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1. Introduction

Two years ago, I had a vision to start a high education studies base on my managerial experiences. I knew that pursuing my studies will be challenging because of my time management. Even thought I had Communication Skills, Adaptability, Openness to Criticism, Leadership skills, people management skills, problem solving skills and other soft skills that I needed as transferable skills to be used for my academic journey, the beginning of my academic journey was challenging.

2.0 Reflective Writing 

Jasper (2005) say that “Reflective writing has become established as a key component of reflective practice, and
central to the notion of learning from experience”.
Is a way of transforming your practice-based own experience to produce learning.
I will apply the Gibbs Model to reflect on four topics we did in virtual learning during this term. The four topics are: Eisenhower Method (Time management), Cover letter writing, The Online Learning Experience and finally Team Working.
       


2.1 Gibbs Model (1988)
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Learning by Doing.








Source: https://www.mindtools.com/pages/article/reflective-cycle.htm
The six stages of Gibbs Model:

•  Description of own experience

•  Feelings and thoughts about the experience. Your own and other people feelings during the experience.

•  Evaluation of the experience, both good and bad

•  Analysis to make sense of the situation

•	Conclusion about what you learned and what you could have done differently if you had a good knowledge prior the experience

•	Action plan for how you would deal with identical situations in the future, or general changes you might find suitable.
3. Topics






3.1 Eisenhower Method (Time management)  
  




Source for the picture above: https://luxafor.com/the-eisenhower-matrix/
       With my very busy schedule, time management was my first struggle.  I was confused and I did
not understand anything about the time management. I was about to give up on pursuing my academic studies although I knew that by mastering a Time Management Topic, I will be in the right path for my academic
and employability success.  I really wanted to know how to manage my time and how to set my priorities. I was doing everything at the same time.  I was extremely confused. D'Mello (2014) said that confusion can be beneficial for learning.  As a professional Live Coach in Neuro-Linguistic-Programming (NLP), I agreed with D'Mello quotation and I will add that confusion is the beginning of understanding. When you get to the

confusion state, you have so many unanswered questions, you are about to discover something new.




I discovered the Eisenhower Method which was taught at one point in the Virtual Class. This was an amazing boost and the starter of my understanding. Therefore, without any delay, I started to prioritise first what is important and urgent in my life. What is important but not urgent, I need to schedule it. What is not important but urgent, I need to delegate and finally what is not important and not urgent, I need to delete it.

This thoughtful method changed my Time Management grammatically by helping me to know how to organise my weekly and daily to do list.

Writing a cover letter was my favorite module because in the management position, knowing to write an efficient cover letter is crucial. The lecturer to check our knowledge on this module, requested each student to write a cover letter.

I wrote my cover letter with my name on the top right of the letter the way I used to write in the past instead of writing my name at the end of the letter on the left side. After getting a constructive feedback from the lecturer, I was surprised that I cover letter needed to include more precise details than the Curriculum Vitae.  The lecturer taught us how to write a professional inviting cover letter. It was highlighted that a brilliant cover letter should have the expeditor personal details on the top right of the page without writing the expeditor name on the same place. The candidate name will be writing on the bottom of the cover letter after yours sincerely (if you know
the name of the person who oversees the recruitment) or yours faithfully (if you do not know the recruiter’s in charge name). The employer details on the top left below the candidate details. Do not add your photo, your name, and your age.  It needs to meet the qualifications require by the employer so that the employer will be paid attention on it. It needs to talk in detail about a similar or a transferable job experience you can apply if been given the offering the job. Even the hobbies need to be in the line with the job requirement. Perhaps if travelling
 (
3.2 Cover letter writing
)
is one of your hobbies and the position available is for an Area manager, your hobbies will match one of the major requirements for that specific vacant position. Overall, a cover letter needs to be more attractive, needs to explain in detail your Curriculum Vitae’s main points to invite the recruiter to pay attention and look at your CV.


