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Introduction 
Employability skills can be defined as the transferable skills needed by individual to make them “employable”.Along with good technical understanding and subject knowledge, employers often outlines set of skills that they want from an employee.
These skills are what they believe will equip the employee to carry out their role to the best of their ability and depends on your knowledge, skills and attitudes, how you use those assets, and how you present them to employers.
This report aims to critically reflect on some skills I had learned such as presentation skills, cv  writing, time management, critical thinking, through the module “Academic and Employability Skills “ in order to describe my experience in this report,I choose the Gibbs Reflective Cycle.The American sociologist and psychologist Graham Gibbs published his concept of the Reflective Cycle in his book “Learning by doing “ in 1988. Gibbs Reflective Cycle helps people to consciously think about their experience during a particular  circumstances ,experience or activity. Reflecting on those experiences can be organised in phases using a circle.It also helps people think in great depth about an experience, activity or situation, allowing them mindful towards their own attitude and behaviour and better able to adapt and modify their conduct. Through reflecting at the event either negative and positive effects, people will learn from all of this.

Description 

This module gave me a deep insight regarding my future career as a “Hotel manager”. As I already mentioned in my previous report based in academic and employability skills.In order to share my knowledge during term 1 and 2 , I will be describing the following skills below, that I found relevant to develop furthermore.
Time Management 
As a student needs learning  different activities from research to getting good results, find the right resources, writing assignments ,taking tests to complete all this activities typically takes a considerable time. If I am not able to control my time well , of course, may  signify that I am not able to present a satisfactory work . I come to conclusion if I am not giving myself enough time to find the right resources ,I can suffer the consequences of the bad time management and the first impression from the lectures is poor quality or miss the deadline and get low mark even your assignment seems well presented all of this because the university has some procedures, does it mean either university and students must follow them .So I am still working on my time management to succeed in my studies , I have to discipline myself  seen quite difficult for me because I am working full time and the days that I am off I went to university.

CV Writing 
Firstly the most important part of writing a cv, will be describe myself so the first paragraph of my cv should be my profile, where I have to be specific to describe why I am qualified for the job and these are the skills (knowledge, experience, and personal qualities) that makes me the right candidate.Second paragraph my education then work experience and references. The lecturer show in the lesson to all students, how the cv looks like e.g the cv must be at least one page , well presented in terms of presentation style, including my name ,mobile number, email  address also in my education and work experience Should including a specific date and place . A clear example is the cv based skills, imagine I would like to apply for the job position as a Hotel manager, obviously my application to be accepted I have to pursue this following key skills:
.Communication skills 
.Interpersonal skills 
.Leadership skills
.Flexibility 
.Team building 
.Oriented to detail 
.Operational knowledge 
.Financial skills 



Public Speaking 
My biggest fear, I remember my first group work presentation ,went so bad because I was intimidated by the audience then after finish my part while watching my classmates presenting themselves, I starting  feeling embarrassed and my inner voice being critical thinking to myself during this time.Few months later after heard a few testimony from  some people ,how they overcome the fear of public speaking.Basically when you are presenting in front of an  audience, you are performing as an actor is on stage.How you are being perceived is important, dress appropriately for the occasion, presenting your work with confidence by showing the audience you got the knowledge regarding your work ,remain calm even if you feel nervous, speak clearly to be understood and once you get engaged with the audience all things seem comes from you natural do not read from notes for any extend length of time also body language is important because they just waiting to see how  convicting you are. 
So far my last presentation feedback from the digital and research skills lecturer was quite good. I was completely happy because my only mistake was not give me enough time to study more about the subject.



Critical Thinking Skills 
Critical thinking is the ability to think clearly and rationally about what to do or what to believe it includes the ability to engage in reflective and independent thinking someone with critical thinking skills is able to do the following:
.Understand the logical connections between ideas 
.Identify, construct and evaluate arguments 
.Detect inconsistencies and common mistakes 
.Solve problems systematically 
.Identify the relevance and importance of ideas
.Reflect on the justification of one is own beliefs and values
In addition critical thinking can help me to acquire more knowledge, improve my performance either as a individual or as a group,I can share my own theories and convincing others that they are relevant.


Feeling 
Since I started the university, in particular this module “Academic and Employability Skills “.During term 1 and 2, I learned a lot of things both professional and personal also facing some difficulties throughout this period . I am still trying to adapt the teaching methods in Uk and being a mature student makes me feel like not eager to learning some subjects faster and I assume that nowadays we do not use the traditional methods too much as virtual systems are in demand.Despite this uncertain time we are facing now,I am still on my journey to keep learning and gain experience.
Personally, those skills I had described above ,looking back to my journey from the beginning until now ,I come to the conclusion that I have to explore more the subjects then find the effective way to be more productive.I consider my myself the student thinker , I am the one in the class wont want to talk to much ,I prefer to pay attention what the lecturer or someone else trying to teach me by listen and making some notes then evaluate everything after that do it so basically sometimes I block myself because I am afraid to make a mistake.My skills on public speaking are not enough still have some doubt, when I have to present I am worrying too much about what others thinking, instead  of  concentrate in myself I feel intimidated by the audience and I find difficult to express myself, nervous completely blocked me during presentation and I get confused.
As English is not my first language , I am worrying about my pronunciation .

