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[bookmark: _Toc69103388]Introduction
The report aims at describing various academic and employability skills and how I will relate this with my own life. Academic and employability skills are the skills that help a candidate to learn faster and get a better job (Blaxell and Moore, 2012). We learn various theories from educational institutions and life experiences. We should focus on analysing the previous experiences and understand the standpoint. If it doesn't fit a problem's solution, we should focus on thinking of alternative explanations of a particular task to be more efficient next time. Different types of academic and employability skills developing topics are covered in that report, and how I also described how these new skills and knowledge helped me to upgrade myself and be a better person in terms of skills. The report will describe different reflection models, academic skills, CV writing skills, Time management skills, and public speaking. It will give a proper insight into how these skills are helping me every day.   





















[bookmark: _Toc69103389]Reflection Model
 Reflection refers to a concept that emphasises someone's awareness of experience, belief, and knowledge (Markman and McMullen,2003). A model of reflection refers to an organised process used to guide someone to analyse his or her personal experience and make an improvement (Poulin, 1990). It helps to understand one's thinking and learning strategies and relate them with previous understanding and apply it to new tasks. The reflective model involves thinking consciously and analysing what is going on, and adjusting to the next task. Models are primarily used in circumstances where updates and feedbacks are essential, such as healthcare professions and business meetings. 
The elements that include in the reflection models are:
1. It leads to learning: It changes one's ideas and understandability. 
2. Active and Dynamic: We learn from past experiences and reflect on them to the next task. 
3. Cyclic and Variable: It creates a chain of ideas, and people can analyse from different perspectives (Poulin, 1990). 
These models are easy to follow and have a clear and defined endpoint. If we adopt these models and apply them in real life and get better results, it motivates us and focuses on learning goals. There are several models of reflections. Such as
1. [bookmark: _Hlk69087436]Gibb's 'Reflective Cycle (1988)
2. [bookmark: _Hlk69087820]Kolb's 'Experiential Learning Cycle' (1984)
3. [bookmark: _Hlk69088086]Driscoll's Model (1994, 2000)
[bookmark: _Toc69103390]Gibb's 'Reflective Cycle'
Graham Gibbs developed it. It covers six stages. Firstly, describe the experience. Secondly, feelings about the experience. Thirdly, Evaluating the experience. Fourthly, analysing the situation to make any sense. Fifthly, concluding from experience and lastly making a plan how to deal with similar conditions (Adeani, 2015). 
[bookmark: _Toc69103391]Kolb's 'Experiential Learning Cycle' (1984)
It emphasises four steps by which people learn and develop himself or themselves. Firstly, having a concrete experience. Secondly, reviewing the experience. Thirdly, learning from the experience and lastly trying out to implement what I've learnt (Mangana, 2015). 
[bookmark: _Toc69103392]Driscoll's Model
This model focuses on three questions
1. What?
2. So what?
3. Now what?
We need to match these questions to an experiential learning cycle and to have algorithmic questions that will promote the learning experience and reflect the learning topics. 
In this report, I will follow Gibbs's Reflective Cycle to evaluate (the topics discussed in the later sections) my learning from experiences and use it in future projects. 
[bookmark: _Toc69103393]Time Management/ Organizing Study
Time management refers to the ability to allocate one's time effectively and productively at personal life work (Macan, 1994). We spend time in our life on various occasions, such as studying, working, spending time with families, recreation, eating and mostly sleeping. Everyone should manage their time to manage it efficiently and effectively. There are some tools that can manage someone to keep on track. Such as priority list, diaries, action logs organising paperwork etc. I have studied and analysed my spending of time based on Gibb's Reflective Cycle.  The experiences where I was spending my time on recreation and the unnecessary thing most. I feel that I should change my time allocation and conclude by stating a time management plan. 
I follow the 4D model of time management. It helps me to make a quick decision and allocate time more efficiently. 
The 4D's of Time Management
	Category
	Action
	Examples

	Do
	Work on tasks that take few minutes or creates a base for the more significant projects
	Take part in classes 
Do the assignments
Prepare studies

	Defer (Delay)
	Pause the tasks temporarily if they're not needed to be handled right now. 
	Go to tour
Seat idly
Take much time to comprehend


	Delegate
	Reassign task to someone else.
	Planning of family tour 

	Delete (Drop)
	Remove unnecessary tasks from the schedule.
	Unproductive meetings or mails
Watching movies



Figure 1: The 4D's of Time Management (Mansell, 2020)

The 4D technique is essential to prioritise my ever-growing tasks and finish the most important one first and the others next. Now, I can easily manage my time for studying and give enough time to my personal area. 