3.3 Online Learning Experience

Base on my experience, my expectations was that online learning will be boring and unpleasant. That was not the case because Virtual Learning is different than online learning without a live class with a lecturer. Therefore, Virtual Learning is close to the campus undergraduate style of learning. You can learn on your own comfort zone with your family around you. It will enable students to enhance more informatic and technology skills along with more digital skills which is an advantage
for a twenty-first century student since this World is moving fast to the digital dominated World.
However, when the learning environment is too comfortable, it can make a student sleepy and tired.
When the children are around it will be difficult for concentration since the house will be too noisy.
It boring when most of the students are not participating nether responding or interacting when the lecturer needs them to do so.

It worse when it comes to the group work, group assignment or a project. Some of the students will never even attend the group channel meeting knowing that they cannot be seeing, they will be giving thousands of excuses. They will not send the pieces of individual work to the group and will never participate or contribute in anything. Overall, Virtual learning is the best option for students like me who like traveling habitually around the Globe. All you need is your laptop and your internet connection to join the Virtual Class. It is also a time and money saver specially at this uncertain time.

It was beneficial to know that working as part of the team is not an easy exercise because everybody is different
, everybody has his/her weaknesses. Like for my group most the students had numerous issues even though they had the willingness to join the team in the beginning of the project.
I learn that I need to make good choices when I am choosing students who will be part of my group. This will also apply for any group formation in my life.

It was beneficial to know that working as part of the team is not an easy exercise because everybody is different

, everybody has his/her weaknesses. Like for my group most the student had a time management issue even though they had the willingness to join the group in the beginning of the project. I learn that I need to make good

 (
3.4 Team working
)
choices when I am choosing students who will be part of my group. This will also apply for any group formation or any recruitment I may oversea in my life.


The bad side is that until now we are still working on a project that is due this week which is week 10. You did not even start the practical side yet. I did benefice of having patience and practicing how to solve problems when my group mate is not having a good relationship with other. If it was reversible, I should withdraw myself but at the same time I cannot withdraw myself from the group knowing that it is not my choice to decide how the presentation supposed to be.   I wished to present my work as an alone presenter, knowing that is too late, I can only be patient and try to work with others by using alternative ways to meet with each one of them. In contrast I was also wondering if the data given by other were genuine to avoid any accidental plagiarism.
Overall, I learn that leading a group is a very constructive because you are working more comparing to others and you are tailoring your knowledge about people management which is also a good employability skill.  I can admit that it was a profitable and constructive experience for my academic and employability life. I learn some new ways of doing things differently while working as a team member to get a profitable result for the Team. Albert

Einstein is widely credited with saying, “The definition of insanity is doing the same thing over and over again
but expecting different results.” (Einstein,2017)

If I must repeat the same project again, I will only choose active students and students who rose the voices during Virtual learning to be part of my group.

A different approach will alter the outcomes of my group project because the outcome depends on the methodology that we use.

Action planning will help me to set up what I could do in the future for a better outcome of a group project in my academic and employability environment.






       





Deciding to pursue my academic studies was a right-thinking and a life changing decision. Choosing Skills for workplace was wonderful and a prophetic choice since the 21st century is becoming more Digital
World.  Therefore, Academic and Employability Skills is a key for a bright
future.
There is been a rapid development in academic and employability
platform due to the pandemic. Therefore, students need to keep themself up
to date with the new technology. Nowadays everything is going virtual
consequently, all students need to acquire Digital Skills so that they can be useful in their future career. Many other researchers wrote on the same topic having almost the same point of view about the Digital Skills by saying that it has become crucial and indispensable for all the professionals to
 (
4. Conclusion
)
acquire Digital knowledge for the future studies, work, and businesses.

The Circle of Reflection is useful approach in all my current and my future academic and employability platform. In all life aspects, the outcomes depend on the methodology that we use. Therefore, we need to use an appropriate methodology for each aspect of our lives.
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