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Introduction
The assignment is a reflection on the learning and the experiences that I have been presented through the classroom activities in executing tasks as well as studying academics. The analysis of the different experiences and learning abilities are going to be explored through this reflection by critically analysing the developments and the experiences that I have achieved in developing my academic and employability skills. The model of reflection has been chosen for this reflection includes the Gibb’s model of reflection. This is going to help in reflecting the experiences and how this has been contributed to self development through activities and learning’s that were undertaken (Wain, 2017). 


Reflection on the learning and the experiences within class activities

1. PDP 
Description:
Learning the exercise of the Personal Development Plan included within the course of this module provided me with an in depth idea of how to make personal development. The use of the PDP for improving my academic and employability skills was one of the components I had learnt from this module. 
Feelings:
In the course of this module, learning the use of Personal Development Plan has been very interesting to me as of the beginning of this module I had no idea about making PDP:  how to do it, what to put in it and why it is important for personal, professional and employability skills. My lecturer told me making PDP will help me set my future goals. At first when I did it, my lecturer gave me feedback and told me how to improve it, such as: what am I going to do in two years time and five years from then, also how to reach my goals like doing different types of courses  and  finishing my university. Identifying the objectives as per the issues and challenges at a professional level can be solved.  Therefore, it will help me achieving the opportunity that I am potential of.
Evaluation:
I learned from the study of PDP that practice must be carried out on an on-going basis so I can keep increasing and improving my efficiency and turn out to be more competitive. I understood the importance of PDP in order to gain competitive advantage over my competitors within the professional world.


Analysis:
Personal Development Plan objectives identification and real-time planning activities of identifying the ways to achieve has helped me in developing skills related to the real-time planning which is realistic and achievable.
Conclusion:
Through this section of the module my planning skills and knowledge regarding the tools and techniques that are going to be beneficial for developing employability skills is boosted by me. The PDP on the module was highly valuable to my skill engagement and achievement process in terms of supporting me with the requirements that are academic but beneficial with potential outcomes.
Action Plan
Learning advance levels of personal development plans associated with employability skills development.    

2. Academic Writing
Description:
The module gave me the opportunity to learn and develop different types of writing skills and techniques as well as form of communication. Through the source of the module, I have learnt the written skills in relation to course work on myself. These have made me aware that written skill is not limited to the academic books, literature or business letters. But in the writing efficiency of management and skill development practice as well.
Feelings:
Through the course I have been learning about academic writing, such as understanding the clause, sentence and paragraph structure. At the beginning of this module, I had little idea about academic writing but as I go along through week by week I started to understand academic writing is clear, fluent, focussed and structured. It has a formal tone and style, but is not complicated and does not require the use of long sentences. I have learnt the use of tables in presenting information, communicating the information to the tutors. At the end of the course, reflective writing ability has been one of the beneficial factors that I have been established with.
Evaluation:
The changes that the module has given me include the academic and written skills which I have been able to reflect on the knowledge that I have been gathering in the course time spent with activities of the module. Reflective writing was highly beneficial to me in terms of increasing my knowledge and ability for making assessment for personal development plan.


Analysis:
The course has helped me improve my current abilities on academic writings for future goals and employability skills development. Three main writing styles you may come across during your studies are: descriptive analytical and reflective. This will require you to develop your writing styles and perhaps think more deeply about what you have read or experienced in order to make more meaningful conclusions (University of Reading, 2020). 
Conclusion:
Written communication developments based on developments are the new skills and abilities that I have gained at the end of this module.
Action Plan:
Keep on using the written skills and identify new ones to achieve as part of a personal development plan in employability skills.

3. Time Management
The module included task related to time management understanding and practice as well as self reflection. Good time management skills help you work smarter instead of working harder (Parmask. H, 2017). 
The ability to management my time was not easy at all. By doing this course I got sufficient knowledge of using my time. Organising time by planning how much time I need to spend on each activity, priority of the task with the feedback I got from the lecturer. I have been able to identify the areas that are working as a negative aspect of the employability skills which I need to improve.  The benefits of time management are greater productivity and efficiency, better professional reputation, less stress, increased opportunities (Mind tools, 2020). 
Through reflection on this experience, techniques of the time management skill development and prioritizing the task have been highly beneficial to my employability skills. I have been able to develop my personal career growth.
Nowadays the importance of time management tools have increased so much that most of the organisations are often such techniques to help the employees have a proper understanding of time management. On the other hand it is also important that time management helps employees to become multitasking being able to perform different sets of activities within one specific time slot.
 I will make to do list, weekly planner prioritize the task from most important to least important, try to avoids unnecessary plans, think alternative, always follow the plan, set a target goals to finish on time . 


