

Academic and Employability Skills Report

University of Wales, Trinity Saint David

Mahu Maria
Student ID 2115144
BMSW4001
Lecturer: Soban Sadiq

Date:05/01/2022













Table of Contents

Introduction	3
Gibbs’ Reflective Cycle	3
Time management	4
Paraphrasing	5
Academic Writing	6
Public speaking and giving presentations	6
Conclusion	7
Reference List	8
Appendix	9




[bookmark: _Toc91624883]Introduction
This report is going to describe academic skills and employability and their importance. Academic skills are the basic habits and talents which help to improve any kind of academic writing. Academic skills help students to be more efficient learners. These skills are note-taking, critical thinking, planning, test-taking, and any other technical skills. Academic skills also play a vital role in success in a career. Academic skills help the student to get success in their academic life (Kim et al., 2020). On the other hand, employability is such a practice or approach which helps people to gain and maintain employment.
Employability skills are described as transferable skills needed by every individual to make themself employable. This skill helps people with good technical understanding. This skill provides an outline to the employee according to their workspace. This report is going to describe Gibbs' Reflective Cycle. This report clearly described the six steps of Gibbs' Reflective Cycle. This report also describes skills like time management, paraphrasing, academic writing and public speaking.

[bookmark: _Toc91624884]Gibbs’ Reflective Cycle 
Gibbs reflective model is one of the most famous models of cycle. Gibbs reflective cycle is a tool of self-reflection and management that helps people in thinking clearly and systematically about different kinds of experiences.
Gibbs' Reflective Cycle helps in reflective learning and thinking skills (Sekarwinahyu et al., 2019). In this case, there are six steps of Gibbs Reflective Cycle. These steps of Gibbs reflective Cycle are Description, Feelings, Evaluation, Analysis, Conclusions, Action Plan.
Step 1 - Description: This is a short definition or description of the event or the course or any experience to set the given scenario or the given context. 
Step 2 - Feelings:  This is all about the feelings I felt before the experience. This step describes the feelings of the students. This step defines the feeling in the experiment or the event. This also describes the feeling after the event or the experience. 
Step 3-Evaluation: This is the third step of Gibbs Reflective Cycle. This step critically evaluates both the positive and negative sides and aspects of the experience of the seminar. This step critically describes the key element which went through the whole experience particularly. In this step, I also include the activities of others in the experience.
Step 4-Analysis: Analysis is the fourth step of Gibbs Reflective Cycle. This is step represents explaining or defining the reason for getting positive or negative aspects from the experience or the event. This Step helps to analyse the theme and the topic of the scenario. The analysis is the most important part of any experience. It also considers the people who were involved in the experience. This step helped me to consider my role in the experience. This step also considers the role of the participants to make the experience successful.
Step 5- Conclusion: This step of Gibbs Reflective Cycle is the most important because this step conclusion describes what has been learned from the whole experience. This step also helps to learn the application of the skills which have been developed from the experience. This step also helps me to know which skills I need to develop in future. 
Step 6 - Action Plan: This is the final or the sixth step of Gibbs’ Reflective Cycle. This step defines how we can utilise the developed skills from the experience. This step teaches to utilise or to apply the experience in daily life. This step also helps to learn about the benefit, or any negative vibes gained from the experience. 

[bookmark: _Toc91624885]Time management 
Time management is a special skill gained from the experience or the given task. This skill is very important in daily life. Everybody should keep practising this skill. Time management is a process of planning or organizing the work between a schedule. It also may be defined as the process to divide time between the respected work or activities. I have conducted the reflection on time management by making use of Gibb's Reflective Cycle.
First time when I realised how important is to manage my time was 4 years ago, when I joined the English courses. Because all the time I was too busy with my daily routine, I realised that I need a plan to effectively manage my time, also to create a list with my activities. I started with more important activities first, and unnecessary activity for later. 
 In my opinion, good time management will make my life easier in the future. Also, time management skills give me an opportunity to became punctual and disciplined, helps me to organise my work in a proper schedule. 
It is very essential to know time management while doing work of any kind.	
I am feeling happy all the time when I am on time at the university, punctuality is a priority for me, I am nervous when I am late, and I can’t concentrate so well in the beginning. 
In a busy life, time management skill is important to design a structure of work. Good time management enables us to do any work more effectively.
It is one of the most important skills which a person can learn to reach career heights (Pereira and Costa, 2017). Some people think that time management will make their work harder, but this is wrong. 
After this evaluation, I learnt how important is time management, it changes the flow of my life. A punctual person will never fail in his life. All of these I realise after the experience.  

