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Introduction
This assessment report is related to the academic and employability skills module by using a reflection model. Academic skills are a collection of skills that are used by students and learners to perform better in academics. These skills are necessary for students to learn and improve over the period for continuous development. Various academic skills are used for future career prospects such as time management, and public speaking. Employability skills are the attributes which provide individuals an advantage in getting and retaining a job. Through this report, different academic and employability skills are discussed through a reflection model. The objective of this module is learning and researching employability and academic skills and reflecting the learnings through Gibb’s reflection model. 
Reflection
Time Management 
Time management skills are essential for productivity, and efficiency. Time management skills help in goal setting, planning tasks and activities, prioritising tasks, and making effective use of time. According to Afsaneh (2019) and Bahadir (2018), time management skills are necessary for both learners and professionals. Time management is one of the most important skills that I have learned during the module, and its usefulness is reflected by the following points through Gibb’s reflection model. During the module it was difficult for me to manage the time as there were many tasks and activities, managing education, self-study, hobbies, preparing for tests, among other things. I want to make better use of my time, so I used time management skills such as the Eisenhower time management model for identifying important tasks which require immediate focus, while focusing on other activities according to priority. I also used another time management tool named Pomodoro method to increase my work efficiency by taking a short break after working for a specific time and taking a long break after working for two or three hours. I experienced that I was able to be more productive using time management skills and received a positive response from others.
From this time management skill, I learnt that it is important to complete the task, otherwise procrastinating will only cause problems when the task becomes a Priority, and I will have to complete the task urgently. Completing the task in a smaller span of time can lower the quality of the activity and the result it obtains will not be satisfactory. Thus, it was important for me to understand the importance of time management, otherwise it can give rise to broader issues in the future. I believe that I was able to rectify the situation regarding time management better. However, there is still scope for improving time management skills and effective and productive use of time. Effective time management skills will not only help for better time management, but it will also provide me time for recreation activities, self-study, spending time with family and friends, and in short time for creativity and habits. Time management tools and techniques such as the Eisenhower method, and pomodoro method technique have helped me to make better use of time successfully. Time management skill can help to overcome procrastination and prioritise tasks and activities important for academic and career. 


Figure 1: Eisenhower time management technique matrix
(Source: Afsaneh, 2019)