4. Summarising:
In term 1 I was learning about summarising the information, from books and the internet, and rewriting it in my own words as academic writing. There are a variety of techniques to summarise a piece of information in your own words. A class activity we were doing was about how to summarise. We were given different types of information such as: stories, journals, documents, etc. The lecturer said summarising should be main ideas only, has to use our own words and should be shorter than the text. 
We had a full lesson focused to this topic which gave me a further guide on how to summarise my research. I learned that I have to use different word choices and now I am confident on how to summarise and what it is, as I able to apply all the techniques that I had learned in class. I got good feedback from the lecturer and I did well in my assignment at the end of term 1. 
Doing summarising had helped me to evaluate unnecessary clause from the text when writing in my own word. This has been highly beneficial to me in terms of my employability skills development. According to my knowledge I will learn further more to write better summarising to improve my academic and employability skills.
5. Cover letter writing:
In term 2 one of topics I was introduced with was cover letter writing. I did not have any idea what cover letter is so I asked my lecturer, then she explained to me in details all about cover letter writing. In a class activity we were given job descriptions and had to use it to write a cover letter. After I wrote the cover letter with the given job description, My lecturer gave me some feedback on how to improve my work: Knowing the company’s background and goals that you’re going to work with and mention it in the cover letter that your qualities match with the company’s needs. Highlighting my abilities and skills on different sections and not repeating the same information.
In the world of profession, you are required to write a motivational cover letter to support your application for most of the skilled jobs. An essential part of any job application, a cover letter needs to be attention grabbing and concise (Smith. J, 2019).
A motivational cover letter could change the mind of the hiring manager to offer you the job that you want to do. Therefore, you should write your cover letter with the position applying for in mind. I am positive that I will try to develop my cover letter writing skills as it will enhance my knowledge for employability skills.
[bookmark: _Toc45807839]Analysis of the findings
Through the reflection on the experiences and the learning that I have been provided at the end of this module, I have realised a difference within me in terms of confidence. The knowledge and the experience that I have gathered came into realisation through the reflection. The reflection on the module items that led to the development of my activities has been highly beneficial to me in terms of making me professional and equipped with the skills and the abilities that have enhanced my ability. The use of tools like that I have learnt in the curse of this module is undoubtedly by reason of improvement to become competent with employability skills. Through the refection that I have developed in this particular task provided me with insights into the difference of my capabilities as an employee now and then. I have been able to improve through the classroom activities that gave me real-time insights contributing to my physical abilities related to soft skill development. Further, my research abilities have improved as I was guided by my classmates and teachers through the tips on how to utilize academic sources of information in my course. The module and the classroom activities included many other activities and tasks among which I chose the above four as these made a huge difference in terms of knowledge and attribute development. I found myself equipped with the experiences that are highly contributing to my level of competency which was previously an intermediate level. The feedback that I received allowed me to gain more insights and was encouraged in targeting for more research and skill development. The curriculum was engaging in making me interested where the help from the lecturers and the classmates were positive as well. Now, I find myself more knowledgeable about the working world and the professional requirements of an individual in achieving success.
[bookmark: _Toc45807840]Conclusion
Through the reflection on the experiences and my learning’s as well as the analysis of the feedbacks, I have been able to determine my strengths and weaknesses in terms of academic and employability skills. The benefit of the reflection is not limited to this but it also includes my realisation of improvements that I have experienced in the course of this module. The importance of reflection on self-learning has been well understood by me in the course of the study and this reflection writing as well. My requirements for further improvements are well identified through the reflections as well. 
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Date: 21/02/2020
Name: Ruma Anowar
Address: Flat ..... Ingram House, London
E3 5NL
Contact Number
Email

To

The Manager

Human Resource Dept.

German Trade Fair Organization, Centre London
London, UK

Subject: Application for position of Office Manager.

Dear Sir / Madam

Thank you for your advertisement seeking an office Manager for your company, German Trade Fair
Organization. You will find in my resume and this cover letter that | have the qualifications you are
seeking.

| recently found out about your position at German Trade Fair Organization, and | write today to
offer my qualifications. | have a degree in Business Management for University of wales trinity st
David , and over seven years work experience as an Office Manager at Khan Traders. Over the course
of this past seven years, | have helped many companies determine management strategy, hiring, and
reallocation for a more efficient, productive, and profitable company. | have many awards and
references to offer from the company | work for, as well as our previous clients. | know | would make
an excellent addition to your team at German Trade Fair Organization, in the short and long term, as
I have the experience, skills, and training you need, as well as a commitment to success.

| would love to bring my strong customer service and leadership skills to work at German Trade Fair
Organization and | have no doubt that I'd be a great asset to the team. Thank you for your
consideration and | hope to speak to you soon regarding an interview.

Yours Sincerely,

Ruma Anowar




