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This is a reflective report on Academic and Employability Skills module. In the future I intend to open a business ,a cleaning company in the UK and in order to fulfill my dream I will need to develop some of the skills that I learned on this course. I will use Gibb’s cycle of reflection to describe my experience . I choose this model of reflection because I can express my overall feeling about some of the module topics which I think that are essential in my future career, such as Public speaking, Time management and CV Writing. The Gibbs reflective cycle includes six stages and I will try to include them in each topic if hopefully I understood correctly each stage  I am covering in this report  ,the stages are -Description, Feelings , Evaluation, Analysis, Conclusion and Action plan(The University of Edinburgh,2020) 
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2.1 Description
 Public speaking  is one of my biggest fear, I am more of a writing kind of person ,but when It comes to public speaking I have the fear that I cannot express myself .At the beginning of this course I felt a bit scared because I was not sure I will be able to deliver a proper presentation that I had to prepare for one of the assignments.
 2.2 Feelings
As a personal experience I believe that the language barrier is one of the reasons for the emotion that  I felt  when it comes to public speaking. I find writing easier for me to express, but I am fully aware that at some point in life I must be able to do a speech. During the presentation for the assignment I had a very hard time, but as Arlin Cuncic  said on an article , “Even if you don't make regular presentations in front of a group, public speaking is a useful skill to have from making a speech at a friend's wedding to inspiring a group of volunteers at a charity event. Developing your public speaking skills can increase your confidence and help you overcome speech-related anxiety you may have.”(verywellmind.com,2020) 
2.3 Evaluation
Public speaking is a weakness that a lot of people have, but learning about speeches during the module and doing exercises in which the teacher presented different people doing speeches, their posture, gesture and overall the clear message that those people transmitted made me understand what are the main skill I need to develop in matter to be more confident when I will need to do a public speech. 
2.4 Analysis
Public speaking skills are also helpful on a day to day basis, even if is a speech for work or for different occasion. Despite the fact that I am emotional and I cannot express myself and be confident enough to speak in public, I am aware that I should overcome the emotions and transmit my message as clear as I can .
2.5 Conclusion
I understand now that public speaking is an important tool for me in order to become the person I want to be in the future and by rehearsing and having more confidence I could be able to speak in front of a large crowd .By taking English classes or with the help of the lecturers I will be able to improve my language skills and probably this will help me even more.
2.6 Action plan
I am sure that at the next speech I will have the same emotions and insecurities ,and I will try not to embarrass myself ,but I want to believe that I will be much more prepared with the experience I had at the University and I will deal better with it.
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3.1 Description
I find time management topic to be one of great interest because to be able to manage my  time properly is a very useful skill, I can divide my time much easier, I understood that I need to have time for work but also personal time is very important .Organizing my time is a weakness for me, because most of the time I am procrastinating and I tend to loose essential time just thinking to do things and not actually do them .

3.2 Feelings
I struggle a lot with the fact that I have to resolve problems and I always postpone them ,thinking that I have enough time to do them ,but I find myself into the situation where I have a limited amount of time ,like in this case I needed to write my assignments and I get to the point where I am panicking because I do not have enough time to write them properly because I did not organize my time better. 
3.3 Evaluation 
On time management topic at class I’ve learned some time management principles ,and one of them I believe it suits me ,and that one is the Eisenhower method ,which is based on important/not important and urgent/not urgent tasks (mindtools.com,2021).I tried this method ,not as it should have been tried ,which was writing down the important or not important tasks, but in my mind. I tried to select the important tasks I had to do within a week and actually focus on them more.
3.4 Analysis
 At my first attempt I did not manage to solve all the important tasks, I kept procrastinating and this was a bad thing ,I was aware it is not a solution to my problem ,but being used to do so it was hard to give up some of the routine that I have. I did not get the support I needed at home because I am surrounded by people that does the same thing, just postpone everything.

