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Introduction: 

 
The goal of this reflective report is to examine and to analyse the studies I have developed 

during the Academic and Employability Skills lectures, and also the ones I have acquired while 

completing the in-class exercises and presentations. 

The reason I started this course called Academic and Employability Skills has been 

intentionally to polish it up to my interpersonal skills and to become confident in my reading 

and writing skills in business language, I believe these are vital skills in order to communicate 

well in a job, running my own future business and in life. 

In this reflective report, I will mention vital skills in which helped me to step up and see things 

differently and changing the way I pursue important matters, including my knowledge, self – 

awareness, transferrable skills and Gibbs Reflective Cycle.  

 

This reflective report aims to analyse: 

1.    Time Management 

2.    Writing a cover letter 

3.    Reflective Writing 

4.    Presentation/ Public Speaking   

 

Time Management: 
Looking back at my life and reflecting, I came to find out that prioritising my academic work 

and my day by day tasks makes a huge difference when it comes to achieving goes and going 

well in my studies. Before discovering about time management, I had a particular idea about 

it. I followed up with my tasks making the use of bullet journals and alarm clocks in order to 



achieve goals. However, most of the times, I would skip and give priority to what seemed to 

be a priority at the time, and it was a big mistake, as, in the end, I was always running out of 

time because life is so busy at times and I would forget the most critical tasks. 

During my lectures in the last term, I discovered something very inspiring, called the SMART 

Objective and Pareto’s principle. 

Two different tactics that I now used to manage my time better. 

 

These principles made me understand how specific, measurable, achievable, realistic and the 

timeframe I would execute a particular task.  

Also, I came to understand about the 80 – 20 rule, which made me understand that I must 

prioritise the most important, complicated or challenging tasks at first, and this is my favourite 

one. 

Understanding these principles, in the last term, I was more aware of what I had to do in order 

to complete my assignments, but I also was able to be gentle to myself and not try to do 

everything at once.  

As an example, I divided my work into pieces, and I would do a little bit every day, and this 

worked well for me. I concluded my work before the deadline and felt proud of myself. In this 

term, the execution of tasks was similar, although I had a one difficult time this term and came 

to learn another lesson, in which I will mention in the next topics about Presentation/ Public 

Speaking. 

Planning makes all tasks achievable on time, and it helped in learning how to study and 

understand what I am learning about in deeper levels to the point where I can talk about the 

subject with anyone and then have properties about the subject I am talking about. 

 

I have read about the importance of time management in one of my academic books, and here 

it's something very important to take into account. 

 According to Morgan (2017), management of time is a priority for any area of our lives 

because it demonstrates that you also have the leadership skills to achieve your goals. It can 

diminish stress and tension, automatically a good management practice.  

 

Following up with what I have already said, I would like to mention about transferrable skills. 

 In this term, and I came to discover that time management can be a vital skill to add to my CV 

and this is something I had never stopped to think about until my lecturer Matthew explained 

in depth.  



Moreover, I came to read my academic book and found out more about it too, and I would like 

to highlight it.   

According to Trought (2017), management knowledge is a key element for the selection of 

new employees, since it demonstrates an extracurricular ability, and this is a very positive point 

that will help the candidate to deal with all sorts of deadlines without stress. It will differ this 

person from other candidates.  

 

Writing a Cover Letter: 
During the lectures, I came to learn and to develop a winning cover letter for my CV. All the 

skills developed was an eye-opening for me, I came to understand that a cover letter is the same 

as writing a personal statement in a way that it will convince a company to move me forward 

in a selection process. I came to understand in-depth that it's very important because there it 

shows my attributes. 

It is unfortunate to say but reflecting when I had no academic skills, I never had a break to 

think how this could change my life, and I only thought it was just another piece of paper and 

always had a generic one. After learning these academic skills, I actually felt embarrassed for 

having a generic cover letter attached on my CV. However, I did not know any better at the 

time, and nobody ever told me either or requested one. 

I have aspirations to work for a big company as I am in the process of changing career since I 

worked in Health Care for most of my life here in the UK.   

Learning about the Cover letter and its true importance, I will from now on do a personalized 

one for every job I apply, and I will take it very seriously because it will demand what my 

future will hold and I am so grateful to have discovered this knowledge, I am also very grateful 

to have discovered that I have transferrable skills. 

