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[bookmark: _Toc59227372]ABSTRACT
Few months ago, as part of my professional development plan I enrolled for a course in Higher education at the University of Wales Trinity Saint David. The module about Academic and Employability skills proved to be extremely helpful and added valuable knowledge through lectures, in class activities and discussions. This essay focuses on reflecting on some of the topics studied throughout the course- time management, employability, CV writing and critical thinking and analytical skills. It aims at improving self-assurance and proficiency by expanding selection of employability skills in those areas that will be beneficial in future employment. I used recognised models of reflection published by Kolb (1984), Gibbs (1988), Schön (1983) and Atkins and Murphy (1995), that helped me identify, explore and analyse experiences and feelings in such way so I can apply the results in my future actions in my academic as well as in my professional development.
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INTRODUCTION
Through lectures, in class activities and exploring additional resources I discovered there are many theories dedicated to reflection practice. In essence, reflection and reflective writing facilitate a deeper observation and analysis of past experience that better direct future actions through learning (Watton, et al., 2001).  For example, Kolb’s theory (1984) focuses on the inner perceptive development (McLleod, 2017). When used to reflect on my time management skills, it helped me concentrate on priorities, figure out responsibilities and manage expectations (Farrell, 2017). According to Gibbs (1998) self- evaluation is key when learning from experience and that is to be achieved through mindfulness and reflection (Devet, 2020). To reflect on one of the important experiences concerning my career I relied on Atkins & Murphy (1994) reflective model because it aims at self- development through reflection on the situation and requires devotion to learn and apply in practice the result of the reflection (Atkins & Murphy, 1995). However, some situations demand reflection while they are still unfolding and I find  Schön’s reflection-in-action model (1984) very helpful because I can use it when applying unconventional solutions when needed (Gaynor, 2013) The developing of reflective analytical and critic thinking is invaluable aid when using alternate perspectives, in building resilience when dealing with complicated situations and in encouraging objective decisions (Elder & Paul, 2012)
2. [bookmark: _Toc59227374]TIME MANAGEMENT
According to Kolb (1984) the conversion of skills and understanding is an essential educational practice leading to creating knowledge (McLeod, 2017). I found his reflection method helpful because it is based on an actual experience- new or reinterpreted (Sewell, 2017) which I can review and reflect upon, as a consequence learn from that experience and plan further by applying what I have learned (McLeod, 2017). For example, in one of our lectures we discussed Time Management. According to Farrell (2017) time management is central factor in any management activity and is strongly related to the planning process. As Morgan (2017) states we cannot really control time however practising time management means using our time efficiently. For me it usually requires a lot of effort and perseverance and I found helpful in being organised using to do lists, logs and diaries. But one of the in-class exercises assigned by the lecturer made me realise those practises alone were not sufficient. The task was to review and share how we use our time. Initially I thought this was going to be easy because I believed I was managing my time well. Upon completing the activity, I felt I do not handle my time effectively. Furthermore, it became clear to me that much of it goes towards not so important tasks and activities. Especially challenging I found defining how do I waste my time.  I felt embarrassed that it was actually on media, mainly social, even though many other students shared the same issue. According to Duck and McMahan (2016) “the average amount of time spent using media daily is nearly 11 hours” (p. 105). This understanding really concerned me, and I was contemplating a lot about it. Having analysed it led to the decision to limit spending time on social media, especially Facebook. Additionally, I started reading some of the resources suggested by the tutor and discovered the Pareto principle (1897). Khan (2018) explains it as 80% of the effects or  outcomes derive from only 20% of the resources or affects. This was helpful for me in identifying the 20%  of all daily tasks that are really significant and how much of my time really goes towards important activities. I also found helpful using the Eisenhauer matrix (1954). This is a commonly used time management technique applied to identify what is urgent and what is important and consequently improves prioritising (Mulder, 2017). I need to further develop my time management skills, but I believe applying the new knowledge combined with practising Kolb’s reflection method he will have a positive effect on my study, professional and personal life. 
3. [bookmark: _Toc59227375]CV WRITING
One of the most interesting and useful topics for me from Term 2 is CV Writing. Morgan (2017) describes a CV is a record of personal achievements, aptitudes and professional history sent to potential employers as part of the job seeking process. I can honestly say that it has always been difficult for me writing one. Using Gibbs (1988) Reflective Cycle and its methodical, progressive phases facilitated my improvement in this area and gave me better understanding how to act in the future (Devet, 2020). For example, I used Gibbs reflection method after having applied for a very desirable position at a respected company whose culture, ethics and work environment I have always been admiring. This was a rare opportunity to land the job of my dreams. I believed I had enough experience in the field, remarkable recommendations and feedback from my current employer and I was convinced nothing could get in my way. Unfortunately, I did not even pass the CV screening process which meant I was not invited to an Interview which was the negative about this experience. I was disappointed but on the positive side when I reflected more deeply (Watton, et al., 2001) I  recognised the reason not to be approved to the next stage. I finally realised my CV was not up to standard and needed more work. After analysing the situation, I acknowledged  the CV I sent did not sound professional enough and that it could not reveal my skills, experience, personality and potential to grab the attention of any prospective employers. The lecture about CV writing and the further explanation by the tutor helped me identify some of the mistakes I was making and gave me a direction how to correct them- especially by highlighting my knowledge, attributes, skills and other interests (Morgan, 2017). Also reflecting on that past experience, I realised I made very common but crucial error- I have been submitting same CV for different companies (Maund, et al., 2017). Morgan’s Guide about study and employability (2017) helped me a lot and I have started the process of writing a CV that will appeal to the employers and represent myself as the professional I am along with my skills and experience. 
