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Summary
The study evaluated different topics that concerned time management, academic writing, reflection and summarizing. The study made use of Kolb’s reflective model in discussing individual topics. Kolb's model depicted effective learning as a progression from one stage to another in the aim of acquiring employability skills. The first stage was concrete experience followed by observation, then reflection and ultimately active experimentation. Among the topics discussed, time management was evaluated as a key driver in enhancing productivity for an individual. The management of time was addressed to be essential in being able to meet deadlines.
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Introduction
In the aim of gaining employability skills, personal attributes and skills gained from academic learning are essential for the different employment careers. The research strategies coupled with software skills learnt have been critical in enhancing competence and confidence in realizing a range of employability skills such as time management, reflection and summarizing. The study will aim to carry out a structured report reflecting on the different topics learnt. The study will employ the Kolb's theory of reflection for all topics to be discussed.

[bookmark: _Toc59224064]An Explanation of Kolb’s Reflective Model
According to Kolb’s reflective model, learning is a combination of abstract concepts applied for different types of situations. The theory observes that effective learning is achieved when an individual first undergoes a concrete experience followed by observation and reflection of that experience. This later leads to the formation of abstract concepts built upon analysis and conclusions. This is then utilized to test for future hypothesis such as the effectiveness of employability skills.

[bookmark: _Toc59224065]Time Management
In the course of learning during my semester module, the management of time was a key aspect that guided my other learning activities and outcomes. It sunk in me that until I was able to manage time, I would never manage anything. According to (Dierdorff, 2020), time management is a great driver in improving an individual’s productivity skills. As such, time management concerned performing daily tasks within certain set deadlines. The main aspects that were analyzed to require managing time regarded managing tasks, time, people and information. It always stood out that, in managing time, there were important and essential tools. During the feedback in the in-class activities, it was clear that it was difficult to manage time without having the right tools at hand (Dierdorff, 2020). 
According to (Jackson, 2012), the developed world has offered an demonstration of time management tools ranging from paper-based to app-based. However, it does not matter either an individual uses the paper-based or the app-based tools. The basic tools that were analyzed during the core learning included having a to-do-list, calendar, address book and a notebook. Despite other time management tools, the above tools stood-out during in-class activities and discussions (Jackson, 2012, p.435). 
The to-do-list was explained as a backbone of any productive individual. The to-do list was discussed to contain all the activities that an individual was meant to do. This varied daily or a weekly basis depending on the plans ahead. The to-do-list was very useful for me in organizing my study. Every time, I used to keep a list of the study items that I would finish daily to achieve learning outcomes. I was very keen to record my school work and projects at the top of the list followed by the least important tasks at the bottom. This ensured that I did not forget about anything important that was due to be done during the day (American Society for Microbiology, 2019). 
The use of an app-based calendar was also essential in planning, tracking and scheduling of activities for different days of the month and across the academic semester. The calendar was essential to indicate when my assignments and presentations were due. This assisted me to finish classwork before deadlines. The use of a notebook was also very essential in concern to indicating several pieces of information worth noting. I always ensured I carried a paper-based notebook as well as an app-based notebook that I integrated with my app-based calendar to track and retrieve various pieces of information (American Society for Microbiology, 2019).
According to Kolb's theory of reflection, management of time provides an individual with an abstract conceptualization of aspects. Regarding abstract observation, the model seeks to reflect on the productivity of an individual based on the activities put in place. This aspect seeks an individual to ask the question on how can I improve? As such, the use of time management tools has extensively answered this question by ensuring activities are well laid out for accomplishment. This reflection on better management of time will then be transferred to the job as an employability skill. As such, the practice of management of time will transfer from abstract conceptualization to active experimentation while in the job (McLeod, 2020).
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Academic writing stood out to me as a form of writing that was more than just sounding professional. The majority of academic writing regarded the structure, reference and quality of work while presenting ideas and following basic instructions for different tasks. The ability to write on various mediums such as social media is quite different from academic writing. For academic writing, the structure of writing must display analytical thinking. According to (Rapanta and Macagno, 2019), analytical thinking is managing information required by a reader and presenting it sensibly. An academic writer has a responsibility of translating research into key findings that are worth reading. As such, the breaking down of information to fit the reader’s prescription will provide the desired structure for writing. This skill was evaluated to translate to an employability skill. According to (Rapanta and Macagno, 2019, p.127), the importance of structure in writing is essential while translating to the career life. Every office document needs to have a structured technique attached to it for easy reading and synthesis.
Academic writing was evaluated to require a lot of research. As such, the learning of research skills was essential in understanding this specific topic. During the in-class discussions, intensive research dedicated to academic writing was more than just internet search. Academic writing research was assessed to take more time in researching a topic to educate myself first. This is because some of the reading assignments were too long as compared to high school. As such, the setting of a purpose was key in managing the reading materials. The Setting of a purpose regarded determining what I would achieve by reading the material. This purpose consequently determined how to approach the reading material and how to spend time on it by using various strategies. Between the various strategies included planning strategies, comprehension strategies and active reading strategies. The planning strategies helped me in managing how I read my assignments to hold what was needed. The comprehension strategies aided in understanding the different materials with facility. The active reading strategies were also essential in gaining a deeper level of understanding of the material. All these strategies were essential in helping me by clearly analyzing and presenting professional writing in the simplest possible way to the reader (Rapanta and Macagno, 2019, p. 129).
