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Reflective Report on Employability and Study Skills
Reflective Practice is addressed as a self-improvement method. The reflective method is defined as the aptitude to reflect on one's achievements through connecting in a progression of constant knowledge. The reflective process is a process of compensating significant concentration in the direction of the real worth as well as assumptions which can notify on daily basis accomplishments, through exploratory perform reflectively as well as instinctively. This may lead to a developmental approach. Reflective practice can be defined as the dynamic, energetic action-supported furthermore set of ethical skills. 'Reflective Practice' is called as an assumption through which contemporary, as well as traditional self-improvement ideas, can be more noticeably described, purified, enlarged, acclimatized, taught, as well as applied, basically for personal progress, training and instruction, as well as wider executive development.
Generally, Reflection is thought as the procedure of evaluation one person’s learning as well as effective proficiency. The reflection practice has immense implication on the announcement of the populace and it may also support to expand thinking power as well as a functioning skill in more organized manners (Lakoff, 2014).In recent times, I have prepared a task regarding employability and academic skills and at present, and depending on that task I have made a report of reflection and there, I will describe my effort along with study understandings. Basically, in Task 1, I have narrated about the soft as well as the hard skills of the employee and the importance of them in professional life (Sheikh, 2014). Soft skills can be defined as the arrangement of community and personal skills as well as communication proficiencies, emotional intelligence, the capability to do team works among others, do a good performance as well as to attain success(Hill and Egan, 2012).On the other hand, hard skills are defined as Banking as well as accounting skills, administrative dexterities. Besides, here, I have prepared studied about the academic skills, for example, time management, teamwork as well as communication skill and the knowledge about doing research.
To prepare the reflection report I have taken the assistance of the Kolb reflection model. The model of reflection is also addressed as experiential learning.  In that model, we need to acquire experiences, our gathered experiences must need to be evaluated, analysed as well as estimated methodically in three steps. When the reflection process is completed, then another experience might start for a different cycle(Fowler, 2015). Following the model, firstly, I described the new knowledge as well as problems which I had gathered & faced to do the task which was narrated to employability along with academic skill(Employability skills for the future, 2014). Secondly, an assessment related with the reflection was presented conditional on the details which were assembled when I have taken preparation to do of that task as well as assisted me to comprehensive the task completely by giving noteworthy notions regarding the method of finishing point of that task (Lakoff, 2014). Thirdly, some prime notions are provided which might assist me to get together new pieces of knowledge on the theme of doing that with to conclude the task along with the step is called abstract conceptualization. In conclusion, I displayed the advanced capabilities of me concerning developing innovative thoughts structurally with I can do work in proper approaches.
Firstly, at the time of telling experience of mine of doing the task, I can say that I needed to prepare an assignment about the academic as well as employability skill along with I also assigned to prepare a personal swot and skill development plan. Primarily, I attempted to provide a short explanation of employability and academic skills(Graham, 2016). Then, I also explained the importance of employability and academic skills in the personal and professional life of the people. At present, the business world is largely depended on the soft skills of the employee. Employees need to have the ability to communicate with people in a proper manner. They need to be supportive as well as the need to possess the quality to work in the team. Soft skill’s popularity among companies is increasing gradually in the world. There are numerous reasons for the popularity of soft skills in the business world.  The knowledge regarding employability skills assists me to know the process of attaining professional aims more efficiently through the effective and cooperative attitudes and the skills can boost the internal ability to give best to the organization (Aḥmad, 2013).  Through the knowledge of employability skills, now I have good command on the time management. Before I faced problems to complete any task within deadline properly but now I can do my task timely. Besides, working in a team makes me more comfortable to work with other people by cooperating each other to achieve any goals. Though I have problems regarding the communication issue, now I can more confidently because of the knowledge and practice which I have in that part (Trezzini, Lambe and Al-Hawamdeh, 2014). Moreover,  the knowledge, as well as the practice  of academic skills, is also helpful. Through the learning process of these skills, I can know about the research knowledge, academic learning, how to do paraphrase and avoid plagiarism etc.  I can do research works properly systematically. These academic skills are beneficial for both the academic and professional life of my person(Williams and Reid, 2011).
  Through the academic skills, I have gained knowledge to prepare my curriculum vitae as well as the cover letter properly to apply for the job requirement. A good cv may make the chance of getting a job high. The knowledge of academic writing makes me able to obtain a good grade in the exam. Moreover, the habit of note-taking regularly, as well as knowledge regarding the paraphrasing, allow me to do well in academic life. Besides, I also prepared a SWOT analysis where I focused mainly my strength and weakness as well as opportunities and threats to improving my skills in personal and professional life. And then, I made a development plan where I preferred to acquire some knowledge within a deadline and there I had the aims to improve myself(Lakoff, 2014).