[bookmark: _Toc91624886]Paraphrasing 
Paraphrasing is very important skill in academic writing because make us understand well enough the source and how to write in our own word.
Paraphrasing is crucial since it demonstrates how well-known the source is and that it is acceptable to create it as if it were one's own. 
When I came to the university first time and lecturer asked us a lot of questions, our opinion about academic skills like: CV, cover letter or note taking, I was lost with arguments, especial I didn’t know how correctly to deliver my opinion without modify it, but after few lessons I understand the meaning, I use synonyms or I changed the order of the words, or original structure, the main purpose was to not change the idea. 
To paraphrase somebody else work, I read the original text 2,3 times, after I write down the main points, concepts to write my own phrases. 
To better understand the benefits of paraphrasing, I attended an online session, given by university. This session was very helpful for me because Sukhpreet Grewal, explains us how to paraphrase the original source, to pay more attention to the words and meaning, to be more accurate when we need to paraphrase time.
 For example: Two weeks ago, I visited France.
 After paraphrasing: I visited France 14 days ago, in this case the idea has not changed. 
Paraphrase in my own make me feel proud, that I can do it by myself, to avoid unnecessary plagiarism.
When I was stuck, I used online paraphrasing tool, it uses intelligent decision-making software to figure out the most appropriate way to reword my text.
I discovered several paraphrase tools while using Gibbs' reflection cycle. Understanding the subject and then writing it out in my own words is the most effective approach. I believe that this technique has aided me in improving my academics skills by allowing me to learn more rapidly.





[bookmark: _Toc91624887]Academic Writing 
Everyone will agree that academic writing is a skill that must be learned. Regardless of the scenario, the students must cultivate an interest in it. It is crucial while writing an assignment. Writing a few pieces in class does not mean that students have become good scholarly writers. 
Academic writing is a succinct, clear, focused, and structured piece of writing that is supported by proof for reasons of clarity. The major goal of this type of writing is to aid in the improvement of audience understanding. Students may also only have a hazy understanding of what academic standards are and they would be required to produce a variety of written work (Mallia, 2017).
I was able to structure the many forms of academic writing using Gibbs' reflection tool, because this model is easy to understand and easy to use.
Academic writing is a very helpful tool in my study because English is not my first language and I am fighting with a lexical difficulty in my learning, proper linking one idea to another and developing paragraph coherence. Also, I need to work more on my grammar, punctuation, and spelling. It also helps me to remember how to structure a text, how to write a good introduction, conclusion in academic style. When I am writing I am very excited, all my attention is on the subject, I can’t way to finish it and see the result.
Now, I know better how to analyse someone else's work or ideas, turn it into my style and share my opinion. Writing for me is a way to improve my thinking skills, to focus more on the subject and get a good result. Writing makes our thinking and learning visible and permanent

