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Employability Skills are recognised as the popular transferable skills that are mostly required by any individual for making them 'employable' in different workplace contexts (Di Gregorio et al. 2019). There can be different types of employability skills present among which written communication skills, note taking skills, Finding Information or Research Skills, Time Management Skills along with Critical Thinking Skills are common. These skills would equip the workers for carrying out their individual roles and responsibilities as per their ability. The current study will forecast the application of Gibbs Model to critically explain the past experiences that must be improved to enhance the chosen skills. On the other hand by developing a personal development plan the identified skills will be presented with a brief combination of actions, objectives and necessary timeframe. 
[bookmark: _1fob9te][bookmark: _Toc89439200]Application of a reflective model
Gibbs Reflective Cycle is recognised as the most famous cyclical model that helps to reflect on past experiences based on primary six stages such as Description, Feeling, Evaluation, Analysis, Conclusion and Action Plan (Sekarwinahyu et al. 2019). 
Description
While pursuing my course in Blended Learning I have experienced different situations. I have faced issues in having communication with my teachers during traditional learning even due to lack of academic skills. I have become unable to present my written works in an efficient manner. On the other hand, I was unfamiliar with the use of technologies that have been used in blended learning. Therefore it has hampered my note taking skills as well. In this certain phenomenon I have failed to have effective decisions while facing critical situations. I got nervous in any adverse situation and realised that I have poor critical thinking skills. On the other hand, while pursuing my course in Blended Learning I have failed to complete all kinds of tasks on time due to improper time management skills. I have been overburdened due to the immense pressure of workloads due to this course and as I had no proper time frame of scheduled work I have been failing to complete all the scheduled tasks on time. 
Feeling 
I was disappointed and dissatisfied with my performance in blended learning. I have faced issues with my poor academic and employability skills. Lack of critical thinking skills has created embarrassing situations for me as well. 
Evaluation 
Through critical evaluation I have understood that to pursue traditional learning having critical thinking skills is important. In the use of Traditional Learning Methods, lack of social interaction has led to improper communication skills as well along with research skills (Hakami, 2021). Requirement of huge time to develop and present a written piece with proper combination of information and facts has led to improper research skills. I have also realised that due to the reliance on social media platforms my note taking skills have also weakened. I have failed to take online notes due to weak listening skills and concentration in class. In this case based on the gathered experiences in Blended learning I must work on my skills to eliminate the shortcomings. 
Analysis
Based on the above stated experiences and classroom examples it can be highlighted that lack of academic skills and communication skills, critical thinking skills, improper note taking skills, time management skills and improper research skills need solutions. In the use of Traditional Learning, one should know the research skills online to combine the assessment with authentic facts, data and proper examples (Lee et al. 2018). On the other hand, by improving listening skills and concentration in the class one can improve the note taking skills as well. 	Moreover, after realising poor academic skills and written communication skills, it has become necessary to practice journal writing and academic notations. 
Moreover, I must take part in different writing opportunities and must conduct a monthly review of the written communication skills. To improve note taking skills it will be necessary to concentrate on key terms instead of the whole elaboration. To improve research skills it will be important to review different sources of information to analyse its authenticity (Tandoc et al. 2018). Moreover, to enhance critical thinking skills it will be important to deal with the biases and also consider the consequences of different options. To improve time management possibilities it is important to develop a timeframe by which different activities can be splatted based on appropriate schedules. I have also realised that by gathering feedback from both my professors and the fellow students I will be able to identify and eliminate the shortcomings effectively. 
Conclusion
It can be concluded in this section that after understanding the personal shortcomings one should take proper initiatives to deal with these. By developing action plans and other measures such concerns can be dealt with easily (Pierszalowski et al. 2018). 
Action Plan
I have decided to develop a time frame by enlisting all my schedules that are necessary to be completed within the Blended Learning. Moreover, by practicing academic skills, journal writing I will be able to improve written communication. By improving listening skills and research skills the note taking activity and information gathering process will be easier. To improve critical thinking skills it will be necessary for me to deal with different biases. By implementing these actions the chosen skills can be improved. 
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How the chosen skills can be improved 
To improve the time management skills there are different ways that can be taken into account such as beginning the tasks early, setting particular limits, prioritising different tasks and also by developing a time frame the schedules can be distributed well (Ghiasvand et al. 2017). 	For example, if I separate my key activities based on time and set limits, I will be able to get over the work burden. Moreover, in class I have experienced issues in note taking. Due to lack of listening skills and poor concentration level I have been failing to keep focus on the words that have been spoken by the teachers. That is why I have failed to highlight my experiences in the previous task. I have also learnt that to optimise note taking skills the students must keep focus on different words that have been spoken by the teacher. Moreover, while keeping records of the notes in the class I have to be selective enough about what notes I can take. I must record those taken notes in a physical form. This particular approach can be considered as one of the effective strategies that may lead to effective learning and memorisation over time (Dzulkifli and Solihu, 2018). Moreover, in the case of Blended Learning critical thinking skills may weaken. Lack of interaction with the teachers and my fellow students have led to poor thinking possibilities (Willis et al. 2020). I have only focused on limited scopes for thinking and analysing the aspects that need to be included. 
According to Hyytinen et al. (2019), critical thinking needs one to release all the preoccupied beliefs for solving different problems. Moreover, by taking enough time for the research and by keeping focus on the learning one will find that with time one will be evolved and will be adaptable for overcoming new and critical situations easily. Such adaptability and research potential will help in improving the critical thinking skills among the students (Heidrich et al. 2017). I must get over my preoccupied beliefs to improve my critical thinking skills based on a particular situation. Being a student of Blended Learning I must improve my research skills by improving the capabilities in asking questions, learning the ways for finding credible sources, knowing the process to organise and gathering information. It will help to improve my critical thinking skills as well. I have followed certain steps by which written communication skills can be improved. I have practised journal writing and based on the gathered feedback I have also learned that by knowing basic principles of grammar, writing and spelling I have learnt the process by which written communication skills can be improved. By relying on the past experiences I have learnt that to gain knowledge in written communication it is important to impose daily review of the writing. 
Use of tools that have been 
There can be different tools for improving the chosen skills. The 4 Ds tool of time management is referred to as the 4 D's that ensure productivity in a particular workplace (Deng et al. 2019). It is considered as a popular strategy that could be used in discerning if the tasks have been done on time or not.  The 4 Ds represent Defer, Do, Delete and Delegate. I must utilise this tool to present my tasks into different categories to understand whether the tasks have been completed or not. It will help in managing the limited time in a more effective manner and help in staying focused on the activities. Apart from time management I have also identified that there is poor research and information gathering skill present in my characteristics. The CRAAP is recognised as a tool that helps in critically evaluating the information based on different sources. 	The acronym of CRAAP stands for Currency, Relevance, Accuracy, and Authority along with Purpose. This tool helps me by providing a list of questions that could help one to evaluate the gathered information that could be found easily. Through the use of this tool, one will be confident enough in choosing the sources and meeting the individual expectations of the assignment.
To improve written communication skills I have used diary writing, journal writing, writing proposals and different Internet Websites to improve my knowledge about the necessary parameters that must be followed to bolster communication skills. In Blended Learning I have faced issues in having social interaction with the teachers and I have faced issues in capturing notes during the online classes and solving doubts. Therefore, while pursuing online classes I have used Evernote and Microsoft OneNote. Microsoft OneNote has been used to take notes during online classes. Evernote supports different software Android, iOS, Windows, Web. With the help of Evernote, different audio clips, images, PDF documents and Slack conversation can be used for taking notes. Apart from this there are different tools for improving Research and Information Gathering Skills. I have taken part in Personal Interviews, Observation and Critical Analysis of Case Studies for gathering and developing critical analysis. 
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	Areas of Development 
	Necessary Actions 
	Objective 
	Happening Now
	Measuring Success
	Time will be taken