Evaluation 
I believe that I am still in the process of building my own confidence and I have been challenge myself to develop some skills just have to keep in mind that the more I pushing myself ,more forward I can go , time management is a key to meet the deadlines and become a productive student .This module help me to gain new skills and develop the existent then later transfer them into the workplace.Overall my mindset had changed I know well my strengths and weaknesses and how to work on it . Although this uncertain time we are facing now I still want to continue my education after finish the course “Certificate of higher education in skills for the workplace “. I plan to change the job so I can be more productive as a student and increase my grades

Analysis 
Time management 
According to Peter Morgan (2017) ,time management is not only for studies, which time management is crucial .In the workplace, run late to a important finance meeting without informing anybody else and you may ever end losing the contract or miss the deadline of your task and you will possibly whether miss a conference of the planning committee or create serious problems with your job.As a result you would be viewed as weak, a feeling that is impossible to escape from others. Nobody else might wont willing to work with you, so you may fail to lead by example ( which also means you wont get the leadership position you may be seeking for a while in the workplace).
Research has shown that “being good “ is more than critical for student (Britton and  Tesser,1991). I addition, evidence like the one from George et al.(2008)shows a connection between academic achievement and some situations is by far the most relevant indicator. The key questions here are: what does”being good” mean? Why do we assess our competences in this? Training to control your capacity when using time does not necessarily grant you progress as a student, but failure to do well can make it challenging, if  not impossible, to success completing your course.

Curriculum Vitae (CV)
According to Peter Morgan (2017) a CV is a document that seeks to persuade an employer about who you are, your work experience and your skills make it attractive for them to give your either work experience or an opportunity to go  forward in a structured selection process.
Writing a CV is something that everyone that wants to work with someone else would need to do at some stage in their life, so most people begin by thinking that this is could be consider a effective method which they can easily using a “CV Wizard” (a simple template) online in the meantime rather looking for someone experienced in this area. Another thing people truly think about a CV is a basic list of what you have done .Subsequently, there is indeed a conviction that you could use it for any job position you apply for, if  you have already written a CV. 
Neither , of  those thoughts are real! 
Any Cv is supposed to be supported by covering letter. If you have never written a professional document before, may will be a challenge .
The cover letter provides a brief introduction to what is mentioned in the Cv and the secret to a great cover letter or even a CV is your potential to write in a persuasively and explicitly way that allows the employer interesting in you 
So is essential to write a good covering letter.

Presentation skills 
According to Peter Morgan (2017) following step -by-step all the methods below would help you ,organise and provide a detailed presentation.
Step 1: identify the presentation is aims .
If you choose to do the presentation being more specific because it is part of the course evaluation, objective will be “Responding to the question in a persuasive manner “,and that will be clarified in more depth by the criterion on which the presentation is to be evaluated:if you are doing a presentation on business, then you need to ask,”what am I actively looking for? What do I want anyone listening to understand that they previously did not know?
Step2:Do your research and get the material that is relevant.Drawing everything you want to represent in order to explain the topic, and  then define what you would like to include in response to the presentation goals.
Step3:Select the best way to establish and coordinate the content .Recognise a visual interface, including details and facts ,whether necessary.
Step4: Think how to properly convey your preferred message.Like using aids and other events attach meaning and eliminate unwanted elements that maybe distracting.
Step5: Practice your presentation and receive feedback if necessary.Think about how the whole audience is going to respond to what you are saying. If necessary, rewrite and reorganise what you have delivered so you have something that suits what is expected and meets the objectives.
Step6:Create your intro and conclusion.Once you are satisfied with what you have ,there is no point in doing so in advance.
Step7:Practice as much you can ,once you are satisfied what you have put together, and then deliver . 
“If you are dealing with anxiety, then note that any presentation we make is likely to encourage another presentation.”

Conclusion 
In general I come to conclusion  this module “Academic and Employability Skills” is a great platform for me to develop both personal and professional. I have encountered so many things throughout term 1and 2 which may be applied in my future career.








Action Plan
	Goals 
	Action
	Evidence of achievement 
	Target date

	Organise my time when it comes to university work
	Making a plan for any assignment, use to-do list and post it notes
	I will be on top of all my work 
	End of term  assignment deadline ,
module evaluation 

	Presentation skills 
	Choose and use visual aids relevant to the audience and goals of the presentation.Use appropriate strategies for dealing with nerves.
	Receiving a good feedback in delivering my presentation 
	Ongoing 

	Writing skills 
	Increase my study time and focus more in read books ,and articles 
	I will have obtained more than 40% in my assignments written 
	End of term assignment deadline 
Module evaluation 
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