[bookmark: _GoBack]

        Academic and Employability Skills
                           BMSW4001

Student name: Flaviu Mihai Morar
Student Id: 2011319
Lecturer: Nadeem Mirza










Contents
Introduction	3
Time management	4
CV writing	5
Public speaking	6
Conclusion	8
References	9

[bookmark: _Toc81057504]
Introduction
Every person wants to be successful in his life. But being successful is not an easy task. To be successful, a person has to own a lot of skills like time management skills, public speaking skills, academic writing skills, online learning experience, and so on. These skills are not only helpful for the students but also helpful for the employees in their workplace (Wistedt, 2016). I have some lacking in these skills. So, I have taken some training sessions and online courses to learn about these skills. In this report, I will reflect on my learning. I will reveal what problems I have been faced during the learning.  In this Academic report, we will use Gibbs’ reflection cycle to make a reflection on my learning. Gibbs’ reflection model was introduced by Graham Gibbs in 1988 to provide a structure on learning experiences. It covers 6 stages which are description, feeling, evaluation, analysis, conclusion, and action plan. So, let’s talk about some topics which I have learned. These are given below:
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Time management
Time management is one of the most important skills among all skills a student should have. It is not only helpful for the students but also helpful for the employees in their workplace too. Time management is the skill that helps a person divides his time between specific goals. Good time management skill helps a person to use his time efficiently and effectively. As I was very weak in time management, I could not be able to manage my time properly (Verpoorten et al., 2019). So, to develop this skill I have studied at home and in my class also. Here I am applying Gibbs’ reflection model about this topic. 
Description: I have requested my teacher to give us some training and lessons about time management who do not have time management skills. So, the teacher has taken a class to improve our time management skills. Before the class, I have known the basics of time management skills. I also have known that how time management helps students to be effective. But I did not have any time management skills. So, our teacher has taken some classes. It happened a few weeks ago. Some students had the same problem. We wanted to make the classes successful by taking some practical knowledge. And, finally, we were being able to make the classes successful.
Feelings: Before starting the classes, it was felt very easy. But when we had started the class, it was felt a bit difficult. Because it cannot be gained so easily. It has to be practiced regularly. Some students had also felt like I did. Some of them had found it pretty easy (Saputra, 2018). After the completion of that classes, the learners are feeling that this skill will help them for a better future. They can use this skill both in their student life and workplace as well. 
Evaluation: During those classes, I have felt some problems. First of all, because of my introverted attitude, I was being unable to communicate with my teacher properly. And I also faced problems during the practice at home. But the good thing was about those classes is the teacher was very much friendly and supportive. Without the support of the teacher, this could not be done successfully. As that was group work, we the students had tried to cooperate with the teacher so that he could easily be taught us. 
Analysis: Things went well because of the cooperation of the students. Students were being quiet during the classes (Saputra, 2018). It helped the teachers to take the class without any distractions. But because of proper communication of some students with the teacher like me, things were not going very well. Like me, some of the students were very introverted. Our academic pieces of knowledge helped us a lot to learn about the skill effectively. 
Conclusion: From those classes, I have learned how to manage time properly and how to divide a given time for different kinds of activities. I have already found some advantages of this skill. During my last exam, I was being able to complete my syllabus within the proper time. To handle this kind of problem, I have to develop my communication skill. I have to be used to public speaking. Thus, I can reduce my introverted attitude. 
Action Plan: If I will face this kind of problem in the future, I can solve the problem easily. If there are any further problems, I can make communicate with my teacher to get a solution. Moreover, I can communicate with my classmates also. 
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Every student wants to find a better job. Finding a good job is not that easy. Students or job candidates are judged by their CV. CV stands for curriculum vitae. CV is a short-written summary of a person’s qualifications, skills, information about career, and education. This document is used to apply for jobs. Without a good cv, none can find a good job (Pfister and Robinson, 2018). Only qualifications and skills are not enough to find a good job. If a candidate has enough qualifications, but he cannot write his cv properly, then he will be disqualified at the very beginning. So, knowing how to write cv is an important issue. So, I had thought of taking a course on cv writing. 
