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[bookmark: _Toc57119192]1.0 Introduction
I will describe the learnings I have achieved from the completion of the current course of Academic and Employability skills. The present report would be used by me to describe the learning from the terms completed during the course. I will try to reflect on the learnings of each topic differently as it would be helpful to describe the knowledge I have gathered and how these will develop me in the future. I will describe the knowledge gathered, and the same would be used by me to use in the activities outside the classroom. Finally, I would use the reflective cycle of Gibbs to describe module learning.
[bookmark: _Toc57119193]2.0 Discussion and analysis
[bookmark: _Toc57119194]2.1 Reflection on review on employability
Description: the topic described the employability skills in the class. According to the lecture, employability is “A set of achievements – skills, understandings and personal attributes that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy” (Yorke, 2004). Therefore, I came to know communication skills; interpersonal skills are the attributes of it. 
Feelings: from the topic, I felt that the communication skills, interpersonal skills such as the ability to listen, process and interpret the messages, communicate with others, understanding business terms, presentation skills, writing skills, team working skills, numeracy skills, group tasks, general awareness and others are necessary to get employed (Di Gregorio, Maggioni, Mauri and Mazzucchelli, 2019).  
Evaluation: from the understanding of the skills and the required knowledge of general awareness and others, it can be evaluated that the development of these skills are necessary and therefore it is essential to develop all these skills, interpersonal skills development through self-development and others which would make a graduate like me be able to get employment (Di Gregorio, Maggioni, Mauri and Mazzucchelli, 2019). 
Analysis: I can analyse that the communication skills, interpersonal skills, such as: communicating with others, interaction within a group, local, global politics and ethical issues, the legal difference between the different places, basic numeracy skills are necessary to be ready for getting employed. I can further analyse that the development of communication skills and interaction skills is necessary for me to develop in my professional life.
Conclusion: at last, it can be concluded that the module has discussed the necessary skills and the required knowledge in the areas of employability skills such as communicating with others, interaction with the colleagues, problem-solving skills, decision-making skills and others are necessary to develop me in the professional life. It can be further concluded that the required knowledge of the communication and numeracy and statistical skills are necessary and are ideal for getting ready for employment. 
Action plan: I would try to develop the communication skills through participation in the seminars, classes and others which will develop my employability skills. Further, I would like to take courses to develop my numerical ability and logical decision-making skills.
[bookmark: _Toc57119195]2.2 Reflection on Note-taking
Description: The week was about the notes taken during the class lectures, and there have been two different styles of note-taking as described in the class. The different styles of note-taking have been explained with the benefits and problems. Linear note-taking can be described as the writing of the information received in order (Cohen, 2020). On the contrary, the non-linear note-taking can be described as the note-taking of the necessary activities through the development of the main ideas, sub-points and others. Moreover, the topic has described the process of note-taking in the case of books and others differently.  
Feelings: from the description of note-taking of these two different styles, I can feel that there has been a difference between these two and both have some advantages and disadvantages. According to the notes, I can describe that it is necessary to write the main ideas and the sub-ideas under it.
Evaluation: it can be evaluated that the note taken from the books and the articles needs special attention and the people should take the necessary notes in a specific manner. For example, the chunk paragraphs should not be noted from the book; rather, the main ideas should be taken (Lynch, 2004). Numbers, abbreviations, summary systems and others can be used with the writing of the important ideas.  
Analysis: at last, from the evaluation, it can be analysed that the main skills associated with note-taking have been the recording of the necessary information from the books and the articles. The same technique can be applied while listening to a lecture (Cohen, 2020). While taking lecture notes, it is necessary to take the necessary notes in small sentences and then to complete it. 
Conclusion: I can conclude that brainstorming the idea about what is going to be discussed in the lecture and the taking of notes of the main ideas can be helpful in getting the idea of the lectures. The abbreviations like, e.g., n.b. And others can be used to take lecture notes.  
Action plan: the notes from the books and the articles are to be practised by me to get the best out of it. From the class notes, I would try to get the main ideas and elaborate on the same after the class. 
[bookmark: _Toc57119196]2.3 Reflection on Giving PowerPoint presentations
Description: the topic covered in this lecture has been the ideas and the skills of PowerPoint presentation to the lecturers and the others while working for an organisation. The presentation of a PowerPoint involves different stages such as pre-talk preparations, handouts, opening, speaking, body languages, closing and others which are to be followed by an individual. Besides, the module also described how to use handout and presentation. 
