


ACE Practical Portfolio

By Mihaiela Petreanu




Student ID: 2030622
Lecturer: Sylvia Hoffmann
Module Title: Academic And Employability Skills
Module Code: BMSW4002










Contents
1.	Introduction	3
2.	Reflection model	3
3.	Topics covered (time management, CV writing, public speaking)	6
4.	Conclusion	8
5.	Bibliography	10



1. [bookmark: _Toc93085133]Introduction

	In a continuously changing, highly competitive and fast-paced business world, now more than ever people must develop employability skills if they want to have a fighting chance.
	Nowadays, corporations spend large amounts of money as well as time to develop certain skills within their workforce to ensure that the operations are running smoothly, the quality standard is kept and the work environment is positive and based on collaboration and not toxic competition. (Chaita, 2016)
In short, from an employer’s point of view, a degree is simply not enough any longer. One has to prove that it has skills (soft and hard) and qualities that are required in a specific workplace so that the job at hand is done effectively – cost and time-efficient. (Kelley, 2021) 
	The present report will analyse the author’s (Mihaiela Petreanu) employability skills and reflection model preferred and how these will allow her to seize further opportunities. 

2. [bookmark: _Toc93085134]Reflection model
	
	For a better understanding of what “reflection” is and how it can be used to improve our personal and/or professional skills, below can be found a list of different reflection models.
However, due tot the word limitation on this specific assignment I will only describe on model: Gibb’s.
· Kolb’s Reflective Cycle (1984)
· Gibbs Reflective Cycle (1988)
· Schon Model (1991)
· Driscoll Model (1994)

Gibbs Reflective Cycle (1988)
In order for us to understand Gibbs’ model, we will first have to mention Kolb’s model. Reason for this, as you will shortly notice, is that Gibbs’ model has been created based on Kolb’s idea.
Kolb’s argued that past experiences are a very good teacher – however, so very often context are changing and one cannot repeat the same action as before nor can he/she use the same principles that made them successful (or made them fail). (Cameron, 2009)

Kolb’s model it is formed of 4 elements:
· Concrete experience – entry point
· Reflective observation
· Abstract conceptualization
· Planning active experimentation 	(Moon, 2004)
In simple terms, the cycle shows how a person takes an action, reflects on it (on its outcome / experience), theorizes on it, and finally test the conclusions one has reached.
Below can be found a simplified figure of how the model works:
Experience
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Reflect 



Theorise


                      
                         Learning as a continuous process 	(Cameron, 2009)
However, one of the main criticisms of Kolb’s theory was its simplicity or over-simplification. As a consequence of the above, 4 years later, based on Kolb’s theory, Professor David Gibbs expanded the theory and made it more widely applicable with a more complex level of understanding.
Gibbs’ model was now formed of six stages:
· Description – “what happened?”
· Feelings – “what were you thinking and feeling?”
· Evaluation – “what was good and bad about the experience?”
· Analysis – “what sense can you make of the situations?”
· Conclusion – “what else could you have done?”
· Action plan – “if it arose again, what would you do?” 	(Sedgley, 2020)
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								(Sedgley, 2020)
Just as Kolb before him, Gibbs has enjoyed appreciation for the model’s benefits as well as critiques.
Benefit came from the way in which one can work through its reflective stages – straight forward. Also, added value comes from the fact that it can be done quickly, has a wide application and due to its simplicity can be a great starting point for those interested in reflective work.
However, Gibbs also had to face critiques of its model. Some of them lied in the fact that the model is reactive instead of proactive and that it is superficial. Both came from the fact that Gibbs does not encourage its model’s user to identify the true toot of his/her action not to look for a connection between current and past experiences. (Dr Forrester, 2020)

To conclude, both models are very similar being built on the same principles – however, Gibbs has the edge over Kolb’s model as it includes action pan and learning contracts.

3. [bookmark: _Toc93085135]Topics covered (time management, CV writing, public speaking)

	In this section I will discuss various topics and the level I was prior to this course and how by understanding them, they have helped me develop on a professional level and not only.
All topics will have a parallel drawn to the above mentioned reflective style (Gibbs’).