4. [bookmark: _Toc59227376]EMPLOYABILITY
Yorke (2006) defines employability as a selection of accomplishments, skills and experience however he  also claims that their value is much higher when combined with a good educational background. I can relate to his statement and I believe that taking the course in Higher education is a step towards increasing the value of my employability skills. The lecture about employability made me realise that I need to focus more on my transferable skills because, so far, I have been overlooking their significance (Kemp & Seagraves, 1995).
I also came to a point in my professional life after I was made redundant where I had to ask myself – am I employable again? In order to find the answer at such an important stage of my life that would establish the direction of my career from that point, I needed a model that reflects knowledge and understanding of possibly uneasy emotions and concepts, one that allows me to analyse critically my reactions and comprehension and that gives me fresh perception (Nguyen, et al., 2014), so I used Atkins & Murphy’s model of reflection (Atkins & Murphy, 1995). Being unemployed made me feel stressed and anxious about the future. Also losing my job after seven years made me feel unappreciated. The reason I was made redundant was because the hotel I was working at was sold which meant that all my colleagues lost their jobs, too. After thinking more about it I started realising there were clear signals that such situation might occur- for example, it previously came to my knowledge few times that they were investors interested in the business. However, at the time I made an assumption that this will not happen and never questioned the security of my position. I was too comfortable in the job and even though at times I felt maybe it was time for the next step in my career I did not devote sufficient  time to my career and personal development planning (Cottrell, 2019). I should have maintained my employability skills beyond the description of the job and be more aware of my soft skills (Maund, et al., 2017) Also, according to Yorke (2007) employability skills should be constantly updated and developed during a person’s career path and these are the steps I am taking to further develop my professional aptitudes. 
5. [bookmark: _Toc59227377]ANALYTICAL AND CRITICAL THINKING
One of the lectures I was most looking forward to was analytical and critical thinking. David (2019) explains it as the capacity to explore matters accurately and efficiently preventing preference or emotion to affect the decision. This is especially valid and essential in my job as a Hotel Manager hence my excitement for that particular topic. What makes these abilities really valuable is that in most cases situations have to be resolved very quickly and efficiently. One of the in- class activities in Term 2 was to think of a situation where we demonstrated our analytical and critical thinking skills which reminded me of a recent event at my workplace. The lift in the hotel- a 6 storey building- stopped working.  Looking back at the event I realised I used  Schön's (1983) reflection-in action model because I was reacting to the situation by analysing it and assessing it while it was taking place (Gaynor, 2013). The problem was indeed very complex because it was involving staff, guests, managers on higher level as well as booking providers. This was my first year as a manager of the hotel and previously such situations did not seem to attract much effort from the employees which I felt was not acceptable on this occasion (Schön, 1983). Having evaluated the situation  and acknowledged the possible complications and consequences and through effective communication with my colleagues (Elder & Paul, 2003) I took different approach. What I had to do was to make sure  nobody is trapped in the lift,  to call the engineers and to instruct staff to inform the guests. Furthermore, I had to reallocate new reservations from top floors and stop selling top rooms online to avoid complaints and bad publicity. I also had to re-organise the rota and ensure sufficient staff to help guests with heavy bags or those who needed special assistance. I introduced temporary a new procedure to mitigate complaints and guests were offered late check out or breakfast. All the above operations had to happen in a short time span and using Schön's reflection- on action model it becomes clear to me that without analytical skills and critical thinking abilities like organisation, troubleshooting, communication and creativity (Terrel, 2019) staff and guests would have experienced significant difficulties and inconvenience, the business - financial loss and myself would have been under tremendous stress. In a future similar situation, I would be more skilled at using Schön's reflection model as I intend to keep improving my analytical skills and critical  thinking because “the development of critical thinking skills and dispositions is a life-long endeavour” (Scriven & Paul, 1987).




6. [bookmark: _Toc59227378]CONCLUSION

I have started practicing reflection on much deeper level since learning about different reflection models through lectures and in- class activities in the Academic and employability skills module as well as through reading the additional resources and further research. Applying recognized models of reflection in different situations not only improved my learning but also developed my expertise and comprehension. Thinking critically and analysing an experience deeply often enables me to see different viewpoints, to make the right decision, to evaluate the outcome and to focus on future actions by drawing on that experience. This helped me reveal strengths I did not rely on so far, for example transferable skills, analytical skills and critical thinking, and directed my attention to areas of improvements in time management and CV writing. It gave me fresh perspective on the goals I aspire to achieve and the areas of development I should concentrate on. I will continue applying different models of reflection in my professional and everyday life because I believe they improve my confidence and contribute to further develop my professional skills. 
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