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[bookmark: _Toc100467598][bookmark: _Toc100468015]Introduction

The primary objective of this report is to access my current skills based on a comparison of my life before university and how the material explored during this academic year has influenced and developed my skills. In the report, I will analyse my preferred reflection style and its reasons, followed by an in-depth analysis of the critical skills necessary for my success in the IT industry. As of last, the report will offer a conclusion based on all presented information in the account. 

[bookmark: _Toc100467599][bookmark: _Toc100468016]Information technology  

My future career plan is to be in the digital world or IT. I have added a summary of the definition and importance of IT in this paragraph to reflect on my skills back in this industry further in the report. To understand the importance of informational technology (IT) in today’s world, first, we need to be familiar with Industry 4.0. It was defined as the fourth industrial revolution where barriers between the physical and digital worlds are blended into one organism as a united network (Marr2018). The role of IT is to build this vital connection between different devices and maintain the precise delivery of this communication (Spacey. 2019). Therefore, it can be said that IT is the driving force of the fourth industrial revolution. 

[bookmark: _Toc100467600][bookmark: _Toc100468017]Required skills 

According to Indeed, one of the biggest employment platforms worldwide, every IT specialist must have a great set of skills to develop a long-term career out of this job. Despite being introduced as a list of 17 different skills, they can be summarised into two main categories of technical skills, such as data collection and coding and soft skills like analytical abilities and communication (Indeed.2021).


[bookmark: _Toc100467601][bookmark: _Toc100468018]Gibbs reflective cycle (1988)

Reflecting on your skills is defined as thinking carefully or deeply about a subject by looking back and learning to form it. Being able to reflect on yourself is a valuable skill that can help make links between theory and practice and connect past and future. By practising reflection, you can intensify the development area and achieve higher results for the future (Studylib., 2014). 

Gibbs’s reflection model Fig.1. offers the tools to develop a structured process of learning from experience. The model can assist students in structuring their thoughts and design capabilities to get a better outcome next time they encounter a similar situation. (Nichola.B.2016).

[bookmark: _Toc100467602][bookmark: _Toc100468019]Benefits of Gibb’s model 

The model consists of six different steps, containing other processes people experience during a situation (Nichola. 2016).

[bookmark: _Toc100467603][bookmark: _Toc100468020]Weaknesses of Gibb’s model 

Compared with other methods, this cycle does not include the in-depth analysis or referrals to critical thinking (Nichola. 2016)
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Fig.1. Gibbs reflective Cycle (Nichola. 2016).



[bookmark: _Toc100467604][bookmark: _Toc100468021]Time management

Time management is the process of organising and planning how to organise your time effectively between different activities (MindTools. 2022). 
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Time management poster (Made by student) 

[bookmark: _Toc100467605][bookmark: _Toc100468022]Description 

We were introduced to time management as a skill that could bring many benefits into our lives, once mastered. We studied various time management techniques which I found interesting and very practical. I was impressed by the Pareto principle and the 80/20 rule. The interesting story of his finding and how he compared Italian wealth to his garden peas made me keep attention in class. 

[bookmark: _Toc100467606][bookmark: _Toc100468023]Feelings

I always thought I had goods skills in this area before becoming a student. However, this module completely changed my views and made me realise the necessary efforts I need to put in if I want to develop my time management skills. 

	
[bookmark: _Toc100467607][bookmark: _Toc100468024]Evaluation 

I found it easy to understand the material and quickly tried to find a way how I can adapt it to my life. I always keep myself busy and though my day structure is going well, however, the rule made me realise I only clutter my to-do list which many useless tasks which make me overwhelmed at the end of the day. I asked myself the 80/20 question and made some changes to the habits. 

However soon after I realised how challenging the introduction of a new practice can be. My old habits of using unproductive apps during travel or my job breaks kept repairing even after I knew alternative ways to be more productive in my free time. 

[bookmark: _Toc100467608][bookmark: _Toc100468025]Analysis

The main definition of the 80/20 rule is that the majority of results come from a minority of inputs presented as 20% of efforts acquiring for 80% of the work done whereas the opposite is also true (Tardi,2022).

While these dues sound logical and easy to reflect in your life I wondered why this skill was not introduced to us earlier in life. Even if it’s not 80/20 but another technique such as the Eisenhower Method where you divide tasks into four different categories based on urgency and importance, I believe we need to be trained on how to manage time from earlier in life (Clear,2022). 

[bookmark: _Toc100467609][bookmark: _Toc100468026]Conclusions 

The subject of time management opened my eyes to the importance of a structured day and how an education at university can have a positive influence not only on your academic and work life but also on your personal schedule as well. With my new knowledge, I have a clear vision of what I need to do next. Apart from removing some of my current bad habits, I need a plan of how to implement good time management skills in my day. 


[bookmark: _Toc100467610][bookmark: _Toc100468027]Action plan 

I plan to create a vision wall near my desk with a printed model of the Eisenhower Method. 
I would then use the 80/20 rule to establish which jobs bring me the most effective and are worth my time. By blending both methods together, I will aim to do weekly follow-ups on how my week started and how many jobs I did by the end of it. This way I can constantly improve and rearrange every area of the process if necessary. 


[bookmark: _Toc100467611][bookmark: _Toc100468028]CV writing

A CV is a summary of the skills and past experiences which are presented to an employer in an attempt for a new job position (Reeds,2022). 
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[bookmark: _Toc100467612][bookmark: _Toc100468029]Description 

In class, we were presented with a framework of what is required in a powerful CV. We learned the do and don’ts when writing your skills as well as how to write a short summary as an inviting introduction. 

