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Introduction


The report is a self-reflection of my learnings acquired by engaging within this academic module. The Gibbs Reflective Cycle is the model that will be utilize to talk about different topics that I covered during the unit.There will be fourth topics that I will reflect one, such as: time managemnet skills, referencing, cover letter writing , public speaking and giving presentation.
Main body:
Overview of Gibbs Reflective Model
 
Gibb's. Reflective Cycle is the model develop by Graham Gibbs in the beggining of 1988. This is a self reflection tool that helps people to increase their ability of learning by reflecting of their experiences . The model is helping people to have a clear thinkng about the experinces that they have and to draw conclusions from them.( Gibbs 1988)
The model has the followed stages.
Stage 1: Description:Here, the person needs to describe the experience , the situation in detailed. At this stage , the person must known what happened, to reflect of what they experienced.( Markkanen, et.al 2020)
The second stage is Feelings: In this phase, the person needs to talk about what he feld during the situation. The person must discuss its emotiions and feelings that they have during the experience. 
The third stage is Evaluation: In this stage, the person needs to look objectively at what went bad and good, to analyse in depth the situation.( Gibbs 1988)
Then ,we have the fourth stage: Analysis, here the sense of the experience is determined. It is about analysis what was going on and the use of different perspective on that situation. It is important here , to determine theores and concept from that situation.
Then, conclusion is the fifth stage on which the person summary the experience and draw the conclusion.( Markkanen, et.al 2020)
The last stage is : Action Plan: that the person must consider a plan of action that will be use in order to further improve. The action plan will be based on future actions in order to improve the areas that it must be improved in order to act better in similar situation.(Gibbs 1988)






Time management skill


Time management is the degree in which a person control its time and knowns how to use it efficiently and productive.  Time management is an employable skill and those who are having it knowns how to prioritize their activities, to reserve time for each task, to make a list of weekly and daily activities and are good in tacklying every ssue or situation.(Tracy 2013). (skillsyouneed 2021) Additionally, this skill is essential for personal and professional effectiveness and for maximum health. 
Reflection  
Description: After engaging with the week 1 of the unit, I have learned about time management ability. Time management is a study and employable skill . I understood that this skill refers to the ability of using the time efficiently in a way to reach all the weekly or daily tasks.
Feelings: After I engage with time management lecture, I feel more able to use my time efficiently. I feel that using those strategies and techniques related to time management I will have more time and be more confident in reaching deadlines. Further, after developing this skill my stress decrease will my performance increased.
Evaluation:From the class I learned about time management and how to develop time management schedules and plan. What went well is the fact that I learned the time management techniques, learned how to prioritize tasks. What went wrong is the fact that I missed to place some activities on the time management plan and this made me to lose some tasks's deadlines.What was easy was the fact that time management plan is simple to be done and in this way you known what you have to do for the next days.
Analysis:Before engaging with the classroom sesstion and lecture, I was lack of knowledge related to time management. I heared before about this skill, but I didn't known about its techniques and ways of developing it. With the help of the lectures, I understood the topic and even if at the beginning I thought that this is easy to be done I realized  that this is an important ability that requires an organisational behavior.  I known now how to prioritise my time, tasks, how much time to reserve for each activity et.al
Conclusions: Overall, I have developed this skill with the help of the academic materials from the unit and now I have consistent knowledge about time management. The lectures and activities improved my abilty to delegate tasks and separate them based on their importance and urgency.
Action Plan: I have consider an action plan in order to develop further this skill. Some of the action are to develop a daily time management, to write all the tasks on my daily plan, to set time limts and to start tasks at the required time.(Tracy 2013)






Referencing skill 
 
Referencing is an important study skills that is used in the academic setting and community. Referencing is an academic system that indicate where theories, facts, ideas and any other details and evidence ,used in undertake an academic paper ,have been taken from. .Additonally, referencng is about acknowleding the sources of evidences, information that a person used in their assesments, academic or personal work.Referencing is a system that honour the works of researchers, writers that have wrote the information that you used.(Shibly 2016) Things that demands to be referenced are ideas,theories, figures, diagrams, pictures, facts, et.al that are originally produced by other writers, individuals. Referencing is in both in-text citations and reference lists . Moreover, efficient referencing helps individuals to avoid plagiarism problem.(Cottrel 2010)


