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[bookmark: _Toc78461003]Introduction
Reflection plays an imperative role in gaining new information, experience, skills and capabilities. It allows an individual to reflect on past experiences so that new ideas can be developed to do a particular thing in an improved way. In education and skills development, reflective practise plays a crucial role since it allows an individual to reflect on his strengths and weaknesses that may allow him to work on his weaknesses and to further strengthen his strengths (Kim et al., 2019). Different models of reflection can be used to reflect on a particle experience. Gibbs’s reflective cycle is considered to be a prominent cycle for reflecting on experiences to learn from different experiences. It allows individuals to think critically about an experience and to find ways to do a particular job efficiently in the future (Harvey & Vlachopoulos, 2020).
In this reflective report, I would reflect on my experiences regarding my stay at college throughout this module to demonstrate how I developed different employability skills through participating in activities relating to this module. I would discuss three employability skills, including research skills, note-taking skills, and time management skills that I have developed through participating in this module. Gibbs’s reflective cycle would be used to reflect on my experiences that enabled me to develop these employability skills (Baguley et al., 2020). 
[bookmark: _Toc78461004]Body
[bookmark: _Toc78461005]Research Skills
Businesses in the modern era rely on effective research to devise their strategies for a competitive edge in a particular industry. Research skills play a fundamental role in the academic as well as professional life of an individual (Beddoe, 2015). It is essential for individuals to recognise the differences between reliable and unreliable sources of information and data to extract meaningful conclusions through a search. This module has helped me to develop research skills by allowing me to participate in different activities related to research (Baguley et al., 2020).
[bookmark: _Toc78461006]Description
I had to research and explore the effects of e-Learning on students in task 1. It gave me an opportunity to research and find out how early learning contributes to enhancing and decreasing the performances of students. In task 1, it was required by me to explore the existing literature and different sources of information to explore and highlight the positive and negative influences of e-Learning on students. Task 1 provided me with an opportunity to enhance my research skills.
[bookmark: _Toc78461007]Feelings
When I went through task 1 at the start, I felt confused Since the task required me to use my research skills for the compilation of reports. I was confused about the sources that I would use in this report to prove my hypothesis. However, the assignment brief provided by my module leader helped me in understanding the structure and context of this report.
[bookmark: _Toc78461008]Evaluation 
The good thing about this task was that it was covering a convenient topic on which information and data could be retrieved easily. The bad thing about this task was that it was complicated for me to differentiate between reliable and unreliable sources of information and data.
[bookmark: _Toc78461009]Conclusion
Through this task, I have realised that research skills play a fundamental role in academic and professional life. I have learnt that I would have to enhance my research skills to be successful in my professional and academic life (Kim et al., 2019).
[bookmark: _Toc78461010]Action Plan
I have learnt through this task to differentiate between reliable and unreliable sources of information. I believe that I can differentiate between sources of information better than before, after this task. I would use my research skills in future to accomplish such tasks.
[bookmark: _Toc78461011]Using CRAAP to Enhance Research Skills
Currency relevance authority and purpose are acronyms of the CRAAP technique that is used to measure the reliability and accuracy of information sources. I have used this technique to enhance my research skills and to differentiate between reliable and unreliable sources of information (Harvey & Vlachopoulos, 2020). To determine the reliability of a research service, it is essential to determine the time of its publication and the topic that it covers. It is also important to evaluate who produced a particular resource and for whom it was published to determine its accuracy (Farahian et al., 2021).

[bookmark: _Toc78461012]Note-taking
Note-taking is also an important skill in academic and professional life. It is a useful employability skill that enables an individual to keep track of an enormous amount of information and data. In modern business, an organisation produces a lot of information that may be required to be remembered by an employee. Note-taking allows an individual to remember and relate a lot of information (Farahian et al., 2021).
[bookmark: _Toc78461013]Description
In task 1, it was important to collect data and information using different sources of information to demonstrate the impacts of e-Learning on students. I was exposed to different sources of information through the internet when I was finding the effects of e-learning on students. There were a lot of sources of information showing both negative and positive influences of e-Learning on students, making it complicated to keep the information that was required for the completion of the report.
[bookmark: _Toc78461014]Feelings
First, I was confused about the reliability of different information sources. On the other hand, it was tough for me to keep a record of information that I wanted to include in my report. The exposure of a lot of information kept me thinking about what I should include and what I should exclude from the report.
[bookmark: _Toc78461015]Evaluation 
The good thing about that experience was that I have always used my note-taking abilities in the classroom to make important notes of the lectures delivered by my instructors. I was sure that my note-taking abilities would enable me to highlight the most important information and data that should be included in the report. The bad thing about that experience was that it was complicated to use the outline method of note-taking that I always used in my classroom since there was a lot of information around the impacts of e-Learning on students.