At the moment, I can notify briefly regarding the functioning as well as study reflection of my assignment experiences. At first, when I was informed about the task, honestly, I  had no proper idea about the topic and I was feeling too much anxiety. Mainly, I could not find out the ways to start the works and for that, I felt like a man lacking any appropriate way to do the work. The whole given task made me impatient as the task seemed too difficult for me. At the time of my anxious one of my friends gave me the advice to stay calm and do work in an organized way. Following his advice, I  went to the local library and collected books, articles and journals regarding the employability and academic skills. Besides, I also went to my course teacher and he suggested me some websites to read more articles regarding these topics. I started to search the topics on the online and was able to find out these. 
The teacher also gave me the advice to keep notes as well as do research properly in the online(Fowler, 2015). Besides, I seek assistance from my batchmates to understand some points and they cordially welcomed me and discussed the topics properly and I was able to learn this. After all that, I was able to do data collection process properly (Cunningham, 2010), After comprehending the process of data collection, I started to assessment my assembled findings of this skills and began to write down these through following my perform assignment structure(Gravells, 2012). I prepared the assignment properly according to my structure and it gave me a feeling of satisfaction.

Though I was confident regarding the work, after doing the task, I understood some weakness regarding the lacking of knowledge of ICT. I could not do work properly when I felt stress and on that moment, generally, I did some ridiculous faults, unfortunately. Besides, I had some threats too from my environment for example, my personal and family problems made me unable to give more concentration on my works. These all stressed me too much (Bryson, 2011). I also felt that I had no proper knowledge of reference and plagiarism. I could not follow the steps of research properly. I had also problems to take notes and for that sometimes I missed some important points and forgot to include these in the work(Rouse, 2010). I knew that failure always allows me to a person to learn new things more effectively as well as I also had the belief that I would able to improve myself (Cunningham, 2010). 
For improving my skills, I prepared a development plan and I included some points on that. Firstly, I wanted to attain knowledge regarding business representativeness and for that, I gave my self 15 weeks. After 15 weeks, I have assessed my knowledge regarding business awareness. I am feeling more confident now when I have to do the task by reading articles and seek professional assistance. I preferred to focus on the ICT skills within 3 weeks ad for that I enrolled in a training course. Through working with digital equipment, I will able to learn properly about this. Effectively. Besides, I wanted to learn to work under pressure through doing a lot of assignment within the deadline and for that I will go 3 days course program soon and I know that after practising and gathering knowledge I will able to handle pressure effectually. 
To improve my skill, firstly I gave importance to the planning to control my stress. I consulted with our psychological volunteer and he suggested me to self-soothing activities regularly. I started to join online classes to know more about the process of research. These courses can give me proper knowledge on how to do research both online and offline as research is considered as important both in academic and professional life. I also join a training session to know about proper time management. I started to do any task in the team to have the expertise to work in the group effectually. I also start to focus on communication skill. I often feel hesitant to talk to others but I know that for a better life as well as career I need to improve my condition must. 
I start to talk loudly with my companions regarding some topic to conquer the fright of public speaking as well as for that, I also see some inspiration videos consistent with the last pace of that reflective form. 
 Besides, I also make a habit to read more articles as I know that this would be helpful to be acquainted with the theme more extremely as well as accurately(Gravells, 2012). Moreover, I make self-assurance that I could be able to develop myself by appropriate practices and tolerance.
[bookmark: _GoBack]In short, it can be narrated that,  doing an assignment by gathering a lot of information is not an easy task. An individual must have the preparation to do the task properly by finding out the lackings of his/ her. Through knowing the problems regarding ownself, people can able to prepare plans. I had also a lot of problems and to find out a solution regarding the tasks, I am working hard to study with proper enthusiasm and patience. I  have the belief that soon I will able to now that soon I will be able to know the skills and can make me more effective to have skills about the employability as well as the academic soon. 
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Email: katgselim @ gmail.com
Mobile: 07903751347