Figure 2: Pomodoro technique for time management
(Source:  Bahadir, 2018)
Summarising
Summarising skills is an important skill used by learners and students to present their understanding and learnings by framing and identifying concepts and key facts. Summarising of learning helps in retaining the information in a concise manner. Summarising encourages focus and helps to retain the key points of any subject. A brief summary of any concept helps readers to obtain a basic idea of the concept in a simple way. According to Cooney, Darcy, and Casey (2018), summarising is an important attribute that helps students to analyse and improve the writing skill by interpreting the concepts. The experience of learning and developing summarising skills during the module is reflected by using Gibbs. reflective model, as presented to the given elements: 
Summarising is an essential attribute that reflects learning and understanding of different concepts and context related to issues and subjects. It enhances focus and improves writing skills which are essential for students and working professionals. For improving summarising skills different summarising tools can be used such as mind maps which connect any topic with the key points and helps in retaining the information in a simple and concise manner. During the module, while working on making notes, I felt that with summarising skills I will be able to create a brief note of the learning which will be easy for me to revise during test as the key points of the subject will be emphasized in the summary for learning summarising skills it is important to read more to understand the subject and get a better insight of the related concepts. To improve my summarising skills, I read books related to any topic I was learning and developed a better understanding of the concepts. I was able to notice the changes in my writings as I was able to perform better in academics by retaining the important points. When I was concentrating on improving summarising skills, I wanted to improve my performance in academics and get better results. For enhancing my knowledge and retaining the learning summarising skills helped in providing a brief detail of the concepts and this helped me to perform better in my tests and examinations. The process of developing summarising skills required extensive reading of the concept, which helped in enhancing and improving concepts (Cooney, 2018). 
Summarising skill is an important academic skill which acts as a guide to build better understanding and knowledge of the subject, strengthen and enhance vocabulary, improve writing skills, and the greatest benefit of summarising skill is creating summarised, and short notes of different concepts which make it easier to revise and practice related learning (Coullie, 2020). Summarising skill can further be improved by understanding the theme, analysing text, identifying important points, following arguments, and differentiating opinions and facts. In my opinion, my summarising skills have improved and developed but I believe that I can further improve my summarising skills by increased reading comprehension and using tools for developing summarising skills. 
Academic writing
Academic learning is important for developing the academic career of students (Nazligul et al. 2017). It plays a key role for students and learners to share and discuss information with instructors and tutors. According to Siti Johari (2018), academic writing is very important for students in tertiary level academic curriculum. Academic writing is considered as an important skill for success in academics and it is a major requirement for many professions and occupations. Academic writing skills are helpful for the students as it enables them to convey their required knowledge by analysing, understanding, focusing on style and method. It helps to foster the capability of explaining ideas and it is a basic skill for communication, it is fundamentally used in education institutions for judging learning and knowledge of students and learners (Mallia, 2017). During my academic curriculum I learned that academic skill is essential for developing the academic career of students. I realised this when during tests and grading of assessment, we were marked on the quality of our academic writing. The fact that developing academic writing can help me to improve my performance in my academic curriculum and learning and developing academic writing skills will help me to create a robust academic integrity compelled me to work on my academic skills. I noticed that academic writing is different from other writings. In academic writing there is more focus on maintaining formality, precision, clarity, evidencing, and focusing on providing relevant information about the subject. 
For obtaining knowledge on academic writing, it was important to understand the subject and work on language skills to enhance understanding to build theory. From analysing academic writing skills, I found that it is important for an academic writing piece to have a specific structure, critical thinking, evidencing the information obtained from different sources, using clear language, precision, objective, and most importantly maintaining a formal tone in the writings (Ivanova et al. 2020). From my learning experience, in my opinion critical thinking, researching skills and analytical skills are crucial for developing academic writing skills. Academic writing requires students to conduct independent research and obtain information from different sources regarding the topic. There are some positive and negative aspects of different topics from different perspectives. In academic writing it is important to provide information from different perspectives on the writings to avoid bias (Boyle, Ramsay and Struan, 2019). This will help in creating a broader perspective. The positive impact of academic writing for students is that this skill enhances report writing, assessment writing which are required for both academic curriculum and employability. There are only a few negative aspects of academic writing, namely the process of researching and obtaining information can be tedious and time-consuming. 
Public speaking and presentation skills
Public speaking and presentation skills are important academic skills which are not only relevant for students, but it is also essential for working professionals. To determine the relevance of public speaking and presentation skills, I have used Gibb’s reflection cycle Tu to present my reflection on the subject. I believe that public speaking and presentation skills can be acquired by strengthening concepts on the related topic that I may have to speak in front of the class or to the public. Presentation skills and public speaking skills required enhanced oratory skills in order to provide the audience information that they are able to understand and retain (Prahmana, 2017). I found that I have some issues while speaking in public when the focus of the people is on me, and I have experienced similar issues while presenting during educational activities. As both these skills are crucial for academic and future prospects, I wanted to develop these skills. I found that the issue due to which I was not able to perform satisfactorily while public speaking and presentation are confidence and verbal communication. To develop and improve confidence I created a timetable for four weeks to improve my confidence and verbal communication (Dansieh 2021) and a PHP plan for development. I have taken certain activities to develop my potential to increase my confidence and communication skills for a competitive and enthusiastic future. 
While public speaking the topic on which I will be speaking on should be clear to me.  By preparing a summarised note of the subject I will be able to quickly go through the key points of the subject and organise my thoughts to deliver clear and precise statements. I intend to follow the similar method for presentation skill, when I will be presenting the topic to the audience and after the presentation skill during the question-and-answer time while addressing the questions of the audience. To work on developing confidence and self-esteem, I focused mostly on practicing the topic by myself and in front of my friends so that it could perform better while public speaking and presentation (Raja, 2017) 
Conclusion 
From the above discussions, it can be regarded that the different academic and employability skills used by students and working professionals are essential for providing better performance in the related field. Time management skills, summarising skills, academic writing, public speaking and presentation skills are important attributes that help students and learners to develop and enhance their learnings, confidence, self-esteem, confidence, and creating a positive attitude towards task and activity. These skills enable students to be more productive and efficient in their academic curriculums and create the attributes that are highly valued in academics and professional careers. Time management skills help for better and efficient utilisation of time, academic writing skills help in preparing and working on reports and assessments, summarising skills assist in writing better answers in tests and examinations, and to create efficient note making for revisioning topics. Lastly, public speaking and presentation skills are essential for presenting one’s thoughts and ideas to the audience with confidence. 
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Appendices
Appendix 1- Task 1: Presentation slides
Slide 3: Introduction
· Academic and employability skills play a key role that ensure success of individuals in academic curriculum and career prospects (Husam, 2019). 
· Strategic implementation of academic skill and employability skills are crucial for success in academic and professional careers.
· Skills such as time management, academic writing, summarising skills, and public speaking and presentation skills are some of the core academic skills used for enhancing and developing personality and attributes. 
· Self-analysis tools such as SWOT analysis, and PDP are discussed in the presentation. 



Slide 4-6: SWOT analysis

	Strength
· Time management
· Academic writing
· Problem solving
· Decision making
	Weaknesses
· Verbal communication
· Low self-esteem and confidence
· Technological skills

	Opportunities
· Learning new skills
· Enhancing knowledge
· Developing confidence
· Networking in workplace
	Threats
· Technological changes
· Language barrier 
· Changes in process



Strength: While attending the class during the module academic and employability skill, I found skills, some of which were categorised into strength and weakness factors. Some of the attributes such as time management, academic writing, problem solving, and decision making are the skills that are important to achieve relevant academic skills and professional skills that can further enhance my strength to utilise opportunities. 

Weakness: Some of the attributes such as verbal communication, low confidence, low self-esteem, self-esteem and technological skills are the attributes which affect my performance in a negative manner. As per the opinion of Griffiths et al. (2018), I am better at written communication, whereas I lack proper verbal communication skills which hinder my performance. 

Opportunities: From the perspective of Scott et al. (2019), employability skills provide students the opportunity to enhance their career prospects. Enhancing my existing skills and learning new skills can maximize my probability of working in a desired field. This will provide me with the opportunity to learn and develop my personality and skills. 

Threats: 
There are skills the lack of which can prove to be detrimental for the student and pose a threat for development in academics and the workplace. As per Cachia, Lynam and Stock (2018), the lack of relevant skills in academics and workplace can be a risk factor when students are only focusing on skills that increase grades. 







Slide 6: Time management tool for academic and employability skills
· For better performance in academic, professional growth and career development time management skill must be practiced diligently
· There are different tools, such as Eisenhower technique, Pomodoro method which can provide assistance for time management.
· Other tools which are also used for effective time management are time tracking software, calendar, note taking, and time table which helps to effectively manage time. 


Slide 8: PDP for Academic and employability skills


Slide 9: Conclusion
· This report discusses the relevance of academic and employability skills through the use of reflection model.
· The presentation entails an introduction, SWOT analysis, time management and a personal development plan. 


Slide 10: References
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