3.5 Conclusion
I think that I could have think much deeper at my problem with time management and grow up because time is a precious thing in my life and it is something that does not come back .If I am able to manage my time ,I could have time for myself also and my hobbies and I will be much happier and proud of myself. 
3.6 Action plan 
I must be honest and say that I will probably deal in the future with the same situation of procrastination but I will think twice before leaving a problem I must solve undone until the time I will not be able to solve it anymore. As Brian Tracy used to say in one of his books “Your success in life and work will be determined by the kinds of habits that you develop over time ,the habit of setting priorities ,overcoming procrastination ,and getting on with your most important task is a mental and physical skill.” (Tracy ,B., 2017) 

[bookmark: _Toc81580336]4.CV Writing 

4.1 Description
I was not aware that writing a CV properly could make a difference between me and other applicant to a job. In the past , at my school back home in Romania nobody thought me how to write a CV in a way I can make a difference. I knew only that I have to give some information about myself ,such as telephone number, name and probably address and also some information about my education or the jobs that I had and put them on a piece of paper ,without thinking that my CV will be a piece of paper that employers throw it away because they get hundreds of CV per week .

4.2 Feelings 
I struggled several times with finding jobs and what sometimes I felt a bit disappointed because I did not get the response I was waiting for or maybe sometimes I did not get a response at all. In my future career ,I will read a lot of CV and I want to make sure I will pick the suitable persons for the job that I will be hiring. I did not know that CV must include a personal statement which is a little part of you written in a few sentences that can make a difference because in the end the purpose of the CV is to get the job I am applying to. 
4.3 Evaluation 
The CV I will send must be easy to read and the font and font size must be proper and not include spelling mistakes. In Romania I was still writing by hand CV when I tried to apply for a job and that was a bit of a rollercoaster because I had to stay  focused to have a nice hand writing.
4.4 Analysis
I reckon that I am much more aware of the fact that employers are looking for a CV that stands out ,CV writing is very important because is actually a part of myself written on some paper and experienced employers can recognize immediately if a CV is well written or not.



4.5 Conclusion
I could have tried to search myself on the internet ,before entering the University, good ways to write a CV but I did not think that the way that they are written is that important. I used to think that if the employer needs employees ,I must write all my pervious jobs and I will impress people with my experience in the work field and that is important. It was a wrong thinking from me. 

4.6 Action plan 
I want to think of myself that now I know what a CV must include in a way that at least my CV does not get in the bin .In my future career ,if I manage to fulfill it ,I will be much more careful with the CV I will receive and I will know what to look for.
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As a conclusion I would like to say that overall, this module has helped me very much with a multitude of new information and I developed skills that I was not aware I had. The online experience was quite good despite of the fact that I was not able to meet my teacher and my colleagues face to face .Above all disadvantages, the Academic and Employability skills module it learned me how to improve myself, in an academic way and what are the guidelines I should follow in order to achieve good results in my day to day work.
I feel now that I am more confident and I know how to finish certain tasks, the topics such as time management or public speaking were my weaknesses but know I have a clear idea on how to apply them. All the topics learned during this module will eventually help me to get better jobs or to at least have an idea of how I should proceed in certain situations. Even something basic as a Curriculum Vitae, if is not written correctly can have an impact on the employer and can make a difference between me and other applicant for a job. Even if is not going to be easy to take advantage of everything that I learned during the module ,I have at least some tools I can use in the future.



[bookmark: _Toc81580338]6.References 



  Mindtools.com(2021)  ,Eisenhower’ Urgent/Important principle– Available at https://www.mindtools.com/pages/article/newHTE_91.htm ,Online, Accessed on  09.08.2021 

Ed.ac.uk(2020) , Gibb’s reflective cycle, Available at  https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle ,Online ,Accessed on 15.08.2021 

Verrywellmind.com (2020), How to improve your public speaking skills ,Available at - https://www.verywellmind.com/public-speaking-skills-3024308#:~:text=Good%20public%20speakers%20are%20in,and%20keeps%20a%20conversational%20tone. ,Online, Accessed on 15.08.2021 
 
Tracy, B. , 2017, Eat that frog !, Yellow kite , imprint of Hodder& Stoughton ,Great Britain 













 pg. 2
image1.png
Prifysgol Cymru
% Y Drindod Dewi Sant

. University of Wales
Trinity Saint David

»