The learning of academic writing has also been essential in increasing  my reading strategies from full materials. The reading strategies have transformed my reading plans more elaborately. In particular, the aspect of take off through a detailed material has helped me hold important information without having to read the whole material. The topic of academic writing has also been essential in managing my reading time. In the case whereby the reading will require more time, I have been able to break my assignments into manageable piece. This is a skill essential in managing many tasks while conducting a job (Rapanta and Macagno, 2019, p.134).
In reflecting on academic writing by using Kolb's theory. Academic writing has been built on gaining concrete experience that is transferrable to active experimentation to boost employability skills. According to Kolb, effective learning is impacted through a concrete experience. Academic writing has consciously and physically impacted the experience of managing large tasks while doing assignments. This concrete experience has provided a learner with an opportunity to improve an existing skill of writing that is later transferred to the job world. The active experimentation which focuses on the practice of skills has also depicted academic writing to boost essential employability skills (McLeod, 2020).
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According to (Cotton, 2018), reflection is a mechanism of drawing out obtain learning development and abilities. This aspect defines good employability skills to boost effective interpersonal communication, time management skills between other gain skills while learning. This topic has been essential throughout my learning in a variety of ways.
The aspect of reflection has been essential in identifying the type of experiences and abilities I previously had win. One of the abilities I noted had gain before learning the topic was good interpersonal skills. This regards the relation with my observe in responding to issues and when carrying learning activities such as group assignments. In particular, during an in-class activity, I noticed I was interactive with my classmates. This skill helped me to communicate and collaborate effectively when assignments were provided to be completed in groups. The learning of reflection has also impacted on the experiences and abilities that have increased my employability skills. According to (Cotton, 2018), employability is a set of achievements that involves gaining personal attributes and skills that set apart individuals in securing a job. Among the skills learnt during the reflection, topic included conflict management techniques while dealing with customers. Another skill is a good listening to increase good communication (Cotton, 2018).
The aspect of reflection has also been essential in helping me to identify personal strengths and weaknesses in specific situations. The important aspect has been on how to overcome them while expressing myself to others. During the in-class activities, I was able to identify my weaknesses such as developing shyness while in a group of people. The understanding of this weakness has given me a clearer understanding of managing my weaknesses in the aim of preventing them from holding me down.
According to Kolb’s reflective model, Reflection is essential in the active experimentation stage. The active experimentation stage is whereby an individual is required to practice and learn knowledge in a workplace to portray an effective learning process. The reflection about certain skills has aided in gain improvements that are kept into practice while conducting a job. In this stage, reflection helps me to make decisions about various aspects obtained during the concrete experience stage. As such, effective learning that I have achieved due to utilizing the concrete experiences (McLeod, 2020).
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According to (Gilead, 2020), a summary is a shortened passage of a text that aims to retain essential information for the reader. In generating a summary, the text should be accurate, brief and objective. The different characteristics learnt during the course is that a summary should be happily understood without necessarily referring to an original text. Regarding this characteristic, the important aspect is to capture the most important information. This is often arrived at by evaluating the controlling ideas such as topical sentences, findings, conclusions and recommendations. Non-essential background information is not essential for inclusion (Gilead, 2020).
A summary should also represent only the ideas of the original text without importing other ideas. This is a rule of lead to ensure that a summary can stand on its own. During the in-class activities, it was discussed that a summary should avoid including in comments and modifiers because they change the meaning of the original document (Reading Rockets, 2020). 
The learning of making summaries has been helpful in a variety of ways. The constant refining of written assignments has been essential in evaluating the essential information learnt in class. The summary has also enabled me to focus on the keywords and phrases to use to provide the exact meaning of a text. This has consequently guided my reading skills and ability to remember skills while synthesizing information. I have found out that writing summaries from large learning texts are less inconvenient when it comes to reading. This is because the material is focused on holding  the main points.
In relating this learning point to Kolb's reflective theory, the making of summaries has increased the provision of concrete experience in managing huge tasks. According to Kolb’s theory, effective learning cannot be realized by only reading and learning. As such, I must put aside time to read to internalize. The making of summaries is active experimentation to put into action what has been learnt and reduce it in a simple understandable format. According to (Rapanta and Macagno, 2019), different job roles require the generation of summaries to aid in reduce the dimension of work. As such, writing of summaries is a critical employability skill for adapting to different work and projects provided at the workplace (Mc Leod, 2020).
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The discussion of the different topics learned during the term have been depicted as essential in the aim of gaining confidence and competence for the different employability skills. The use of Kolb’s reflective model has depicted the various stages involved in boost effective learning experiences. The important stage in the model has concerned active experimentation. This stage has championed putting into place to win learning to observable employability skills.
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