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Introduction 
The report aims to provide a self-reflecting content on various academic and professional skills that are essential for proper development and growth in the industry. The report aims to provide a general overview of various academic and employability skills required by an employer and a self-reflection of the personal skills I acquired and a future expectation of mine. The report also aims to propose a Gibbs reflecting model and its importance to evaluate the experiences I gathered while learning the topics and modules. Finally, the report will aim to evaluate the learning of 4 topics which are essential for proper development in the professional world.

[bookmark: _upi1l233bvrt]Overview of academic and employability skills 
[bookmark: _gdam0gzfpmni]General overview
An employer of choice is referred to the employer, which offers one of the best and friendly workplaces and work culture inside the workplace environment, which can help to attract the employees. Moreover, it allows for the retention of the employees in the business organisation. If the perspective of the employer is taken into granted, every employer looks for some of the basic skills from their employees, which can help the individual employee and the organisation to prosper in terms of growth, business, and profit. The basic skills which are expected from an employee could be technical and business-oriented skills, various soft skills like time management, communication skills, employability skills and many more (Suleman, 2018). 
[bookmark: _hbef7a5lbtw4]Skills required by modern employers 
In today’s world, as every employee looks for attractive work culture and an excellent work environment in any business organisation, every employer also looks for some of the basic and technical skills from the employees for the success and growth of the organisation. Some of the skills that could be expected from the employee in this modern era of the business are as follows:
· Time Management skills: This skill is considered as one of the most essential skills in the business organisation. Without effective time management capabilities, an employee would not be able to handle and manage the workload and complete the task in the required deadline (Di Gregorio et al., 2019).
· Stress Management skills: It is essential for every employee to manage their stress effectively in order to deal with the work pressure of the environment. Stress management can help to improve the mental and physical health condition of an employee (Tsitskari et al., 2017). 
· Presentation skills: Presenting in front of others in a business organisation is considered as one of the most effective and essential skills for an employee inside the workplace. Without proper presentation, it is impossible to deal with many clients and customers in a business organisation (Rowe, and Zegwaard, 2017). 
· Communication skills: Properly communicating with the business clients and customers is considered as an essential skill which every employer looks in an employee to properly execute the objectives of the business (Kenayathulla et al., 2019). 
· Adaptability skills: Adapting quickly to any business environment is considered as one of the most essential skills for an employee in this modern era of business. Adaptation of any business is an essential step as situation and condition in any business organisation changes rapidly (Kenayathulla et al., 2019). 
[bookmark: _xc5ynzhw7y2s]Personal skills and future expectations 
Some of the skills that I acquired after proper learning of this module are the analytical skills, critical thinking skills, and writing a CV properly. These skills I considered as one of the most essential skills for getting professionally active in any business organisation. With the proper implementation of these skills, I could be able to meet the demands of any business organisation. Though I am quite sound in the above-stated skills still I consider that Cover letter writing, presentation skills and public speaking skills are my weaknesses and I need to work on these mentioned skills to be fully prepared for any job role in an organisation and to meet the future expectations of the organisation (Adeyinka-Ojo, 2018).
[bookmark: _684rci48vpno]Gibbs Model and its importance
Graham Gibbs first devised the Gibbs reflective cycle in the year 1988 (Adeani et al., 2018). It is a model which helps to provide a self-experience from the module or subject learned. It basically provides an overall framework for evaluating the overall experiences that the person has received while learning a module. The model is cyclic in nature with a set of repeated experiences for any individual. It thus helps to learn from the experiences and plan for the thing which didn’t go well during the learning of the module. The module basically covers six different types of stages known as Gibbs reflective stages. These stages are as follows:
· Description stage which basically describes the experience of the person
· In the feeling stage, an individual’s feelings and thoughts are stated clearly
· In the Evaluation stage, the experience of an individual is evaluated in which both good and the bad experience are considered while evaluating.
· In the Analysis stage, proper analysis of the experience is carried out
· In the Conclusion stage, what an individual has learned is being clearly stated 
· Finally, in the Action stage, what will be the future path of action or plan will be provided (Dressler et al., 2018).
Gibb’s reflective model has helped me a lot for evaluating the overall experiences I achieved while studying this module. The overall experience I achieved can be stated below:
· Description stage: In this stage of Gibb’s reflective model, I discovered various skills like CV writing; Cover letter writing, Analytical and Critical thinking skills, and presentation skills. I understand what the skills mainly are and what is their application in the professional world.
· Feeling stage:  I felt that these skills are literally important in the business industries. I felt that Development of these skills can help me to grow in the professional world. 
· Evaluation Stage: I evaluated the ways and steps with the help of which these skills can be developed. For instance, with proper evaluation, I found that critical thinking skills can be developed by solving logical questionnaires and thinking about a problem in a most different way to solve the problem critically. 
· Analysis: In this stage, I analysed the capabilities and weaknesses of mine in terms of the skills I learned. 
· Conclusion: I concluded that, though I have a sound knowledge and capability in critical thinking skills, CV writing, and communication skills, but I need to improve on Cover letter writing and presentation skills.
· Action stage: My future action plan would be to improve on cover letter writing and presentation skills. To improve the cover letter writing skills by personalising the letter as much as possible. To improve the presentation skills I need to attend the various business presentation and need to participate in group discussions with my fellow mates.   

