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1. Introduction

Academic and Employability skills are essential qualification for a good position at a workplace.
The purpose of this report it is to reflect on what I have learned, what I have gained and what skills I still need to develop, from all the skills I have learned from my lecturer in that classroom at Academic and Employability Skills module. This skills are very useful for me, because I will use them in my career and my personal life.
This report will be done by using Gibbs (1988) reflection model, which is compose from 5 stages; Description, Feeling, Evaluation, Analysis, Conclusion and Action plan.
I will use Gibbs reflective model because it is very popular, giving me the chance to evaluate and reflect on what I have learned from the course.



2. Gibbs reflective model


2.1 Description 

As a student for a Certificate of Higher Education, one of my module it is Academic and Employbility Skiils. My lecturer asked me to do a 2000 words report about how this module helped me to descover my skills and also to find out what I have to improve for a better experience at workplace.
In this report I will explain how this course helped me to descover and improve my skills and also how this course helped me to find out what I have to improve and develop.
First of all, this course helped me to learn more about Time management, about how to manage my time at workplace and not just there but in my daily activities, how to prioritise tasks after important, less important, not important. 
The most important thing I have learned it is the Pareto Priciple,, “ Top 20% of all activities account for 80% of the results.” 
( Pareto Principle ). 
In your everyday activities you have to organise your time and to respect your scheduale, for exemple if your initial plan was to do cleaning for 30 minutes, but you spent one hours, you will have to rescheduale all your activities for that day. A good organise will help you to do all your tasks for the day.
Also, I have learned about Personal Development plan, which helped me to learn how to improve my weaknesses.
The videos that the teacher showed us in the class, maked me to understand more about time management and about how to be more productive in a short time.
Also, in this course I have learned about Academic writing , which will help me a lot when I will go to study Level 5 and 6. I have learned more about English sentence structure, the lecturer shared with us in the class some tips about how to not use simple sentences, to not begin a sentence with an informal linking word like “ and”, “but”, ‘so’ and to use formal linking words like “ More over’, ‘In addiotion’, “However’, etc.
I also learned about Paraphrazing , writing the ideas of another person in my own words by changing the structure and use synonims, but keeping the meaning the same. We have done couple of exercises in the class and watched exemples of paraphrasing to understand more and to learn how to use it better.
Summarising it is another useful lesson that I have learned on this course which helped me a lot since we have finished the lesson, learning to take just the main ideas of a text.
I have been learned by the lectuer how to summarise following easy steps ; Reading text, write main ideas, check my drafts, revise my text and give references. Teacher explained the summarising through some exemples in the class and showed us slides with summarizing.


2.2 Feelings


When I have started this course, I was scared because of the difficulty of the course, being in a different language than my main language, I have been worried about not being able to understand terms, but the lecturer has been very patient, explaining very well all the lessons, giving us time for questions and I have started to get involved more and more at the classes, trying to understand much better all what the lecturer told us and to memorise as much as I can in the class.
The biggest fear appeared when the lecturer told us that we all have to do a 2000 words report about what we have learned at Academic and Employability Skills module. I was feeling like I can’t do it anymore and seen myself failing because I have 10 years since I have finished my studies in my home country and I have been scared about a 2000 words report in English, my second language, but after the lecturer started to give us the structure and advise us to take notice at the class, I have started to become more confident that I will be able to do this report following the lecturer structure and the notes I have taken in the class.
















   
2.3 Evaluation

At the end of this course, I can say that it was an experience with good and bad parts.
The good parts was that I had a good lecturer, which explained very well the course, I was happy to get involved in the lessons and this make me to understand everything much better. Also, I had the chance to share ideas with my collegues about the course which helped me to find even more new things.
It was also a bad part and this part it is regarding the covid situation, which forced us to study online more than to go into the campus. Being online, sometimes I had bad internet connection or I have been distracted by something else and I have not been 100% in the class all the time, but I feel confident that I took a big part of the course with me.



2.4 Analysis 

After learning about all the skills at this course I feel more confident with myself and my knowledge and I feel like I can grow up my career and looking for a better position at my workplace where I can improve my weaknesses and gain more experience for a bright career in the future.
The course gave me the opportunity to have open discussions with my colleagues, which helped me to understand when I was unsure about a subject, helped me to improve my team working, 
I also think that this course was just a start for my education and I feel like I have to do more research about how to improve my skills better and better and how to express myself in a easy way.





2.5 Conclusion 

Gibbs reflective model helped me to analyse and having a feedback about this course. 
I understood the way a report should be done, explained me the structure of the report, how should I start and how should I finish following all the structures, from the description of what I have learn to feeling I had, giving me the opportunity to express my good and bad parts and analyse the skills I have learned and what I have to gain.












2.6 Action plan 

This report gave me the chance to retake all the lessons and to have a refresh of all what I have learned in the past couple of weeks, remembering me about my strengths and about my weaknesses, remembering about that I am good at and also what I have to develop and I have to improve my weaknesses through doing more trainings, research and watching videos about how I can improve and develop my skills.
I can say that after this course I feel more confident, started to implement my new knowledges at my workplace, getting involved in subjects that before I was not confident to join but now, I can chop my own wood and it will warm me twice ( Henry Ford ).





3. Conclusion

In conclusion the development of skills it is very important for a better job, higher position and for the opportunity to meet new people from where you can learn new things. I think that taking the decision to put all my interent in this module, will help me in the future, showed me new parts of my personality that I never knew about and giving me the confidence at my workplace.
I am glad for the opportunity I have been given to study this course and I would like to thank to my lecturer for being patient and for helping me to learning important things for my future.
I feel like I have spent this time for the course very well, investing in myself and my future, developing and improving my skills and gaining my abilities to summarizing and time management.
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