[bookmark: _Toc69103394]Academic Writing 
Academic writing is focused, clear and concise writing backed by evidence and helps the reader understand the topic easily (Paltridge, 2004). It follows a formal tone but doesn't recommend complex sentence structure and rarely used vocabularies. There are some characteristics of academic writing:
1. Focused and well organised: These types of reports are written based on a previous plan and are arranged sequentially. 
2. Well structured: Contents are written in a logical structure and brings necessary topics to clarify the main topic. 
3. Formal tone: These types of reports are written in a formal style, active voice, and proper tenses. 
4. Evidence-based: The arguments are backed by evidence from various trusted sources and are referred to correctly (Oshima, 2007). 
Some key points are crucial in academic writing, such as referencing, paraphrasing, paragraph structure, sentence structure, clause structure, focused writing etc. In a report, we can mention a sentence as the short but engaging topic to be discussed. The report should reflect the evidence-based arguments on the presentation. All the points should be arranged sequentially and logically to discuss the mother topic consistently. I used to make some mistakes according to academic report style before learning the writing style in reports. I used to make longer sentences and mix up the structures. Sometimes it becomes overlong and complicated for the readers to comprehend the meaning. I applied the reflection model and found out the problem I used to make previously. I've made a plan that I follow to avoid mistakes and keep the reports precise and easy to comprehend. I use short paragraphs to differentiate and fragment topics into pieces. Then write them in passive form as far as possible and use simple clauses to describe them. Proper referencing is also an important matter to focus on. I try to provide my arguments backed by enough shreds of evidence. 
[bookmark: _Toc69103395]CV writing
CV stands for curriculum vitae. CV is believed to be the first impression of candidates, both academic and professional; credential. So, the applicants must organise the CV to attract the recruiters and showcase their accomplishments in the best way (Indeed, 2021). Curriculum vitae refers to the course of life. So, the document includes the candidates professional and academic history. It also includes awards, achievements, scholarships, job experiences, research projects etc.  The CV is usually 2-3 pages long, but sometimes it becomes much longer for an experienced senior doctor, corporate officer because the document includes all the credentials and achievements of the person. 
The CV format is stated below: 
1. Contract information
2. Academic results
3. Job experiences
4. Other skills and educational qualifications
5. Honours and Awards 
6. Hobbies and interests but optional
7. Professional associations and fellowships if have
8. Licenses and certificates
This order or format should be followed to write a professional-looking CV. 
There are some basic guidelines to write a formal and professional-looking CV. Such as:
· Consistency regarding fonts and font sizes
· Power words to entice the recruiter (Morgan, 2017)
· Zero spelling mistakes and precise documentation of a maximum of two pages.
· Keywords should be highlighted by using bold, italic, or underlining.
· Bullet points should be used rather than complete sentences to state point.
· The Colour combination should be enticing, and clutter can be used.
 For me, I definitely didn't know that much information previously. I used to write a CV conventionally. Now I updated my CV according to the knowledge I gathered from joining the program. My previous CV was four pages. I made it precise and highlighted the critical points by using bullet points and other options. It looks more professional right now. I will always apply the knowledge to update my CV and help others make or update theirs correctly. 
[bookmark: _Toc69103396]Public speaking and giving presentations
Public speaking refers to the given live presentation before an audience in a hall or open places. It can be comprised of different varieties. The main goal of the speech is to entertain, educate, aware or influence the people. Sometimes the speaker speaks and the audiences the presentation, but sometimes the speaker takes the help of slideshows to present the speech visually. The origin of public speaking dates way back to the Greeks. At that time, the citizens could directly oppose the assembly's decisions, so to convince them: a skilled public speaker was needed. That's why people were trained to present the conclusions. Later, when Romans came to power. They also followed the Greek method to speak in the senate sessions. At that time, public speaking was called rhetoric (Spencer, 2021). 
That style was popular in the USA and the UK till the 20th century. After the 2nd world war, the public speaking methods became less formal, and with time, technology was introduced to make it more appealing. At present, PowerPoint is widely used as a tool for public speaking worldwide. Public speaking is essential for various reasons because: 
1. It improves the speaker's confidence
2. Enhances deductive skills
3. Makes it stronger to be more convincing (Daly, 1989)
Speaking in public is very important for leaders and people who manage teams. I want to build my hospital in the future, so I must be careful to develop this skill. I analysed my present condition, and there are lacking in me. I become nervous while interacting with a larger audience. So, I feel that I should make a change and prepare myself to face the people. So, I made this plan: 
· Write down the speech
· Practice and again to gain confidence
· Prepare the slides 
· Overcome the fear and stress
The online presentation is way different from a public presentation. The online presentation doesn't make much nervous and has a natural flow of information. But talking before hundreds of thousands of oof people is something different. It takes much confidence and adaptability. 
I believe this plan will help me to overcome the problem I usually face. 
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Conclusion
The aim of the report was to understand different topics and reflect on my person so that I can upgrade myself and be a more skilled individual. The skills I learned in these modules are beneficial for my qualification and personal life because it helps me to manage my time more efficiently, focus on more critical tasks and make reports and CV's way professional and better. I've learned how to learn from experiences, analyse them and make a better plan to do the task again. It's very insightful and lifelong learning material. From the comprehensive study and explanation, we can conclude that these skills are essential to energise a person to be better for both job fit and individual organisation. 
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