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[bookmark: _Toc60412857]Introduction
This report reflect on knowledge which I have acquired during this term at Academic and Employability Skills module. 
It is formed by three parts. The first one is reflection, analysis the Gibbs model. Then, the second part describes and analyses academic and employability skills. Part three are three topics which I have chosen. There are: time management, reflection and online learning. I have chosen these areas because I have gotten to know them through my life. However, I did not know their theoretical side. Today, consciously use the theories of chosen topics which helped me to change some of my bad habits. Remembering and applying them make my life better and easier. 
[bookmark: _Toc60412858]Reflection Model
One of the chosen topics is time management. The ability to manage my time (activities in a specific time) effectively is very important. The second topic is reflection. For my whole life I have been analyzing experiences and my life events, what I did wrong, when and where. I constantly burdened myself with it, but I could not come to a conclusion until I learned and used Gibbs model of reflection.
I have included its stages and have examined them using reflecting on some examples from my past. Gibbs model is the most useful one to me, whether it has helped me to perceive my actions either positive or negative. And so, I have learnt how I should set myself in the future. 
For the individual development it is not just a regular acquisition of knowledge and learning. It is an ability to achieve the application of knowledge in practice. The origin of reflection means " return" and comes from Latin.
[bookmark: _Toc60412859]Academic and Employability Skills
Academic skills are, as the name says, skills which help us to reach high quality of work. These can be critical thinking to see things from more views, online learning to gain knowledge from the digital environment, time management in order to be able to accomplish all tasks before deadline with enough space for our own evaluation, and last but not least, looking for data to extend our knowledge (Academic skills, 2020).
These are also the skills which I am working on these months when attending college and specific modules. This module helps me to recognize which skills we can have and provides me with the opportunity to improve them.
Then we recognize employability skills which aim at work environment and its employees/employers (what a employability skills, 2020). These can be: communication, motivation, leadership and adaptability. In my opinion, motivation is a key skill. With motivation it is easier to learn new things and to actually improve other ones, such as team work or presentation skills. When we are motivated, we have the right drive.
[bookmark: _Toc60412860]Topic 1 Time Management 
I have always had a schedule of what is needed to be done and when. By attending college, I have learned even more about it. I know how to plan my day properly, create lists to spend time effectively and manage time to do most things which I need to do. It is important to try to be realistic, correct and efficient. Also, it is crucial to take breaks and spend time meaningfully. In the academic sphere and employability, we can manage time using the Eisenhower method for taking action. In addition, I believe we cannot manage time - whatever we do, time passes. The only thing that we can manage are activities in the specific time that we have at our dispose. 
The Eisenhower method helps us to see which activities are important and which are urgent. Also, it helps us with this the decision-making of sorting out what activity should be where. 
· Urgent and important - We have to do something what is emergent. That is needed to be done immediately and personally. 
· Important but not urgent - Some meetings what we can do later, but they are not important to be done now. 
· Urgent but not important - Preparing food, for example. However, this can be delegated to someone who can do it for me. 
· Neither urgent not important - Eliminate watching TV or some movies. That can be done the next day (Oppong, 2017).
In case we do not adhere to this division, we fall into the problem of poorly organized time. Poor planning leads to downtime and reversing, which reduces efficiency. Time passes and daily tasks and obligations lag behind. With all these negativities, we come to know that the quality of our work as well as the quality of our life is bad. This may result in a bad reputation.
All of us need to take a break between our tasks and duties. It is suggested to refresh ourselves, to do meditation, or to have a short walk. We need to remove non-essential tasks and spend more time doing important things
To be successful in private and professional life, it is important to have the skills to organize time well. Sometimes I do not know what to do first, what is important to me and what is less important. I often feel disorganized when I do not decide what action is the most important one. From the module called Academic and Employability skills, I have learned how to apply time management skills, how to reflect on their usage and how to develop them even more after the implication and reflection. It has helped me to organise and to reduce daily stress. Now, I have the ability to use my time appropriately and efficiently. We can remove stress by the correct use of time. Also, with the decision-making of what is important, I can do my duties properly and with my full attention (Time Management - List of Top Tips for Managing Time Effectively, 2020).
As I do not want to waste my time, I divide my activities, my life goals and business goals into specific categories:   
· Things I have to do urgently 
· Important
· Less important
· Activities which can be postponed
This structure is a way for me how to be successful in the private and professional life. 