The first topic chosen is time management.
	In simple terms, time management should help us to be effective, focused and not getting distracted from the task at hand – it is basically “seize the moment” without losing the future and the past from our perspective which allows us further to prioritise our tasks. (Melville, 2013)
In theory it does sound simple and most people, professionals or not, should know how to apply such concepts. However, less than 1 in 5 people use their time efficiently and over 82% of people do not use time management at all. (Richardson, 2021)
	The reason why this topic it is so important to me is due to the fact that whenever I come closer to a deadline, I find myself dealing with high level of stress which takes the problem I need to solve, to another level of “difficulty”.
In order to show how this course has made me aware of time management tools (i.e., time auditing, task delegation) and how I was able to improve, I will use Gibbs’ 6 stages.
Description – during my many years in work field, I found myself struggling with time management due to the work overload I was agreeing to take on.
Feeling – At all times I was feeling a high level of stress and anxiety due to the pressure I felt under.
Evaluation – The lack of time management had negative effects on my mine and body leading to panic attacks.
Analysis – I have realised that I have to protect my health which meant I had to take on a level of responsibility that I was comfortable with.
Conclusion – From the beginning I should have communicated to my superiors that the tasks at hand were overwhelming and this may also apply to others.
Action plan – In the even of such scenario arising again, first thing will be to discuss with my direct management and express how I felt. I should at all times do a time audit and to find the right balance for me in a matter of work-private life. If work overtakes private life, then the environment is toxic and I should move on.

	The second topic chosen is CV writing
A CV can be defined as a brief description of an individual in relation to a working position he/she is looking to obtain. It allows your potential employer to have an idea about who one is and if, based on their past experiences or field of study can add value to them and their company. (gov.uk, 2022)
	In my personal opinion, alongside a cover letter, a CV is a reflection of oneself sharing not only their past experiences and studies, but also what one is passionate about, what is he/she proud about or what other hidden skills a person could have.
Another way we can express all of the above and make it easier for employers to find us is represented by online platforms such as LinkedIn.
As before, using Gibbs model I will highlight how this course has been beneficial and how it helped me improve my CV writing skills.
Description – simply put, for as many years as I have been working, I have never had a CV nor was I aware of its importance before this course – I have been working through referrals.
Feeling – the fact that I did not have a CV did not have an impact over my life at that moment. Now however, I do feel regret that it took me so many years to finally create one.
Evaluation – As expected, there was one major downside: missed opportunities.
Analysis – Through this course, I have realised the importance of having a CV and the amount of opportunities that it brings.
Conclusion – in those situations I could’ve have reached out to professionals and ask for help in creating a CV.
Action plan – in this circumstances, all left to do is to keep the CV updated as well as creating a LinkedIn profile to give me an edge in the industry.

	The third and last topic chosen is public speaking and giving presentations
	I would like to start with the fear of public speaking or “glossophobia” which it is known to affect more than 75% of worlds population. (Black, 2022)
“Public speaking is a soft skill that requires excellent communication skills, enthusiasm and the ability to engage to an audience.” (Doyle, 2021)
I can honestly state that I do find myself within the majority of people “scared” of public speaking. I cannot say that this module has changed that totally, but I can confidently say that it has helped.
I will now go into connecting this last topic to Gibbs’ cycle and what the takeaways were.
Description – due to the fact that I have never spoke in public, the first time I gave a presentation, even though on-line, I was terrified.
Feelings – my heart was racing and I felt very anxious with my hand shaky.
Evaluation – the downside was that those feelings held me back from presenting the project to its true value.
Analysis – I understood that no matter how good a project is, if the presentation / public skills are not there, the project will lose its true value.
Conclusion – some of the things I could’ve done was practice, practice and more practice – either in front of friends, family or even mirror.
Action plan – as public speaking skills are not developed overnight, as well as none of the above mentioned skills are, based on what has been provided in class but also according to Harvard Division of Continuing Education I can practice and prepare, organize my material, accept feedback and criticism and improve the way I use my body language. (North, 2020)

	
4. [bookmark: _Toc93085136]Conclusion

	Within this course I am happy to say that I have improved some of the skills I has as well as I have learnt new skills from zero. All of them combined create a very important tool which will help me in my professional career and not only.
Even though they are simply defined “employability skills”, those same skills have a major impact on a day to day basis. Skills such as time management for example go beyond its application on a professional path and can easily make one understand the priorities in his/her life – what or who deserves more time, why and how he/she can accomplish that balance.
Last but not least, according to Quality Assurance Agency (QAA) of higher education, there are many more skills that employers are looking for and can add extra value to the people who are looking to develop them.
· Cognitive skills – critical thinking, analysis and synthesis
· Problem solving and decision making skills – quantitative and qualitative
· Interpersonal skills – oral and written
All of them combined can create a top candidate regardless of the position one has decide to pursue as a career. 
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