Reflection :
Description: I got to known the referencing system and skill while being in college and making academic works.I got knowledge now also from the lecture of the week 4 of this unit , when I started to refresh my knowledge related  Harvard style. In college,in order to avoid plagiarism , I learned how to reference using Harvard style. During the classroom of this unit, I got more knowledge about this topic and I understood the importance of this skills in the academic field. ( Shibly 2016)
Feelings: At the beginning, I thought that I will never be able to reference and also I didn't known how to reference different sources such as books, newspapers et.al using Harvard. However,after engaging with the lecture four of this unit, I fell more confident about this skill as the lecture offered to me all the knowledge in order to be able to effective reference in text and in the refenrece list.
Evaluation: What went bad is that at the beginning I didn't know how to differentiate sources and how to reference each of them . I have done a range of mistakes when referencing in intext citation.  However, after reading for one more time the lecture, it was useful the Referencing Handbook provided by our university. What went good is the fact that I understood easily how to reference a book in Harvard system.
Analysis: Before engaging with the lecture related to referencing I have knowledge about this topic but in not so deepth like I have now. I started to compare my work with my collegues in order to identify possibile mistakes that I made. The formative feedback from my tutor, suggested that in some extent I known how to reference but there is a room for improvement, as I have some errors .
Conclusion: From the experience described above, it can be concluded as referencing is an important skill in the academic work. This is vital in ordder to get good frades and to avoid plagiarism.I am now able to reference properly.
Action Plan: In order to improve this skill, I began to learn also about other referencing style such as APA, MLA and to learn more about Harvard System. I will try to known for each of the style the specific requirements such as referencing a book, academic journal, website et.al




Cover Letter Writing 
 
A cover letter outlines the important details of a person such as qualification , reason for being good for that company,information about that post. (Whitmore 2020).A good cover letter let the participant to get chose in the competition. A cover letter is what reveals and describe the distringuish abilities and capabilities of a person and the personality of that person. ( Yates 2017)
Reflection 
Description: The first time that I engage with this topic was during the lectures of this unit. The unit asked from me to develop my CV and also my cover letter. That was the first tme when I started to known what is a cover letter, what elements should have.
Feelings: At the beginning, I was a little stress and confused but after engaging with the lectures and the "Guide to write cover leter for 2020" handbook I become more confident with this ability and I started to be more relax.   
Evaluation: Gradually,during the lecture and its activity, I have develop my knowledge about how should I write a cover letter. What went bad was the fact that I didn't known how to write in the second paragraph  where was required to :"Sell yoursell". What went good is the fact that the tutor told me that I have wrote a good introduction for my cover letter. 
Analysis: After enaging with this unit, I acquired  more knowledge related to how to write a good cover letter and how to reflect and highlight my real competencies and abilities that will actually be benefcial for that organisation. Before engaging with the unit, I was lack of knowledge related to this topic.
Conclusion: While engaging with the lecture and started to produce my cover letter, I gained more trust and knowledge when it comes to writting a cover letter.
Action Plan: In the  future, I will use the online library provided by our university in order to improve this ability and to deliver and have a better cover leter writing.




Topic 4:Public speaking and Giving Presentation
Public speaking is the ability to act and communicate live and face to face to an audience. There are a lot of tips for public speaking in order to attract and keep the audience attention.Giving presentation is the ability to offer a presentation to a public. In order to deliver a good presentation and have a good public speaking , the person needs to prepare in terms of body language, behavior, speaking, pre-talk preparation, quesntions, lenght et.al( Cottrel 2010)
Reflection
Description: In the week nine I have been asked to prepared an oral presentation based on my intended career, in which I have analysed my study and employable abilities. It must be known that it was my first time when I was speaking in public and when I was deliver an oral presentation.
Feelings: Before the presentation I was really nervous and stress . I think I start to panic . During the moment when I was presenting ,I basically started to be really shy and I was really emotional.
Evaluation: In that situation, I started to talk faster and tried to finish the presentation as much as faster as possible. What went bad was the fact that I passed some sentences when I was presenting and made some spelling mistakes. What went good was the fact that I was able to use my body language, to keep my audience attention and to follow the assignment criteria.
Analysis: I started comparing my presentation to my collegues and I think I was good also. However, after I got the feedback I realized that it is a room for better.
Conclusion: It can be concluded that I am now able to deliver an oral presentation and the module equipped me with relevant knowledge about this topic.
Action Plan: In order to increase my public speaking and giving presentation ability , I will use the available resources provided by our university. Additionally, I will listen one more time the videos provided by our tutor in the week 7 related to public speaking tips.( Cottrel 2010)