Personal Profile:

Tam a friendly, supportive and enthusiastic person who has the confidence and passion for work with clients
as well as having excellent organizational and time management skills. I am able to communicate
effectively, manage high volume of workload in a calm and constructive manner and build quality

relationships with clients, co — workers and managers.

Key Skills:

o Excellent communication and organizational skills;

e Ability to communicate effectively with clients, co — workers and managers;

e Friendly personality;

e Experience with Microsoft Office suite (Word, Excel, Power Point, etc.), Internet, Email
correspondence;

e Excellent attention to details;

e Extensive Customer Service skills;

e Hard working person with I can — do attitude;

o Self — motivated, able to work under pressure;

e pleasant, honest, friendly

® Good sense of humor, creativity and imagination;

Education and Qualifications:
e HE Certificate skills for the workplace - UWTSD, London Campus - ongoing
e Diploma of completed High secondary school — Bulgaria, 06/1996
e NVQ Level 3, Diploma in business, Level 3- London,04/2018
o Funktional skills Level 2 — London 05/2018

Employment History:

Director of Ltd — Cristal clean K&B, London
(December 2018- ongoing)

General responsibilities:

e Developing and executing the company’s business strategies

e Oversee the company’s financial performance, investments and other business ventures

e Delegate responsibilities and supervise the work of executives providing guidance and motivation to drive
maximum performance

e Read all submitted reports by lower rank managers to reward performance, prevent issues and resolve
problems

e Actasthe public speaker and public relations representative of the company in ways that strengthen its
profile
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Analyze problematic situations and occurrences and provide solutions to ensure company survival and
growth

Public area attendant — Nayland Hotel London, 132-134 Sussex Gardens, Westminster Borough,
London, W2 1UB, United Kingdom

(December 2017- December 2018)

General responsibilities

Responsible for supporting the Housekeeping Manager in the smooth running of the housekeeping
department;

Keeps all lobbies and public facilities (such as lobby restrooms, telephone area, the front
desk, and offices) in a neat and clean condition.

promotes a positive image of the property to guests

address guest requests and problems

Making sure that guest’s bedrooms, corridors and public areas are serviced in accordance with the
company’s standards;

Following all company and safety and security policies and procedures;

Reporting any maintenance problems, safety hazards, accidents, or injuries to senior managers;
Making the room attendants lists with Opera PMS;

Report any hygiene issues and following up as necessary

Room attendant — Nayland Hotel London, 132-134 Sussex Gardens, Westminster Borough, London,
W2 1UB, United Kingdom

(December 2016- December 2017)

General responsibilities

Doing morning and afternoon sheets

make up rooms for guest who are staying and prepare the rooms for new arrivals

attending regular meeting with the housekeeping supervisor

Standard operating procedures for hotel room attendants

Making sure that guest’s bedrooms, corridors and public areas are serviced in accordance with the
company’s standards;

Following all company and safety and security policies and procedures;

Cleaning, stocking and supplying designated facility areas, guest rooms (dusting, sweeping,
vacuuming, mopping etc. ) ;

Greet every guest in hallway, common areas, or rooms with friendly attitude;

Cleaning more than 15 rooms per day;

Ensure all areas are cleaned completely;

Reference:

References are available upon request.




