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TASK 2
INTRODUCTION
Academic and Employability skills can help you do that. While having a good degree in a relevant subject is certainly important, it's something that many graduates will be able to offer. Therefore, lots of employers will make final hiring decisions based on what other skills candidates can bring to the job. These skills make a person more capable and also allow them to put more efforts in life. This project report includes reflection learning through Gibbs relation model that cover different topics like public speaking, CV writing, time management, and many more. 
[bookmark: _Toc89356897]MAIN BODY
[bookmark: _Toc89356898]Gibbs model of reflection
Gibbs model of reflection is one of model which is introduced by Graham Gibbs in the year 1988 in order to provide a learning structure for purpose of learning experience. It is providing a framework for purpose of examining experience and also provide cyclic nature that lends to well repeated experience and allow a person to learn and plan from different things which One of the most famous cyclical models of reflection leading you through six stages exploring an experience: description, feelings, evaluation, analysis, conclusion and action plan Gibbs is one of appropriate model with which a person go through different situation and allow a person to meet with a team with which a person collaborate it. There are various benefits to this model get by a person which are as follows
· It is a model which is easy to understand for a learner and also allow a person to learn things over times on their experience.
· It provides more balance and accurate judgement to a person which allow them for purpose of be to more effective (Suleman, 2018).
· It allows people to thing in a clear as well as systematic ways from their learning experience.
· It also encourages people in order to make sense do situation and allow them to work in more effective manner. 

[bookmark: _Toc89356899]Public speaking and giving presentation
Description: to develop public speaking and presentation skills, my lecturer gave us an assignment in which we need to prepare a presentation and present it in front of the whole class. It was individual presentation. For this, I had to choose a topic with intended career and I work it on a power point presentation and follow the specific guidelines. 
Feelings: Before starting this module, I was happy as I need to complete this assignment. But, when I had to complete all the work, I realise there is a lot of work which I need to do and I became a little stressful and nervous. I was feeling like I will not complete it on time and due to which I got annoyed. But in the end, I worked hard and complete work on time , and that makes me satisfied. 
Evaluation: There are some parts in which I worked well in this assignment as I completed the work in good quality before the deadline of projects. Also I have put a lot of time to finish of this work, but it provides me motivation for purpose of complete all work .
Analysis: This was going well due to my work commitment and dedication. It is important to be confident when you speak in the front of the class and teacher.
Conclusion: I have learned a lot of  new important  things from this situation as it learned me to be more  organised. I learned that planning of work few weeks earlier before deadline makes you feel much better.
Action Plan: Next time if it happens something like this again, even in future, I will handle it differently as instead of getting frustrated. I will work more patiently and prepare all the work in time. I will develop these skills and develop an experience and act differently in future if same situation occurs. 
0. [bookmark: _Toc89356900]Time management
Description: Time management skill is one of the most important skills in which allows me to divide time in a manner that is important for completion of time. I join classes of time management where the teacher is providing us knowledge and understanding, develop. Of time management skills. For this, they are teaching us and also providing us assignment based on topic of time management (Wolff and Booth, 2017).Time management skills help you reduce stress and prioritise your time. Effective time management clarifies your goals and prioritises your most important tasks. As a result, you have more time to achieve bigger and better results. When you manage your time, you can plan your day and increase your performance. For this, I decided to gather information and started to complete work on time. But to due to some miscommunication, I have not completed my assignment one day before. But later on, my classmates informs me about the deadline and I work hard to complete that project on time. 
Feelings: Before stating this project, I was excited as I have knowledge about this module. But with starting this project, I get to know that there is more work I needs to be done for finishing of this project and also needs to gather all information for assignment from different source, I have lecture notes and other books from where I gather important information require for this project but later on due to some problems, I got frustrated and also get stressed. But, with my hard work, I have decided to complete work on time. 
Evaluation: I completed my work on time in class is one of based things in this experience but It needs to work under pressure and also needs to cancel my plan .
Analysis: My initiation of work, gathering of data with relevant source worked very well. It allows me to gather most of information related to project which helps to improve quality of my work. It is essential for purpose of completion of work and also to put whole work together. I make sense of situation that it is important for me to ensure deadline of a work which is important to complete work in effective manner and also to manage time. My knowledge of time management helps to me in this situation as on basis of that knowledge, I have completed my work on time. 
Conclusion: I have learned various new things from this situation which allow me to work in effective manner. I also learned about different tools of time management, important of time management skills and other things in this. This situation can be more positive if I know right deadline of project. I need to develop more skills in order to handle stress which is important for a person. 
Action Plan: If I will work in next time, I will cross check different thing which is important for me. I will develop necessary skills requirement for completion of work which helps to me act differently. I also develop experience which hallow me to learn new things that is important in order to act differently in future period of time. 
0. [bookmark: _Toc89356901]CV writing
Description: In order to apply for a job placement at University, my teacher is asked me to write a CV which consist important information about an individual. It includes information related to my academic life, knowledge, skills, interest, training and other things. For this, I asked my teacher to help me and provide me sample CV with which I was able to understand how to write an effective CV. It helps me to apply for different jobs and can be appear for interviews. But later on teacher review my CV and tell me that it is not designed properly for which I needs to rewrite this CV.
Feelings: I was nervous when as it is the first time, I was trying to make a CV , But while I’m doing a CV, I realise that it is difficult to analyse your own skills and for which, I conduct SWOT analysis which helps me to identify my skills. I also needs to rewrite my CV which make me frustrated and demotivated but later on I write my CV in effective manner for which I get appreciated from teachers. 
Evaluation: There are various things which worked well in this experience that I write an effective CV which is attractive and eye-catching. But I need to rewrite it due to its a bad  design which is bad experience. There is a thing which does not worked well is that I thought my design will be best but that is not good for professional CV. 
Analysis: My tutor guidance helps me to work well which is important for completion of work in effective manner. It is important in order to complete work and apply for jobs. There are some things which does not work well as my design selection for CV. 
Conclusion: I have learned to division of work and link it to complete in effective manner. I also learn about CV and its writing style along with it I also learn new designs of CV. CV is
important in order to apply for a job which is essential in order to find out new job opportunity. There is different skill, I learn with completion of this task like improving writing skills, self-analysation and many more. It has helped me to improve more.
Action Plan: Action plan is another stage of Gibbs model of reflection. I also learn a lot of new things in this situation as I learn about CV and other components of CV. I will act differently if same situation occurs in future. I will be different  with development of necessary skills require for completion of same work in future. 
1. [bookmark: _Toc89356902]CONCLUSION 
From above mentioned project report, in addition to all of these it can be concluded that employability and academic skills is very important in life for a person to develop a career opportunity. It has different skills in order to make a person efficiency. In order to analyse their skill, a person can use different self-analysis tools like SWOT analysis, Skills audit and personal development plan. A person can use refection order in order to express their view and recall their experience.  
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