Conclusion

To conclude, the module equipped me with relevand knowledge and skills that will be useful in both workplace and academic setting. I have learned about the importance of reflection skill and how this is a key for improvement and progress. I have reflected on my time management abiliity, reference and cover letter skills .
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Your opinion: (250 words) what would you like the journalist to mention?My opinion regarding this topic is that is a real problemthat should not be taking place in 2020. Thejournalist: Brittany Johnson, from ABC4 exclusive news is offering useful information about the humantraffic and how it is happening in the Utah.Also the programm implied a lot in offering evidence to theaudience ,as the live video is in the moment when the two officers are trying to execute their search atthe Inn Motel. However, my opinion is that the journalist should also include some facts about thevitcims how many person have been and some details about the victims:age, nationality. At the end ofthe operation,Utah Attorney General Sean Reyes and Leo Lucy sayd that they can do this type ofsaving of life in every single night of the week but due to resources preventation they can not. This iswhy I would like the joournalist to mention why there is a lack of resources for this issue and thereason that are due to lack of financial funds for this type of operations.It is important that the journlist provided more meaningful information about why huamn tarffick is soincreasing in Utah and to highlight the action has been taking in the state regarding this global issue.Many tourist that are traveling to Utah should be aware of the increasing cases of human traffick andalso the journalist should provided information in order the person who might be in a situation ofvictims to known where to call and who to adress .What 3 aspects could a follow up programme contain?The three aspects that a follow up programm should contains :focuses more on the experiences of thevictims and how the victims have been catched by the trafficker in order to investigate and make thepeople aware of the practice of catching that the traffickers are performing . Another aspect should beregarding the fact that authorities should implement some strategies in order to make theundcumented vitcims who are not asking for help due to fear of being exported to start to call theauthorities , to ask for help in order all the traffickers to be catch.It is important that the interviews willbe repeat with both two detectives from Attorney Utah in order to see how the future cases of humantrafficking that will be solved. The last aspect that should be made is regarding how the Government is
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The assessment of a job:

Business Manager for my own company As a Business Manager for a cleaning company .
The main responsibilities that I have are to monitor the activities of the employees, evaluate
new workers' abilities, ensure that the business and each department is on according to line
and track to reach its goals, and financial objectives. Required skills that I need are:
Flexibility, adaptability, leadership, customer service, communication,time management.

Analysis of Professional Skills: SWOT: I conducting also a SWOT analysis of my
company

Strenghts: adaptability faster to a changing environment good communication ability
positive culture Weaknesses: -lack of time management skills, cannot reach the deadlines in
time -lack of shortcoming in excellent client service -the gap in talent management
Opportunites: -have available a range of training -good and professional workers, manager
-the opportunity for expanding Threats: -lack of competition between workers significantly

changing environment appearance of new trends need of digital skills. (Draft and Marcic
2014)
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Conclusion:

The academic module equipped me with a range of employable skills that will
help me become a sustainable worker and increase my chances of getting the
desired job. I learned about Personal Development Plan, which will help me
plan my career change and build the required skills to reach my goals. The
development of my PDP allows me to understand the heights in my career and
what actions I need to do to achieve my desired goal. This PDP makes me to
have a strict routine and constantly work on my dreams. The module taught me
how to develop my SWOT Analysis and its importance. A SWOT Analysis
helped me visualize my current professional status and profile. It helped me
understand my strengths, weaknesses, gaps, and opportunities to learn how to
change and improve.
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The assessment of a job:

Business Manager for my own company As a Business Manager for a cleaning company .
The main responsibilities that | have are to monitor the activities of the employees, evaluate
new workers' abilities, ensure that the business and each department is on according to line
and track to reach its goals, and financial objectives. Required skills that | need are:
Flexibility, adaptability, leadership, customer service, communication,time management.

Analysis of Professional Skills: SWOT: | conducting also a SWOT analysis of my
company

Strenghts: adaptability faster to a changing environment good communication ability
positive culture Weaknesses: -lack of time management skills, cannot reach the deadlines in
time -lack of shortcoming in excellent client service -the gap in talent management
Opportunites: -have available a range of training -good and professional workers,
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and Marcic 2014)

WAL N4 N\ N\ \\17




image3.png
To have a Hire professional and skilled workers, to improve my Business course, experts The starting to organize my workers Following the
Slcessin e weaknesses and to remove my threats, to become that already owned a effciently, the completion of different graduation year.
better, to set up a business model, to work on my company and have one jobs within the same Manager postion, as

employable skills such as leadership.(Cottrel 1999) successful, employer blogs  well as the ability to solve business
issues.
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Introduction:

The " Academic and Professional Skills " unit has
introduced me to the world of employable skills.In the
21 century, companies are looking for employable
workers and, besides their expertise and knowledge,
have the required abilities to perform different daily
tasks professionally and efficiently. Academic skills are
a range of learning and study techniques, abilities,
habits that help the students to gain and retain
academic information in ufiiversity, educational
institutions. Employability Skills are a range of abilities
such as communication, teamwork, time and task
management, and problem-solving that make the
workers able to perform different working tasks and
become‘employable workers. ( Cottrel 1999)
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