Feelings: from the lesson achieved in the lecture, I can feel that there have been problems regarding the presentation of a PowerPoint. It is necessary to prepare before the presentation and not to improvise too many things while describing the presentation (Murugaiah, 2016). Besides, I can further feel that it is necessary to use the minimum of handouts as these may not be seen carefully by the audience.
Evaluation: from the module, I can evaluate that there have been some sections in the PowerPoint presentation like introduction, which requires special attention. For example, the opening of the lecture should be done with special attention so that the brief description and problem is described (Murugaiah, 2016). The speaking of the problem should be clear and with its own specific viewpoint. I can further evaluate that the body language of the person should be firm, and the audience should be addressed directly.  
Analysis: from the discussion of the present style of PowerPoint, it can be described that the necessary analysis regarding the topic is to be done at first to determine the necessary strategy for achieving the success (Splane, 2006). For example, it is necessary to have a question session after the finishing of the project. Besides, the length should be planned in a way which will engage the audience.
Conclusion: from the discussion of PowerPoint presentation style, I can conclude that the development of the PowerPoint should be done in a way which will attract the audience and it will engage them for the full time. Besides, the audience should be engaged in the process by asking questions and describing them the key points.  
Action plan: I have attended many presentation sessions out of the class activity, and I would like to develop the necessary communication and behavioural skills to be able to present something successfully. 
[bookmark: _Toc57119197]2.4 Reflection on identifying skills
Description: The session has been regarding the development of the skills of learning and others which are necessary while preparing for the lessons. The skills which are necessary for the development of the necessary learning are time management skills, organising, planning, managing and other skills of study where the different skills are required. The skills can be like adaptive skills, academic skills, transferable skills, job-related skills, reading and writing skills.
Feelings: from the skills, I can feel that there has been the need for developing the necessary skills like adaptive skills which helps a person to cope up with the problems and to develop the potential from the same (Banditvilai, 2016). Similarly, the other skills like academic, transferable and job-related skills are the necessary elements for performing the best in difficult situations. Therefore, it can be said that the development of these skills is necessary.
Evaluation: from the learning from this module, I can evaluate that it is necessary to develop the skills of effective learning such as time management, referencing skills, writing skills, noting down of the lecture are the combined result of the academic skills, adaptive skills and others. The adaptive and job-related skills are necessary to describe the lessons to the people about managing the stress and the necessary things accordingly.
Analysis: from the learning achieved in this lesson, it can be analysed that to understand the inner person, one can take the necessary actions to understand the inner person. For the same, it can be described that the use of SWOT analysis can be the best for him as it would easily find the strengths and weaknesses and would allow him to identify the opportunities to develop. Further, the use of reflection can help to test the learning. (Skillsyouneed.com, 2020)
Conclusion: from the analysis and evaluation, it can be concluded that the development of the skills such as adaptive skills, job-oriented skills and others are necessary to develop personally. It can be further concluded that use of the personal SWOT matrix can be helpful in this.
Action plan: from the preset lesson, I would like to prepare a personal SWOT and to develop the necessary skills from the available opportunities.
[bookmark: _Toc57119198]2.5 Reflection on CV writing skills
Description: According to Morgan, “A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process (Morgan, 2017).” The section has discussed the skills for preparing CV through the blend of knowledge, skills, attributes and others.
Feelings: from the discussion made in this lesson, I can feel that the development of a proper CV can start with name and personal details which then would be followed by educational details, working experience, additional activities taken earlier, hobbies and references to those. All these would be required to prepare a CV.
Evaluation: at the completion of the topic, I can evaluate that there are many requirements after preparing their basic details. For example, to highlight the important attributes, it is necessary to develop the points through Bold, Italics, bulleting the main points, colouring the necessary parts and power words. 
Analysis: I can analyse that the description of the personal details in a delectable format, presenting the required skills, work experiences and attracting the attention of the employers would be the main task (Maund et al. 2017).
Conclusion: From the study, it can be concluded that the skills, attributes, knowledge, experiences are to be presented to the employers with highlighting, colouring and many others so that the employer gets attracted 
Action plan: I would develop a personal statement and a complete CV so that the skills or arranging the attributes, qualifications and experience can be done easily.
[bookmark: _Toc57119199]3.0 Conclusion
The present report has been prepared in a reflective style where I have tried to reflect on my learnings from taking the courses of the module. I have tried to describe the employability skills, presentation skills, note-taking skills and other skills which would develop me personally. I can conclude that the employability skills are a set of skills like communication, interpersonal actions, social skills, numeracy skills and others which can be developed through the use of adaptive, job oriented skills. Besides, to develop personally and professionally, taking personal SWOT analysis would be done by me. At last, the skills of CV writing have been described.
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