, 2019 feeling very anxious about what would take place in the course. I was the first one to enter the class, so I had no one to talk to. As time went by other students started coming in. At the end of the day the class consisted of thirty-five (35) students including myself. However, at the end of the semester it was only twenty-five (25) students remaining as ten (10) students had been withdrawn for underperforming. The twenty-five of us that remain worked closely together by communicating often and helping each other during difficult tasks. There were some skills such as employability and teamworking skills that I needed to develop thus I was willing and ready to undertake any task given to better myself in these skills and the lecturer (Ms. Shoa) was very helpful. She always encouraged and motivated us. She encouraged us that we should strive to work our way from the bottom to the top and that we must not always settle to be employees all our lives but to be employers and create job opportunities for others. 

Feelings
On my first day going to class I was feeling very excited about this new experience as a university student because I had not been in education for several years and was looking forward to this new experience. I was so excited also because I was about to acquire new skills and meet new people. However, after entering the classroom, my feelings changed from being excited to being nervous as I met my new classmates from different age groups and different cultural background. I was lost for words wondering how I am going to fit in the class. I managed by focusing on my breathing and overcame my fear by introducing myself to the person I was sitting beside. From this point onwards I felt more confident. A few minutes later the lecturer walked into the room, introduced herself to the class and then she asked us to introduce ourselves and what type of work we did. This task gave me the opportunity to encounter with different people from different professional and cultural backgrounds, of which some of were younger than I was.
After this interaction, begin to grow better some of the students were very polite while some were a bit grumpy. The students became more comfortable but some of them still looked unwelcoming. I also became more comfortable, I began to share my opinions and ideas to the class discussion. I trust that this was because I had become familiar with the students and the lecturer.
Evaluation
The course was a bit challenging, however, my lecturer was very supportive and gave instant feedback on how to structure assignments. She was very welcoming and ready to help and answer questions in person or even emails.  At times I got frustrated with the high volume of work and little time to it. She however motivated and provided any extra help needed when I did not understand the format of the assignment. She would push you to develop skills such as transferable skills. She also, provided a lot of reading material for me to use at school or home on the weekends.
Doing this course as changed my life for the better. Before I entered University, I had a fixed mindset. I wanted things to go my way. However, upon entering this course everything changed. I was introduced to Mindset written by Carol Dweck in 2017 by my lecturer. After reading this book (Mindset) I discovered that I was hindering myself from going forward with my fixed mindset. I learnt that with the fixed mindset you hinder your progress according to Dweck (2017) however with the growth mindset you can achieve your wildest dream. I also learnt that growth is an ongoing process (Dweck,2017). We never stop learning. This book has inspired me to change from a fixed mindset to a growth mindset as I have come to realised that for me to be a successful business person, I need to have growth mindset. 
With the help of my lecturer I also learnt how to prioritize my time a little better also. Managing my time has also been a problem for me, and it still is, and I am working on it. Before I started this course, I would do all the easier tasks first and leave the hardest tasks for last but upon reading Brian Tracy Eat that Frog (2017) it changed my life. Tracy (2017) spoke about how to eat the frog by eating the frog from the leg to the head. I began to follow Tracy’s method and it has helped in different areas of my life. It has helped to reduce my workload and limit the stress I would normally face from doing the easier tasks first. 
From this course I have developed the following skills: Academic skills such as referencing skills and employability skills such as communication skills.
The course was overall a good experience, however, the thing that did not go well was the fact that I did not know how organise my time and referencing effectively. As a result, I was sometimes behind. When I have finished this course of studies, I would like to become a catering manager. 
Analysis
I believe the experience was a good one because of the lecturer I had. When I wanted to give up on the difficult tasks as they were time-consuming, she would push me to do better. She was also very inspiring to me as she would get us to think outside the box. She encouraged us not to limit ourselves in anything we do but to work very hard and we will achieve. Also, for this course I believe it was a good experience because of my strength. I can adapt well to new environments and learn quickly and apply new things in my life.
However, when I think back on this experience, I believe it would have been a better one if I had managed my time better. Time management is one of my biggest weakness. I find it very difficult to manage my time and as a result I am sometimes behind on tasks. I learnt that time is much like cash, they are both important and constrained. You must be secured, utilized, shrewdly, and strategic. I found that persons who practice great time the board systems frequently are increasingly gainful and have more vitality for things they must achieve. According to MacKenzie (1990) dealing with your time viably requires a qualification between what is significant and what is dire. Specialists concur that the most significant assignments as a rule are not the most critical errands. 
A theory that helped me understand why I was always behind was First Things First: To Live, to Love, to Learn, to Leave a Legacy by Covey et. al (1994). They ordered tasks into four sections in their Time Management Matrix: urgent, not urgent, important and not important. While tasks that are both urgent and important must be done. Covey et.al. stated that we must invest less energy in tasks that are not important (paying little heed to their earnestness) to pick up time to concentrate on tasks that are not urgent but rather important. I was doing the opposite of this. I would do the not urgent not important tasks first because they appeared easier and when am finished with these tasks to do the important and urgent one, I would feel tired and stressed out because they seemed very hard and time consuming. However, I learnt that if I concentrate on the important tasks it enables me to manage my time better and decrease the quantity of significant undertakings that ends up earnest. 
From my readings what I should have done was to have an organized schedule to keep me on track. With an organized schedule I would be able to say no to tasks that might intrigue or give me a feeling of achievement however do not accommodate my essential needs.
Another weakness that I had was referencing sources. I was clueless on how to reference my work and this had a negative impact on my overall performance. I feared plagiarism. However, I had the opportunity to read books and articles on how to reference different sources, paraphrase and summarize. I practice every chance I get to reference anything I read, and this has help me to be a better person in referencing. 
Conclusion 
From this experience I have learnt different employability skills such as communication, problem solving, referencing skills and decision-making skills that has enable me to be a better person. I learnt that all these skills are necessary for my academic studies. I have learnt how to communicate with others effectively throughout the course and it has really inspired and motivate me to communicate with others outside of school. The problem-solving and decision skills have given me the knowledge to solve and manage situations when it arises and make the right decisions and the referencing skills has helped me to reference my work in order to avoid plagiarism. 

 Action Plan
In the future I will use Covey et. al. First Things First: To Live, to Love, to Learn, to Leave a Legacy to help me manage my time more effectively. I will ensure I make an organized schedule to complete all my tasks so that I will be less stress and be more productive. I will also ensure I stick with my organized schedule. I will also stop procrastinating by doing all the tasks I have to be done in a timely manner. I will also ensure I attend seminars and workshops on weekends to help me be a better writer and researcher and to help me in managing my time. 
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