	Improving Written Communication Skills 
	I must practice journal, podcast and diary writing to improve written communication skills 
	To enhance my capabilities in written communication while improving academic skills
	I am facing issues in my assessments and based on the gathered feedback I have understood that I am having poor academic skills
	After getting good scores in assessments
	3 months

	Improving Note Taking Skills 
	I will improve my listening skills during the classes
	To enhance my capabilities of knowing important points and keeping records
	I am failing to capture key notes 
	By efficiently keeping record of what is learnt in the class 
	3 months

	Improving Research and Information Gathering Skills
	I will improve my observation and review skills to learn the authenticity of the sources
	To improve my information gathering skills
	I am failing to collect necessary information 
	By efficiently gathering information I will measure the success 
	3 months

	Improving Time Management Skills
	I will build timeframe 
	To improve my time management skills
	I am failing to complete my tasks on time
	After completing all the tasks success can be measured
	3 months

	Improving the Critical Thinking Skills
	I will enhance my thinking and decision-making skills
	To improve critical thinking 
	I am facing issues in it
	By gaining good scores 
	4 months



Table 1: Personal Development plan 
(Source: Self-created)
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It can be concluded that I have faced constraints in time management, critical thinking, note taking, information gathering and written communication. To improve my time management skills, I need to develop a timeframe. 
Moreover, to improve my critical thinking skills I need to get over the prejudices. By analysing the ways and tools the shortcomings in the identified skills can be eliminated easily. 
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APPENDIX

Week 9: Activity 1 –Applying the Gibbs reflective cycle  
       
Think about an incident that happened in any of our sessions.
Try and apply the Gibbs cycle to the incident.
NB: You will be called randomly to discuss your findings
 
 
 
My experience during the course Academic and Employability Skills in Workplace.
 
Firstly, when I started the course, I was feeling really awkward, because of the environment, the feeling of learning or studying again which in final, it helped me to improve my skills, to find out more about subjects, words which I haven’t clue about. 
I consider as at the moment, my confidence and experience helped me to see everything differently, with maturity and tacking actions helping myself for proving as I have knowledge and as I can get where I want, with help or without. I do appreciate everything what I have done until now, but for sure it is a continuing challenge for myself until the end of the course.
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