[bookmark: _Toc100467613][bookmark: _Toc100468030]Feelings

Before university, I always found jobs through word of mouth and never had the need to make a CV. During the module on various occasions, we were reminded of the importance of having one made which made me realise how important it should be to have one. 

[bookmark: _Toc100467614][bookmark: _Toc100468031]Evaluation 


I made an attempt to write one right after the lecture about making a CV but it turned out to be much more difficult than I thought. At first, I had nothing to write, but later on, I couldn’t fit all skills and abilities I wanted to mention. 

[bookmark: _Toc100467615][bookmark: _Toc100468032]Analysis

I had decided to do some further research on the topic and find out that not all skills one believes are valuable must be mentioned. If a person is that skilful to fill over one page, CVs should be divided per industry or job role and every skill must be fitting the desired employee profile (Reeds, 2022). My current set of skills include:

· Technical skills:  Since a young age, I am fluent in technical writing codes such as Python and HTML. Until recently I kept them on a basic level, but just last year I finished a few online courses which made me highly knowledgeable in this area. 

· Communication skills: In every job I ever hold I was praised for having great social skills and the ability to make others laugh. I am always respectful of others and also a great listener.  

[bookmark: _Toc100467616][bookmark: _Toc100468033]Conclusions 

I have learned the importance of having a tailored CV matching your industry and the hard work behind making one. 

[bookmark: _Toc100467617][bookmark: _Toc100468034]Action plan 

I have started expanding my list from skills I currently have to also include skills I shall develop to be more attractive to my future employers. 

[bookmark: _Toc100467618][bookmark: _Toc100468035]Cover Letter



[bookmark: _Toc100467619][bookmark: _Toc100468036]Description 

After studying about the making of a CV we were told how to do an influential cover letter to accompany our resume. In contrast, the cover letter is a document targeting the job you are applying for and your reasons for willing to work for them (Gov.2022). 
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Cover letter poster (Made by student)

[bookmark: _Toc100467620][bookmark: _Toc100468037]Feelings


I felt that there is no need to repeat the same information twice and honestly believe a cover letter is not of such importance as a well-written CV, however, our teacher argues the opposite. My colleagues also reflected on their past experiences where they were given feedback after rejection based on the lack of a cover letter. 

[bookmark: _Toc100467621][bookmark: _Toc100468038]Evaluation 

As I don’t choose the material, I study I can’t argue of the importance of some modules. While I now have a better understanding of what a cover letter is about 

[bookmark: _Toc100467622][bookmark: _Toc100468039]Analysis

I find it discouraging to know that I am expected to write a separate cover letter for every job I apply for. In real life, people apply for many jobs at a time and wasting so much effort only on one sound like a big waste of time.  

[bookmark: _Toc100467623][bookmark: _Toc100468040]Conclusions 

Despite knowing the importance of a cover letter, I believe there shall be modernisation in this approach as it is quite outdated. 

[bookmark: _Toc100467624][bookmark: _Toc100468041]Action plan 

I plan to develop a strong cover letter only for one position which I can send numerous times with my job applications. By only changing the name of the company in the beginning I can have an effective and original cover letter for every employer. 






[bookmark: _Toc100467625][bookmark: _Toc100468042]Public speaking and giving presentations

[bookmark: _Toc100467626][bookmark: _Toc100468043]Description 

The most important and complicated subject this year was developing our presentation skills. This part of the module had a lot of videos where important people like Obama gave their powerful speeches which made the famous. 
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Public speaking poster (Made by student)

[bookmark: _Toc100467627][bookmark: _Toc100468044]Feelings

I felt excited to learn new things in this area, as I understand how crucial such skills are and I am happy to learn more. 

[bookmark: _Toc100467628][bookmark: _Toc100468045]Evaluation 

We learned about the full set of skills every speaker needs to be a successful presenter. 
As a start preparation was the key. From knowing your speech to turning off your phone, these steps are laying the foundation for a successful start. While presenting it is recommended to start with a fact or question and attract people’s attention. It is never good to speak loud or too fast with the aim to fit more information. Instead, one should always maintain the same pace and natural voice. Near the end, every presenter should have left time for questions and make sure the overall length of the presentation is not too long (UFB.2022). 

[bookmark: _Toc100467629][bookmark: _Toc100468046]Analysis

Comparing my skills to the learned material I understood that I must prepare a list of my current skills and work on those which I don’t currently poses. The list of skills I have is my ability to speak freely in front of others. I have a confident personality which allows me to be energetic and charismatic when talking with others. I also like to be organised therefore preparing in advance should not be a problem. On the other side, I feel like I need to work on the structure of my presentation. I always add too many slides with the aim to cover all important information, but similarly to a CV I now know the importance of filtering only the most important ones. 
 
[bookmark: _Toc100467630][bookmark: _Toc100468047]Conclusions 

It is interesting to know how much preparation there might be behind even a small public speech. I now know the structure I need to follow for my next presentation. 

[bookmark: _Toc100467631][bookmark: _Toc100468048]Action plan 

Next to my time management poster on the wall, I will add another note with do and don’ts while preparing for a presentation. 

[bookmark: _Toc100467632][bookmark: _Toc100468049]Conclusion

This report has covered the key topics I found important during classes. I have expressed my views and plan of action as well as some small objections based on my views. I can conclude that the material we learned this year was extremely valuable and will serve me well in the future.
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