[bookmark: _9mub2zm37sfu]Topic 1: CV Writing 
Drafting and writing a CV is very much essential and considered as a first step while entering any professional world. I usually knew that CV is referred to as an important document which can help to convince any employer for providing a job opportunity based on the skill sets I have (Misra, and Khurana, 2017). But what I don’t know was how to draft and write a proper CV which can attract an employer for hiring me in their organisation. I was unaware of the basic attributes that can make a CV more attractive to an employer of any business organisation. 
I believe that drafting and writing a CV is quite useful as it is the basic step to enter into any professional world. With the help of proper CV, any employer would feel interested in me for providing me with a position in their organisation according to the skills mentioned in the CV.
After I learnt how to draft a CV, I am now confident enough to draft a CV for an interview for an organisation. Now, I feel that I can write a CV which can attract an employer and can win their heart for hiring me in their organisation.
Learning how to write and draft a CV can help me to win the interview with any organisation. Drafting a CV can also help me to remind my skills and knowledge that I have acquired and the skills I still need to adapt in order to grow professionally in the professional world.

[bookmark: _o6pp96k00zop]Topic 2: Cover Letter 
Writing a cover letter is very much essential and considered as an introductory part of a CV. I usually knew that a cover letter is defined as a business letter which can provide a brief of the CV that I have drafted and it would provide an overall glimpse of the CV to my interviewer (Bhagra, and Sharma, 2018). What I didn’t know was how to draft a cover letter that can accompany my CV. How to format a cover letter which can attract an employer to read my CV, I was unaware of this skill. 
I believe that drafting a cover letter is quite challenging to write because drafting and writing it properly is a tough job, as it would provide the overall glimpse of my CV with the help of which an interviewer would feel interested in me to read the actual CV. 
Now as I knew the basics of how to draft a cover letter, I still feel that I need to improve on this skill. I still lack in adding a few attributes, which can make my cover letter a perfect one.
Learning and drafting a CV and cover letter can help me to align my skill sets with my job roles and responsibilities. Another usefulness of CV and cover letter is that it allows the employers to better understand the suitability of the position for the perfect job role. 

[bookmark: _notaka6uezq]Topic 3: Analytical and critical thinking skills 
Critical thinking skills with proper analysis of the problem are considered as one of the basic and essential soft skills for every employee to grow professionally in the business world. I usually knew that critical thinking skills mainly includes proper and skilful conceptualising of the problem with proper analysis and evaluation of the information which is either gathered or generated from any particular source that can help to solve the problem critically. What I didn’t know was the intellectual behaviour which I need to properly analyse and critically think about the problems to solve. I was unaware of the process of evaluation and combining of the ideas in order to generate a solution (Markkanen et al., 2020). 
I believe that adapting to this skill is quite challenging, as the skill requires enough analytical and reasoning power to critically think about a problem and solve it. 
After proper learning of the skills, now I can easily use my analytical and reasoning skills in order to think critically for a problem statement and can generate solutions to a critical problem. 
Critical thinking skills can help me to generate and present my ideas in a more appropriate way for every problem statement. It helped me to promote more creativity while expressing my ideas and in a logical way. Another usefulness of critical thinking is that it helped me to develop a strong decision-making power, which is essential to develop and grow in a professional world. 

[bookmark: _yjc1ffsplyc]Topic 4: Public speaking and Presentation 
Speaking publicly and presenting in front of others can be considered as one of the basic and essential skills that every employer looks from an employee in order to carry forward the success of the business objectives (Hussein, 2018). I basically knew about how to speak publicly but was unaware of the skill of properly presenting in front of others in a much more professional way. I believe that acquiring proper presentation is skill is quite useful for developing professionally in the business world. Without proper presentation skills, convincing clients and customers are not at all possible in the business market. 
After learning this skill of presenting in front of others I still believe that I need to improve my presentation skill because I still lack how to present professionally. 
Presentation skill has a lot of use as it can help me to describe complex information in a simple, interesting and in a much more professional way to others. Proper presentation in front of others can also increase my self-confidence and thereby can communicate in a much better way to my clients and customers.

[bookmark: _ugg17mbnpvcd]Conclusion 
Thus, it can be concluded that basic skills, which are expected from an employee, could be technical and business-oriented skills, various soft skills like time management, communication skills, employability skills and many more. The report successfully portrayed my reflection of my learning of various topics like writing a CV and cover letter properly, Critical thinking and analytical skills, and presentation skills using Gibbs model to evaluate my experiences and the skills I properly acquired and the skills, which I still need to develop in order to grow in the professional world.
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