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INTRODUCTION
The course, ‘academic and employability’ exposed me to a lot of personal development skills and experiences. I was able to understand that employability as a concept possesses different meanings and interpretations but can generally be the capacity to fuse into the work environment. To scale through the hurdle of unemployment, some basic skills are needed, which are called employability skills. According to STEMNET (2019), “employability skills are skills needed by an individual to make him employable”. These skills equip the employee to carry out his roles effectively. I have explored a lot in this University, using a great part of my time on this course.  I spent time listening to lecturers and colleagues, reading books and relevant articles over the internet, spent some of it thinking about what people have said in an out of the classroom sessions virtually or physically and how my thinking and perception has changed overtime because of my experiences. My knowledge base grew rapidly because of my experiences which are every element, concepts, ideas, and innovations learnt from my interaction with lecturers, colleagues, and learning platforms. Learning is the process of acquiring new understanding, knowledge, behaviours, skills, values, attitudes, and preferences (Gross, 2010). 

As suggested in the position of Gross (2010), I have truly gone through so much learning that gives room for positive reflection. Some parts of my learning experiences were spawned from single event, but the skills, ideas and knowledge proliferate from repeated experiences. The changes bred by learning often last a lifetime and reflective thinking makes them worthwhile and appreciated. Reflective thinking is the state of awareness of one’s own knowledge, assumptions, and past experiences. These experiences provide the context for your thoughts and are unique to you. It is a dynamic process that continues to develop and evolve as you learn and respond to new situations. Simply placed, it is the process where you interpret and evaluate your own experiences, check that they are meaningful to you, justify actions and solve problems. 

[image: ]According to Gibbs (1988), he said “It is not sufficient to simply have an experience to learn. Without reflecting upon these experiences, it may quickly be forgotten. It is from the feelings and thoughts that concepts are generated.” Using the Gibbs Reflective Cycle model, I will reflect on my learning experiences in this course and the effect on my development. Gibbs developed a cycle in 1988 known as Gibbs' Reflective Cycle to give structure to learning from experiences.  It offers a framework for examining experiences, allowing you to learn and plan from things that either went well or did not go well. The model is divided into description, feelings, evaluation, analysis, conclusion, and action plan stage as shown in the diagram. In this report, I will be using this model to reflect on time management, presentation using power point, curriculum vitae writing with cover letter and report writing. 









Gibb’s Reflective Cycle Model (1988)
TIME MANAGEMENT
As a support teacher with special needs children, a lot is required for utmost functionality in my profession. In my first week on this course, I applied my regular time management pattern on my schedules based on how they are timed which I thought would make me productive just like it does in my workplace until I was overwhelmed by my low productivity level.  After the introduction session of the course and we moved into time management and it became dawn on me that a lot needs to be added to my knowledge base so that I can start meeting task deadlines. I began to see things I was lacking and have no knowledge of. I learnt that my efforts should be directed appropriately towards things that are most important and not based on urgency, as some things are urgent but not important. In the same class I learnt that I should not work against my instinct and my to-do-list for the week should be specific, measurable, achievable, realistic and time related. With this knowledge, both in my personal life and workplace, I will always draw out my to-do-list instead of living everyday as it comes. In doing this, I will investigate the school timetable and scheme of work and pick out my tasks, do same for my personal activities and match it with my academic calendar too. With this, my time will be professionally managed, and productivity level will spring up. Time management is important to every academic success as it serves as one of the great pillars.

PRESENTATION (POWERPOINT)
As a support teacher whose primary role is to teach, presentation is one of the pillars of my profession. It is the vehicle that helps to drive home the content that the learners should interact with. My background knowledge of what a good presentation should be is to go into the classroom with depth knowledge of the subject matter to ensure that I am leaving no content behind while teaching. There was a session I attended, the presenter practically walked round in the room and at some point, you could barely hear him because of the room size. He has good contents, but the manner of presentation made everyone lose the uniqueness of the content.  My newly acquired knowledge in time management is of great benefit but beyond managing time there are more factors that should be considered in presentation which goes beyond when to start and when to finish. We were taught that planned preparation prevents poor performance in presentation as a checklist will help you prepare well for your presentation. In the opening, we learnt that pre-talk preparation will help you start well as it affords you a good time to setup and test the needed equipment. Do a checklist and speak clearly, distinctly and project your voice for everyone in the room to hear. The lecturer keenly stated that body language is key as you must not lose the audience by turning your back at them, instead maintain eye contact and use natural gestures and give room for questions. Looking back into my previous experience, I now realised that if the presenter had followed all these procedures, he would have had a good presentation to the audience. I have equally learnt that if I want to make any of my presentations excellent, the guidelines must be followed as this will help my professional career and personal development. 

CV WRITING AND COVER LETTER
Before I gained admission into this course, I had presented my curriculum vitae for offers in various openings. I was stunned during an interview where the interviewer educated me on the recent format of preparing a curriculum vitae. I worked on it even though I lost the opportunity as the learning got me a job. During the curriculum vitae session, we were exposed to clear meaning of curriculum vitae. Morgan (1997:339) defines a curriculum vitae as a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process. We were taught that a standard curriculum vitae should include your personal contact details, personal statement that will attract you to the employer, education and qualifications, your work experience, additional responsibilities that might make you stand out amongst other applicants, hobbies and interests and references which will not be written on your curriculum vitae but presented when requested. In relation to my previous experience before the class, the references are always stated inside the curriculum vitae. With this acquired knowledge, I have worked on my curriculum vitae and now know better. A cover letter is an essential of job application document as it accompanies the curriculum vitae and gives brief introduction on it. According to Morgan (2017), a covering letter is a professional business letter which provides an employer with an introduction to an accompanying curriculum vitae. It is a whole new experience as the gained knowledge have and will help my development as an employer and prospection employer of labour. As promotion is consistent, when there are opening, I now have better knowledge of what is required of me as an applicant to have an edge over others because with the cover letter, it is an opportunity to sell yourself.

REPORT WRITING
As a support teacher, it is expected that reports of classroom observations are written and submitted, which outrightly different from lesson plan writing and evaluation. These reports are to be consistent as requested by your employer in the work schedule. I also have the background knowledge about my profession that when a task is carried out, report is written, evaluation and feedback also follow. During report writing in academic and employability skills class, we learnt about reporting writing from different scholars and dimensions. We were also taught the best way to start report writing is to begin with a plan. That plan is in a cycle and it starts with information gathering. After gathering this information, it is then processed and later evaluated before you plan the written document. Every lecturer has their own style and peculiarity, but a standard report must have title page, table of contents, introduction, methodology, findings, discussion, conclusion, recommendations, and references. Reports writing is an essential part of academics and studentship as research needs to be carried out and reported. The note taking, paraphrasing, summary and plagiarism were all helpful to effectively grasp the report knowledge perfectly.  

CONCLUSION
	In conclusion, the previous experiences that I carried into every class of the week in this course has either been eroded or built upon to show how worthwhile this course is and its effect on my profession and personal life. As an employee, I have been able to develop new writing patterns and how to effectively report tasks at my workplace without needing to panic or let it linger. I can vehemently say that I know better when it comes to effective presentation and how best not to commit academic fraud even when I am quoting from various writer’s ideas. Learning is continuous process, and I am pleased that l enrolled for this course as it has been a life changing experience for me.  Time management and presentation skills are unbelievably valuable skilled that both top and lower ranked employees must have for better productivity in their workplace. All the experiences using Gibbs model are mind shapers and skills that will project me into my planned future.
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