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Introduction
This reflective essay has been written to explain my learning in this module of academic and employability skills using the Gibbs model of reflection (Gibbs, 1998). Reflection is important in academic and social life because it helps to understand and describe the specific experience or learning (Klimova, 2014). Reflection has been defined well be Harvey et al., in 2010. According to Harvey, reflection is a mechanism for knowledge construction on the base of experience which doesn’t necessarily lead to behavioral learning. In this module, I have learned many things but I want to discuss four important topics that are related to professional development skills. Some of them which I have gained during this course will hopefully stick with me.  These four areas are writing covering letter, Curriculum Vitae, Public speaking, and Summarizing. Academic writing skills are very important to find a suitable job position. Employers received hundreds of applications against positions but only a few of them are shortlisted for the next step. This shortlisting is based on the image developed by application through an application that normally consists of covering letters and CVs. In the second step, public speaking skills have an important role when appearing for an interview. With the help of Gibbs reflection model, my learning about the above-mentioned skills during this module are going to be discussed. 
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Figure 1 shows the Gibbs reflective cycle (Source: Rumson, 2018)
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This essay shows the reflection of my understanding of different skills that I have studied during this year. Before this study, I just listened to the name of covering letter only but I never tried to write or search about it. Thanks to this module that I understand the importance of covering letters in ever-increasing job competition. Covering letter must clearly explain the reason to apply for the mentioned job position. In this letter, the candidate needs to prove him/herself the suitable candidate for the applied position by providing detail of qualifications and sharing experiences in the reflective form. The covering letter consists of detail of qualification by highlighting achievements. It also contains the detail of prominent skills and relevant experiences in the past few years.
Similarly, for the Curriculum Vitae, I understand the meaning of full abbreviation of CV. Curriculum Vitae is the brief detail of qualification, education, and previous job experiences in tabular form or specific style. I have learned various styles of Curriculum Vitae. The CV of the applicant of the Accounting job is quite different from the applicant of the Science technician job. The scientists explain their innovative findings, publications, and scientific skills whereas, the marketing manager explains the different management and marketing skills. I also understand now the difference between resume and CV. The resume is the brief or one-page description while CV can be in detail may in more than two pages. A resume is always tailored for the specific job while CV is a comprehensive overview of academic and professional achievements with references for confirmation.
Public speaking is another very important skill and I have learned its importance this year. It was always hard for me to speak publicly. No matter, how many times I made rehearsal before giving presentations and I always felt shy. I am quite aware that the impact of any achievement increases many times if explained or communicated effectively. Thanks to this course that enable me to learn different techniques to make an effective presentation. I am working on different methods that I have learned in this course like eye contact with the audience and speaking confidently. The perspective of this module has enabled me to find the strengths and weaknesses of any speaker doing a speech. 
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This year, we have received many writing tasks, assignments, and online presentations. I think that it was due to Covid-19 when restrictions were imposed on social interactions. I always feel bad about getting fewer scores in academic writing. I always completed tasks on time and expected more than ninety percent marks in every assignment. However, on getting the unexpected result, I always feel bad and never tried to locate my mistakes. I did mistakes again and again. In this course, for example, during the covering letter activity, I have found that anybody who has not seen us will judge our personality from the cover letter or interview. In professional life, companies are more concerned about effective communication along with technical expertise. The use of vocabulary enhances the impression of text and I am focusing more on improving my grammatical mistakes, vocabulary, and practice for writing a flawless essay on recent political affairs.
Similarly, before this module, I never gave much importance to CV writing. I just make a CV twice by following the template available online. It was non-professional. Thanks to this course that I came to know about the importance of CV and it is the only way that employers came to know about our professionalism. With my previous CVs, I never got a response in the form of a regret letter for quality jobs. This course changed my perception about CV. I understand now that there are different types of CVs. The format of the business executive CV is quite different from the office secretary's CV. If we will write our expertise in the format of Scientific CV format then it will give our impression of a non-professional attitude.