I know have understood that my Cover letter talks about: 

 

• Who I am, where I stand professionally 

• My achievements whilst matching the job role 

• My career goals and objectives reaffirming why I am suitable for that position   

• The call to action 

After learning about cover letter writing, I had in-classes exercise (Please see attached 

documents), and I was then able to put my learning into practice. I have chosen a job 

description as a Marketing and Sales Assistant, and from that job description I was told to 



create a cover letter, and I got an essential feedback from my lecturer in which I will pay 

attention more closely for my next cover letters, he mentioned I could pay more attention 

about how I match the values from the job I am going for, otherwise, very good. This is 

what I am going to do, and I will improve these skills until I became natural and reach a 

dream job. I have also taught on how to avoid pitfalls and not to add a cover letter. ‘ 

During the lectures, I was recommended to read chapter 12 from my academic book and 

according to Maund et al., (2017) a cover letter states your interests for a certain position 

in one paragraph or two, expressing why a person is good for that position. 

 

Reflective Writing using   
Learning reflective writing taught me about how to think backwards about something that 

has happened, it helps me to connect the dots including looking back into all that I have 

learned in this level, it helps me to analyse what I have to improve, as for example, looking 

back on my in-classss exercises and feedbacks.  

Reflective writing gives me a chance to look back everything that will help me to excel 

academically.  

I also researched about Gibbs Reflective cycle and having this understanding it's helping 

me to describe how I feel about my leanings.  

At the same time evaluating myself in order to come into a conclusion, in hope that the 

next term have a better plan of action according to my past experiences.  

 

I believe that this will give me the abilities to interpreter things better.  

I have also learned about analytical skills and critical thinking, which gave me the idea of 

breaking into pieces something I wish to conclude, adding every experience into account 

and be conscious instead of reactive. 

Having these skills will help me to gather information accurately and explore decisions on 

top of implications, information, other people points of views and come up with reasonable 

conclusions, instead of jumping into conclusion straight away.  

 

 

According to Hopkins and Reid (2018), assessing your thinking will help you examining 

logically information instead of jumping into assumptions, in other words, how to identify 

what it’s true or not. 



 

Presentation – Public Speaking 
From all of the topics, presentation and public speaking were the most difficult for me, but 

also the one I love the most. It's a mix of love and hate, it can make you really satisfied or 

very frustrated and I have experienced both ways. 

I have mentioned in "time management" at the beginning of this report about a situation 

and this my experience and learnings. 

I had two presentations, the first I was a mini one about Gibbs’s reflective cycle. I had two 

big lessons on this one. I had researched about Gibbs, but unfortunately, I had an issue in 

my home, and I had no chance to prepare my talk or how I would show up in public, and I  

had to rely purely on my notes, which it was not sufficient. I was also exhausted and had 

no sleeping the night before, and it ruined everything for me, when I presented it did not 

work, I kept forgetting my speech and had to look in the notes to remember. I felt like a 

failure, but looking back it all goes down to time management, I should of have found a 

way to remove myself out of my home issues and I should have dedicated myself to prepare. 

If I had prepared better, I would have presented with more knowledge. 

 

As for my second and official presentation, in which I presented about a topic  "Using the 

internet for university", I was nervous before and during the presentation, but in this 

occasion, I found a way out of my home issues and really prepared myself purely, so I 

would know what I was going to say and when I also prepared myself in case anyone from 

the public made me any questions. I also created a powerpoint presentation which gave me 

more direction and security. I kept my self - control as much as I could I also followed a 

good posture, facing the crowd and eye contact with the crowd, but I still must improve, I 

was advised in the feedback form, to take a deep breath if nervous, perhaps more louder 

and I completely agree and will pay attention to this points to improve on my next 

presentations. I was also complimented in delivering a good source of information to 

students throughout my presentation and this is exactly what I was aiming for. 

 

In Conclusion: 
In academic and Employability skills throughout this term, I came to learn and understand 

about of the importance of keeping up with good time management in order to learn 

efficiently and to apply the skills into my presentations, assignments and in real life. I 



understood that it's essential to remove myself from life issues in order to do well 

academically. 

Learning how to develop cover letters correctly can open the best future doors as I change 

my career path. 

In regards of reflective writing, it is already helping me to look back and finding ways to 

improve myself in order not to commit the same mistakes again or level up with the new 

skills,  and the Gibb's reflect cycle became a valuable tool when structuring my writings 

confidently.   

Learning presentation skills, taught me a big lesson, I had my pitfalls with my time 

management, and I recognize that but because I want to succeed. I found a way to manage 

my own conflicts and put myself back on track. I had to look back in the 80 -20 rule and 

know that it all depends on me, and my second presentation was much better, and I really 

felt proud of myself, I also know that my lectures guided me in every step of the way and 

the lessons learned will come with me for life, and all the tactics learned will help me 

further in the job industry. 
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