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1. [bookmark: _Toc92102428]Introduction
During the present module, I learnt about several academic and employability skills crucial to shaping my future growth and career. I prepared a presentation (Appendix A) about a few of these skills learnt during this module and how I can hone the skills that I lack. This report further reflects about four important skills using Driscoll's (2007) 'What' model of reflection that is based on the key questions asked by Borton (1970). Amongst the different models of reflection, Driscoll’s reflective model was specifically selected as even though it is one of the simplest models of reflection comprising of three stages (Figure 1) it offers a structured process to guide reflection.  
[image: ]
Figure 1: Driscoll’s Model of Reflection
The three simple questions ‘What’, ‘So What’ and ‘Now What’ of Driscoll’s (2007) model will help me to analyse and learn from my experiences. The first question ‘What’ helps to describe the experience or situation, and thus sets the context for reflection. The second question ‘So what’ helps to reflect on the lessons learnt from the experience. The final question ‘Now What’ encourages one to think about the actions to be taken as a result of this reflection to improve the skills so that it makes a positive contribution towards accomplishing my ultimate dream of opening a Turkish restaurant. All three stages will be used to reflect on each of the four skills discussed herein. 
2. [bookmark: _Toc92102429]Time Management
Time management, I believe, is one of the most important skills any aspiring professional like me should have. I learnt it the hard way during this module. The significance of time management dawned on me when I had to simultaneously attend my classes, prepare for my exams and submit my assignments on time. The importance of juggling time was further emphasised when various time management tools were taught during the module. The main issue arose when I kept things pending till the last moment. Even though I felt hassled at the beginning of the module, gradually I realised that time management is not just about organising my time but making the most of my daily routine. It allows setting goals, prioritising tasks and being organised in using time with the help of time management techniques (Brigitte et al., 2005). The use of time management tools like Wright’s (2002) pickle jar theory helped me to work smarter instead of working harder so that more work is accomplished in less time, even during situations of tight deadlines. Only if I had understood the importance of time management and the various techniques to manage it earlier it would have helped me tremendously in organising my studies and reducing the resultant stress.   
Improving time management is now one of my top priorities as it plays an important role in all professions, especially the hospitality and restaurant industry where I intend to work in future as timeliness is closely associated with great service quality (Cvetkovic, 2021). As an aspiring restaurant owner one day, I need to know how to spend quality time at work during each business day. Even though time management may appear to be difficult due to various reasons such as interruptions and disruptions, multitasking, procrastination and finding it difficult to say no to others (Sawyers, 2018), it can be improved through motivation, performance, ability and self-motivation (Brigitte et al., 2005). For better time management, I will henceforth learn about and put in practice more time management tools like the ‘Pomodoro technique’, ‘Eisenhower matrix’, ‘time blocking method’ and ‘eat that frog technique’ (USAHS, 2021) and learn to prioritise my tasks. I will start with learning to organise my study schedules and workplace.  
3. [bookmark: _Toc92102430]Reflection
According to Kolb (1984), reflection facilitates generalisation of the main principles, ideas and abstract concepts learnt from experience. Normally I used to easily relinquish anything that I found tough to complete such as a task, an assignment or even a simple job. But later when I used to think about the same situation, I felt that if I had adopted a different approach the task could have become much simpler or completed in a better manner. These small personal reflective experiences along with learning about the significance of reflection as part of this module made me understand how useful reflection can be across all aspects of life. I realised that reflection helps to personalise and understand the process, logic and contents of what I have learnt and experienced (Agouridas and Race, 2007). It helps me to associate my personal experience with a broader perspective and understand the bigger picture. Moreover, it helps to make use of the deep hidden knowledge that is often taken for granted by humans but is often used to make instinctive decisions depending on previous experiences and actions (Helyer, 2015). As a student, reflection helped to revisit what I learnt, facilitating in-depth personal improvement. It helped me identify the skills that I learnt and the ones that I need to work on or build continuously (Helyer, 2015). Even in the hospitality and restaurant industry, reflection can help to significantly improve the business by looking back at the loopholes or drawbacks that slowed down the business and highlighting the areas that can be improved to provide better customer service and experience and increase customer loyalty. Apart from learning, reflection also helps to appreciate and have a sense of gratitude for all the positive things and people in our lives (LGC Associates, 2022). Related to the hospitality industry, this can help identify the positive decisions made and the people who contributed to the growth of a business. 