[bookmark: _Toc91624888]Public speaking and giving presentations 
Public speaking is one of the skills that professionals are eager to develop is the ability to convey unquestionably and properly in front of a group of individuals (Abella and Cutamora, 2019). Speaking in classes and meetings is a good way to establish credibility, because students may include these speaking successes on their resumes. The importance of public representation of ordinary people cannot be overstated. 
Using Gibbs' reflection tool, I learned that successful public speaking skills may help me to demonstrate my communication skills, decisive reasoning abilities, authoritative capacities, balance, all of which are highly valued in the workplace. 
Public speaking is an important skill since it may help me to gain my confidence.
In my opinion, I have progressed in my studies, also I understand that if I talk more in front of the class, I will improve my creative thinking.
 The purpose of the presentation was to discuss the importance of the academic and employability skills and my career goals. 
When I started my presentation, I was calm and prepared, no stress and no bad feelings, for me was a pleasure to present my future career plans, the audience was my colleagues and our lecturer, and I was focused to interact with them. My topic was: “My own bakery business”.
I have chosen this as my career because not only that I am a good baker, but I found this business very perspective, and it can give a satisfying and fulfilling feeling by serving others. I have made proper research regarding various positive and negative aspects of this business. Starting a small business is a big challenge, but then I will be ready to put my skills in practice, also to manifest myself as a leader and to share my knowledge with other people.
In my opinion, I chose an interesting topic, and everybody pay attention to my work, my goal was to send a clear and understandable message to everyone, to be in a visual contact with my audience like a visual prompt. To gain a successful presentation I read, analysed different types of materials: books, articles, and online sources, I practice my speech and I was confident.
 Presentations are very important step in our learning, it’s a big opportunity to share knowledge and to improve communications skills.
Good communication is a key to success. It is a very essential skill that can help to communicate and share ideas and bring better work output.

[bookmark: _Toc91624889]Conclusion
To summarise, employability skills or academic skills educate students for their future careers and help to connect with work prospects, which is a major priority for many students. Students begin this preparation while still in school, college, with several study courses. Multiple abilities were employed in this study, as well as a Gibbs Reflection evaluation of those talents. Furthermore, the research assisted me in gaining a clear understanding of how to increase talents and the value of such skills. Academic skills are essential for a successful education.
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Importance of Academic skills 

Academic Skills are set of talents, improvements who can offer 

us a chance to achieve the academic success that reflects our 

potential. 

Academic skills motivate us to become more valuable 

learners and better workers.

Academic skills like note-taking, reading, reflection, time 

management, are very important because they help us to 

build our future.
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Employability skills

Employability skills  is a connection between study, personal 

development and other activities. 

Is a combination of knowledge and attitudes such us:     

 Communication skills

 Self management

 Teamworking skills

 Problem solving

 Proper planning skills
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My intended career plan is:

My requires are:

• Business plan

• Good location

• Legal and license fees

• Equipment cost

• Suppliers and ingredient costs

• Experienced workers

 Open my own bakery with my name

 Become popular in a very short time

 Impress our clients with our  unique 

products
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Skills required to 

open a bakery

 Leadership skills

 Good Communication

 Attention to details

 Time management 

 Organization skills

 Team working
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SWOT analysis 

Strengths

• Dedication and patience 

• Positive attitude, humour

• Creative thinking

Weaknesses

• Self-management

• Lack of attention

• Lack of experience

Opportunities 

• Collaboration skills

• Self confidence

• Focus on the new technology

Threats 

• Competition

• Customer Complains

• Delivery on time  
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Personal Development Plan 

Deliverables  Actions  Time 

•

To improve my English

• To attend English classes

• Work on my punctuation and grammar mistakes

• Expand my vocabulary

4 months

Compose under pressure

• Try to remain calm in every situation

• Taking help from others if required

3 months

Curiosity 

• I should be open-minded

• Ask questions continuously

4 months

Training course

• Understand the terminology and ingredients 

• Learn techniques of cakes and pastry.

6 months

Visit different countries

• Experience exchange

2 months
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Conclusion

• Skills are an important in our life because can provide us a big 

chance to succeed in the intended career.

•Starting a small business is a big challenge for me but I will work 

hard to put my skills in practice, also to manifest my self as a 

leader and to share my knowledge with other people.

• At the end of the way, I would like to be recognised as a 

successful businesswomen who has achieved all the goals and to 

leave a positive impression in people’s life.
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