Likewise, this module has improved my understanding of public speaking. Before this module, I misunderstood it. My understanding was speaking loudly in front of the larger population. I have learned that various parameters are important to make speech effective such as pronunciation, grammar, vocabulary, the pitch of sound depending upon the type of discussion or talk, etc. It seems more obvious to not use the worlds Uh or um. This module taught me to not use repetitive words to avoid silence and I can take a brief pause in a style of thinking. These all mentioned feelings have made a clear difference in my understanding of personal skills that directly have an impact on professional development.
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Based on the above-mentioned detail, this module is greatly important where instead of academic research; we learn the skills that help us in professional life. This course is a kind of preparation of students for the challenging world after the completion of a degree. I have realized that effective communication is important to all professionals but it has prime importance to the business graduates because their job is associated with the public dealing all the time. This course helped me to express myself in the form of covering letter and writing a professional CV. However, some problems couldn't produce the maximum output. One such problem was the lockdown situation during the Covid-19 pandemic. Most of the work, I did online was good for independent thinking but I feel some gaps in my learning. I believe that face to face learning is better than online learning in a sense where I get more chances to communicate with the tutors and fellow. So there are more chances to improve my speaking skills. Although my basic concept about the cover letter is improved to a significant level it is limited to my theoretical understanding. I don't know if we will get a chance of further training on these skills next year or not but to get expertise in these skills, there is a need for continuous practice. In this regard, I am thinking to regularly practice it myself with the support from online literature and videos. I will also get help from my fellows and tutors for the evaluation of my performance every time. In this regard, I have learned about the SMART goal technique which is a better way for skill enhancement and development of a target-oriented approach.
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A reflection is a form of evaluation of learning from the course. Moreover, it is about linking one increment of learning from a wider perspective and heading towards a brighter future picture. Reflection is not only important to highlight success but it is equally important in the case of unsuccessful achievements to find the gaps and mistakes. In the latter case, reflection provides the insight to find out what was wrong with learning. I have also mentioned it that due to Covid-19, there was less interaction and I could develop my understanding theoretically only. Although I did some tasks I need continuous efforts to make these skills part of my personality. As a whole, a reflective essay has some benefits and some drawbacks. One big advantage is that reflective essay provides the opportunity for students to learn and critically think about their experiences. It is also a valuable learning tool for the academicians too to improve their methodologies for teaching purposes. It also helped me to become more responsible and self-motivated towards learning. The drawback of the reflective writing about the course can make teachers uncomfortable because it will highlight some weaknesses according to the student's point of view. Secondly, institutional management will make some impression of students that they are so critical on some courses intentionally. I tried to write my analysis in an honest way as possible because I believe that hiding anything is unfair with the assigned task. Giving a fair analysis helps the educational institutes to overcome the weaknesses.  
There is no doubt that I have observed a clear difference in my writing abilities after this module when I was just completing the requirements. After this course, I am considering the importance of every sentence. The same is in the case of public speaking. I believe that improvement which I have made in speaking will benefit me in my future life too. It already began to benefit me during my academic studies and daily life.
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In conclusion, a reflection is undoubtedly an important tool that helps greatly in personal and professional development. It enables us to identify the hidden skills and overcome the weaknesses of professional growth. In this reflective essay, I tried to highlight the important learnings during academic and employability skills. I have discussed here three important employability skills such as covering letter, Curriculum Vitae, and public speaking. Before this module, I understand these terms to some extent and never think critically about their importance in job finding. Thanks to this course that enables me to improve my technical expertise in all forms of communication. Although Covid-19 has affected my learning. I believe that in normal conditions, the impact of this course on my learning could be better. I have explained different parameters by using the Graham Gibbs model of reflection. These skills have been evaluated and my feedback has been discussed.
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The action plan is not a new concept that is effectively used in goal setting (Lorig, 2006). My action plan consists of goals to focus on and fine-tune my targeted skills. My ability to stay focus has always remained the strength of mine when applied for the individual setting. In this regard, I have used the SMART tool which consists of specific, measurable, attainable, relevant, and time (Ogbeiwi, 2017). I have realized that I couldn't get the required objective of this course of great importance due to the Covid-19 pandemic and I have developed my action plan which consists of the following steps.
1. Write up of strengths and weaknesses
2. Task management
3. The schedule time frame for each task accomplishment
4. Update about progress and monitoring performance
5. Overcome hurdles in learning
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