Having understood the significance of reflection, I intend to make it a practice henceforth, especially in academic and professional life. In addition to Driscoll's (2007) reflection model used in this report, I plan to learn and understand other models of reflection such as the ERA cycle (Jasper, 2013), Kolb's (1984) experiential learning cycle and Gibb's (1998) reflective cycle and gain a clear understanding as to the suitability of each model for different situations. I need to consciously make it a practice to rethink my experiences to enhance routine and alter my perspectives. 
4. [bookmark: _Toc92102431]Summarising
Summarising or synthesising the main ideas of a piece of writing is a very important skill for any student and professional.  As students, we are often asked to write a summary as part of a longer task or as a stand-alone assignment. It is important not to copy the exact words of the original source while summarising. A good summary should only have the main ideas and important supporting facts. Moreover, it should not include one’s own opinion or any information outside the given text (MIT, 2021). Personally, summarising helped me to ascertain the important ideas and consolidate the main supporting facts and focus on keywords and phrases of the given text that are worth remembering and noting. Most importantly, it taught me how to take a large portion of text and condense it to the key points for a better and concise comprehension of the subject while studying. The ability to pay attention to detail and convey the main points through summarising is a very important skill while applying for a job in the hospitality and restaurant industry (Doyle, 2019; Burton, 2018). The former is required to present my key skills and me as a suitable candidate in a few words whereas the latter is required to communicate with guests, staff and others related to my future restaurant business in a concise yet impactful manner either verbally or in a written format.  Being proficient in summarising can make my job much easier as communication skills of all kinds are valued within the hospitality industry (EHL Insights, 2020; Indeed, 2021). 
To improve my skill of summarising, I need to improve my ability to read comprehension, segregate the main ideas from other details, understand arguments, ascertain key aspects, analyse texts and differentiate fact from opinion. To hone this skill, I need to start writing summaries of anything I come across such as movies and books in addition to the academic assignments. Moreover, I need to practise it aloud in front of my peers, review examples of summaries either online or offline and finally review my progress by asking my peers or tutors to give feedback (White, 2021). 
5. [bookmark: _Toc92102432]Public Speaking and Giving Presentations
Amongst the different soft skills, public speaking is one of the core skills expected in professional-level roles. Public speaking is not just about making slides and speaking out or reading out loud what has been prepared. Instead, it requires excellent communication skills, the ability to engage with an audience and enthusiasm. It covers all aspects of how one interacts with others (Doyle, 2021). I learnt about these aspects of public speaking while making presentations in this module, especially the presentation about my academic and employability skills (Appendix A).  While making my presentation as well as listening to others I realised that a lacklustre speaker can make a solid presentation appear less enticing, whereas a polished speaker can add charm to even an otherwise mediocre presentation. Even though some of my peers seemed to have natural public speaking talent, others including me did feel some anxiety or stage fright about having to speak in front of others, even though they were known to us and even though most presentation tasks these days take place online or are pre-recorded. I felt exposed and I had the feeling that even my smallest flaw was noticed by all. However, I took comfort in the fact that like me everyone else is probably feeling a certain level of anxiety about giving presentations. I realised that I need to gain expertise in giving presentations as it will often be required in my hospitality and restaurant career when I will be required to pitch proposals, train, and motivate staff and lead meetings either to a small number of employees or a large audience at some event. As a restaurant owner and manager, I will need to represent my venture anywhere right from the public hearing, vendor meetings or community board meetings to team meetings or company-wide meetings. Being able to speak confidently and comfortably with integrity, passion and conviction can contribute significantly to accomplishing my personal and professional goals (Camac, 2021).  It is the same public speaking capability and skill set that is required irrespective of the group size. 
As is the case with other skills, I need to practise public speaking and the art of giving engaging presentations. I should focus on the presentation content, learn the usage of appropriate visual aids, work on knowledgeable personal delivery and ensure appropriate personal appearance (Kefgen and Houran, 2018). These will help to overcome my anxiety and succeed. Additionally, I should listen to good presenters especially those in the restaurant field such as Aaron Allen, one of the most knowledgeable professional speakers and restaurant industry strategists (Aaron Allen and Associates, 2021). I have realised that the more I do it, the easier it will get.
6. [bookmark: _Toc92102433]Conclusion
In conclusion, this reflective report helped me to not only understand the significance of four important skills, namely time management, reflection, summarising, and public speaking but also enabled me to reflect on how they are important for succeeding in my future career as a restaurant manager and owner. It also helped to explore and understand how these skills can be further improved. I need to be motivated enough and conscious to use these skills in my routine academic life so that I become proficient in them by the time I start my career.   
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