[bookmark: _Toc60412861][bookmark: _Hlk57501215]Topic 2 Reflection 
For the individual development it is not just a regular acquisition of knowledge and learning. It is an ability to achieve the application of knowledge in practice. The origin of reflection means " return" and comes from Latin.
Reflection is how we absorbed the specific information, how we understood it and how we reflected on it via our knowledge. It is looking back on what I did in the past and what I could change. 
Now, I can reflect on my knowledge from the lecture called Academic skills. Thanks to this module, I have organized activities of my daily life through time management. It helped me to feel less stressed and chaotic. Furthermore, I can observe I feel happier now. 
We can find many reflection models, as for example: 
· Kolb's model which is very concrete and does not ask too many questions and is direct (Reynolds, 2013).
· Gibbs model asks more about how one is feeling. I prefer this model because I am sensitive and am always feeling sorry for other people. In the meaning that I can see how other people are feeling.
· Then, Schoon model describes reflection in action - when it is happening and reflection on action - after the event.
· Last but not least, Driscoll model is good for organizations as it is easy to use. It is needed to only follow its questions.
I chose the Gibbs model as it suits me better, however, I have also consider the Kolb`s model which is direct and full of action (Reynolds, 2013).The Gibbs model is, on the other side, focused on feelings. Very often I cannot ignore my feeling, for this reason I have chosen the Gibbs model. This model reflects on learning from experiences. This model is more acceptable to me. It is the best way to think about what was wrong in the past in order to make the future better. 
Professor Graham Gibbs presented a cycle that we can use in everyday experience. More precisely, when we are not doing well, we have to look at the past. The Gibbs model has six phases which are needed to be used step by step:
1. Description - The moment we start the first step of the Gibbs model, we need to know the whole situation. We achieve this by asking question. When did it happen? Why were you there? What happened? What did you do? 
2. Feelings - The second step is difficult for me personally. Precisely, because I am sensitive and sympathetic to people. At this stage, working with people and ourselves should open up and express feelings. Looking at the situation from the perspective of other people. The questions are: What did you feel before, during and after the situation? 
3. Evaluation - In this phase we should look at real things and approach the situation objectively by asking a question:  What was bad and good about the situation? 
4. Analysis - This is the first phase when you can see what has happened. We investigated the previous phases. If we have been open and honest with ourselves and others in the previous stages, we will find it easier to analyse the whole situation. 
5. Conclusion - A conclusion can help us to encourage and rethink the situation. Could everything has gone better? What to do in the same situation in the future? 
6. [bookmark: _Hlk59880878]Action plan - Stage when the word itself speaks. No more thinking. It is needed to take action, make a change, make a plan and start implementing it. This closes the entire Gibbs model in the circle (Gibbs' Reflective Cycle: Helping People Learn From Experience, 2020).
In my opinion, we can use the best advantage for professional and personal life from this Gibbs model. We can improve our knowledge what we have gained in the lecture. Thanks to this model, I can improve my skills needed for future professional life.
[bookmark: _Toc60412862]Topic 3 Online Learning Experiences
Currently, I use computer for online communication, reading and watching. Online learning streams confused me at the first, but day by day with new knowledge I have learnt how to use it practically - when I have a lecture, do homework, communicate with other student in group and when I do my research. Every day I receive new information from lecturers, associates and my own research. Using online information is useful for my future academic, profession, personal life as well (Johnson, 2020).
Using a computer, a phone and the internet generally is key in order to keep connected with my lecturers. This technology gives me great flexibility, which means I can be anywhere to listen to our lectures as they are online currently. I can read, listen and watch what is needed as many times as is needed by just clicking the keyboard. I can easily respond to and follow my colleagues, students and tutors. Also, their feedback is fast. Thanks to this technology, we can exchange information, be socially engaged in a specific network area and still keep our own privacy. With this type of online education, we can still be highly motivated but sometimes, however, there is nostalgia to meet classmates and lecturers in person – to exchange our ideas and gained knowledge face to face experiencing the traditional college environment. 
[bookmark: _Toc60412863]Conclusion
Throughout the report, I have aimed at how a reflection of new knowledge has influenced the change of my daily life. The three topics I have chosen in this report are time management, reflection and online learning. I have developed skills in these areas and have successfully analyzed activities in my time and my feelings and thus have brought myself to big changes. This report is written as a university assignment but I strongly believe that this reflection on learning will serve me for my personal and academic development.
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