[bookmark: _Toc78461016]Conclusion 
From that particular experience, I have recognised that it is always a good idea to further improve a capability or a skill that an individual already possesses. I had the skill of taking notes in my classroom, but that particular experience enabled me to recognise that it is essential to diversify a skill to use it in different instances according to the situation (Markkanen et al., 2020).
[bookmark: _Toc78461017]Action Plan
If task 1 is given to me again in future, I believe that I would do it in a better way since the activities in this module allowed me to develop multiple skills and capabilities. I have further expanded the note-taking skills that would allow me to highlight the required information and data in an improved way in future. I have explored different styles of note-taking that I would use according to the situation in the future.
[bookmark: _Toc78461018]Using Mind Mapping technique to Enhance Note-Taking Skills
Mind mapping is a well-renowned education technique that is used by teachers in their classrooms to enhance the learning experience of their students. Mind mapping is an essential note-taking technique that allows an individual to remember and relate information and knowledge (Bassot, 2017). The idea and the topic are placed at the centre, and different perspectives and information is written around that topic so that the information can be used effectively in future. Mind mapping also helps in developing the relationship between different factors involved in a study. I used mind mapping to develop my note-taking skills. This technique allowed me to take notes of important information in an improved way. This technique allowed me to exclude the information that was irrelevant to the report (Markkanen et al., 2020). 

[bookmark: _Toc78461019]Time Management
Being a student or a professional, it is always complicated to manage your time effectively since a student or a professional may have to accomplish different duties and roles in order to accomplish academic and organisational goals and objectives. Sometimes it may become hard to decide what task should be accomplished first when there are a lot of tasks to be accomplished by an individual. Time management is an essential employability skill that different employers look for in candidates for different positions since most business organisations have to accomplish their objectives within a defined period of time (Filipe et al., 2019). 
[bookmark: _Toc78461020]Description
Throughout the module, I was given the opportunity to participate in different activities. All activities in the module had defined deadlines, making it compulsory for students to accomplish those activities within the defined time. It was essential for me to submit the task 1 report in a given time, making it essential for me to manage my time effectively so that I could be able to submit my report on time. All the activities in this module were aimed to enhance multiple employability skills, but time management has been the most prominent skill that is focused on in the module since all activities given in the module had deadlines to meet in order to make students manage their time effectively.
[bookmark: _Toc78461021]Feelings
There was not just a single part in task 1, and I was not just supposed to collect and interpret information from outside sources. It was an essential part of the assignment to research the outside sources of information, but another essential part of the assignment was that I needed to evaluate myself to assess the impacts of e-learning on my life as a student. I had to accomplish multiple roles to accomplish the objectives of task 1. I felt astonished at first since it was complicated for me to manage my time effectively to complete this assignment. However, my module instructor shared all the details regarding the structure and presentation of the report, which made it easier for me to manage my time effectively so that I could accomplish the objectives of the report.
[bookmark: _Toc78461022]Evaluation 
The good thing about that experience was that I had no other prominent responsibilities when I was given the task, so it was easier for me to focus on the task and to effectively manage my time. However, there was a risk of distraction and loss of focus if I had not managed my time effectively to compile the task.
[bookmark: _Toc78461023]Conclusion 
 That particular experience enabled me to recognise the importance of time management. It is an essential employability skill that enables individuals to manage their time effectively so that they can achieve the organisational objectives of a business efficiently (Bassot, 2017).
[bookmark: _Toc78461024]Action Plan
In the future, I would productively manage my time to accomplish such tasks. I would use my time management skills in future to effectively perform multiple roles and duties in my personal and professional life.
[bookmark: _Toc78461025]Using 4D to Enhance Time Management Skills
I have developed my time management skills by using the 4D technique of time management. Drop, delegate, delay, and do are considered to be the four Ds of time management. It is essential to drop unnecessary tasks and delegate the tasks that are not necessarily required by you to perform. On the other hand, prioritising the tasks according to their deadlines makes it easier to accomplish the tasks first that are urgent (Filipe et al., 2019).
[bookmark: _Toc78461026]Conclusion
Employability skills are transferable skills data required by most employers in the contemporary era. Businesses in the modern world require a workforce that would allow them to gain a competitive edge in the industry through their skills and capabilities. It is essential to develop employability skills to pursue a particular career goal. Individuals can use multiple techniques to develop their employability skills (Avidov-Ungar, 2016).
This report reflected on my experiences regarding the module and allowed me to reflect on the events that added to my learning and experience. This module and the activities allotted to me allowed me to develop multiple employability skills. I have developed my time management, research, and note-taking skills through participating in activities related to this module. I believe that the employability skills that I have developed through this module would help me in my future and in the pursuit of my career objectives. I would use these skills both in my personal and professional life to create more opportunities for me in future (Earley, 2020). 
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