Description: I have taken an online course on writing cv properly. Along with this, I have searched different websites and surfed on YouTube. at first, when I was attending an online course, there was an instructor (Mufidah and Roifah, 2020). That person has a wide knowledge of CV writing. So, it went very well. I just wanted to learn how to write a cv properly. Because this is a major issue for applying for a job. And finally, that course and different websites and YouTube helped me a lot to improve this skill. 
Feelings: It was a very interesting topic for me. Improving one’s own is very amazing after all. Before starting the course and after completing the course I found it very interesting. To complete this course, self-motivation helped me a lot. Because I was thinking that, I am learning this for myself and it will help me to find a good job.
Evaluation: online courses have some disadvantages also. When I have faced any kind of problems regarding the topic, I could not able to solve it online. Because I could not be able to ask the instructor (McConalogue, 2020). The main reason for this problem is that there was no direct interaction between the learners and instructors. I had to solve those problems by searching on different websites and YouTube. It was a kind of new experience for me. 
Analysis: The overall course has been gone very well. Due to the pandemic, it was very hard to learn something offline. This online course helped me a lot to gain some new knowledge. But there were some drawbacks too. In offline classes, students are normally being very cautious about classes because offline classes are held regularly. But sometimes, I felt not doing the classes online (LEIGH, 2014). So, there is some ineffectiveness in offline classes. 
Conclusion: From that course, I have learned how to tailor the profile, how to highlight relevant skills, and experiences, using upper case letters and bullet points can make the cv more attractive. Along with these, I have learned about writing a proper cover letter for the resume. As I have faced problems in online classes like lack of communication, inattentiveness in online classes, I was being able to know how to solve these problems which will help me to overcome these situations in future online classes. 
Action plan: If I will face these kinds of problems in future online classes, I will surf different websites to know more about the problems and how to solve those. I can get help from the experts in that case in the future also. 
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Public speaking is the way of communication through which a person can communicate face to face with a live audience (Knox, 2018). Public speaking is one of the toughest ways to communicate. To be effective in public speaking, a person needs to have some criteria like confidence, passion, delivering a short, and clear message, connect with the audience, etc. Public speaking has huge importance in education. It empowers us to assemble bonds, decide, and move change. Quite possibly the most fundamental and dreaded sorts of correspondence are show abilities. Public talking is a significant ability to have in the working environment. Along with this, it can help to find a better job, promotion, creating awareness in the team. The more a person can speak in public, the more he will be confident (Helyer, 2018). As I am an introvert, I felt like achieving public speaking skills. So, I had training related to public speaking.
Description: In that training, there were around 80 learners. The speaker has been seen as very friendly and confident in his training. After the end of this one-month course, I have learned how to communicate with the audience, how to make the communication more interesting, how to remove nervousness while talking in front of the public. I have found that there is no alternative to practicing public speaking. 
Feelings: During the training session, the speaker asked us to talk in front of everyone. I was felt very nervous. Most of the learners were feeling nervous in that situation. It is also an interesting issue for me. 
Evaluation: As there were a lot of learners, there was a lack of concentration and disturbance. For these, sometimes, listening to the lecturer was a bit tough for me. But the lecturer had handled these situations properly (Gupta, 2018). The good thing is that the teacher was very much friendly which helped us to ask questions frequently.
Analysis: Things were gone very well because every student had tried to learn about public speaking as it is helpful for the career. After the completion of that training, now I am very confident about public speaking. Though there are some lacking. Hopefully, I can overcome those through practicing.
Conclusion: After this training, I have learned not only public speaking skills but also skills about how to cope up in a group. It will help me in my workplace when I will work with my teammates in a group.
Action plan: when I will work in my workplace with my teammates, I can be able to communicate with them properly (Chang, 2019). I will be also able to cope up with them if I will face this kind of situation. 


[bookmark: _Toc81057508]Conclusion
These three skills will help me in my academic life. While learning these skills, I also have learned some skills related to these skills. Now I am very confident everywhere (Atasoy, 2021). These skills have made me extrovert, confident, effective, and so on. So, from my perspective, every student should have learned these skills for their job life as well. These skills will help them to be successful in every sphere of life. 
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