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[bookmark: _Toc111331013]Introduction 
Academic and employability skills are essential subjects for every student. This module of my course teaches me different essential academic skills, for example, note taking, time management, Harvard referencing, and so on. Similarly, the subject teaches me some employability skills, for example, verbal communication, written communication, teamwork, planning and organizing, and so on. With the help of Gibbs’ reflective model, I will reflect on learning across the Academic and Employability Skills module, especially reflecting on my experience in writing Task-1 (academic report) and working as a group on the week 8 activity (Davies, 2012). In the end, I will provide a personal development plan based on the peer feedback from the week 8 activity.
[bookmark: _Toc111331014]Reflection on writing task 1 report and working as a group
[image: ]Writing an academic report based on my own research was a new experience for me. Similarly, week 8's activity was a new experience, which has a lot to reflect upon. I will use Gibbs reflective cycle to explain my experience on these two issues. Gibbs (1988) reflective cycle is a famous reflective writing model which has multiple phases, starting with description and ending with action plan. 

Source: (Davies, 2012)

Description
In the module of Academic and Employability Skills, we have learned different academic and employability skills. In the end, I had to write an academic report with the title ‘What is the most effective way to motivate staff?’. To write this report, I had to research over the internet and read different academic journals and books on the topic and find the most effective ways to motivate employees. However, researching and knowing the topic was not enough. In the end, I had to write a complete academic report following proper academic report writing guidelines and reference them according to the Harvard referencing system (Thody, 2006). I had to paraphrase much writing, understand and comprehend original writing, and write in my own words to avoid plagiarism, and also reference everything according to the guidelines.
I also need to describe our group activity during the week 8 session. It was an hour-long activity given to each group. As a group, we had to work on a topic which was "key features of job ads." After working as a team, I needed to deliver the presentation to my peer, and similarly, my peer delivered the presentation. We provided feedback to each other, and based on this feedback, I need to prepare a personal development plan.
Feelings
I had a strange feeling during my academic report writing. Initially, it was very tough for me, and I thought I could never complete it. Reading for hours was a difficult task, and I could not concentrate for long as I don’t have this practice. After reading, writing these materials was even more difficult because academic writing is not my cup of tea and I had never done them properly before. However, after a week, it was looking comparatively easier. I didn’t give up, and my perseverance paid me off. My course material helped me a lot in this regard. While referencing this piece of writing, I took the help of Google Scholars and I found a website called citethisforme.com. With the help of these tools, I was able to properly reference my writing and complete the task.
My feelings regarding the group activity were much different to my feelings about writing a report. Although the group activity was something new to us, it was a fun activity. We had to go through the different given parameters of the activity. In the end, they assess the peer as a group based on his performance in the activity. This job activity was completely new to us and we learned many things. Accessing peers was a difficult task because, based on our assessment, the peer would develop his PDP. In the same way, when I found my assessment from my peers, I realised I needed to develop in certain sectors.
Evaluation
During the writing of my academic report, I have encountered some good and bad things. The best thing was, there were plenty of reliable materials available on the internet. However, the difficult part was selecting appropriate materials from these. For me, paraphrasing the materials and writing in my own language was a difficult task. Because I have never done them before and, initially, it took a long time to start writing. Eventually, I learned the process and could complete my task on time. Another good thing was getting help from the Google Scholars during referencing. Unfortunately, many students don’t know the use of Google Scholar and its importance. However, it is an authentic and reliable source for thousands of available materials (Haddaway, et. al., 2015).
In the group activity, initially we didn’t understand the process. However, the teacher was kind enough to explain the activity to us, and so we got to work. We worked as a team, which was one of the key objectives of the group activity. Each of us presented a job to our peers, and we needed to explain why we chose this, where we found information, and how we worked together. We polled our peers on four key areas based on the presentation: organization, teamwork, public speaking, and professionalism.
Analysis
As for the writing report, the first and foremost reason that helped me to complete it successfully is the module itself. The lectures for the module were so good that I understood most things from the lectures. The enthusiasm of the lecturer was delivered properly along with the concepts. That enthusiasm was passed on to us, and it motivated me to finish the task. Another reason behind the successful completion of the report is my hard work and eagerness to learn. I didn’t lose hope because of my age. Rather, I was always motivated and tried to grasp the material from the lectures and tried to learn over the internet.
In the group activity, things could go much better if we understood the situation properly. There was a clear gap in our understanding, which we realised during feedback, and I have good enough space to improve. Personally, I believe I need to work hard on the feedback and try to improve my skills, especially my presentation skills. I hope things will improve if I practise my presentation multiple times. I also need to listen to and watch good presentations that are available over the internet.


Conclusion
In the writing of the "What is the most effective way to motivate staff?" report, I have learned many things. For example, first and foremost, I have learned how to search for reliable and credible sources of information and how to use them in report writing (Thody, 2006). I have also learned other academic skills, for example, paraphrasing and referencing. And obviously, the subject matter itself was helpful in learning some employability skills. I've discussed the importance of appreciation and how to show it to both junior and senior staff in organizations. I strongly propose that going forward in any organization, the employees of an organisation are the human resources who must be conducted regularly with appraisal and rewards, especially their needed something.
In the week 8 activity, all of our group members, including me, have learned many skills that are important in a professional career. We had to complete the task within a given time. Therefore, time management was an important lesson. As we worked as a group, working as a team is an important lesson we get. At the same time, professionalism and, most importantly, presentation skills were important outcomes from the activity.
Action plan
The last portion of this reflection is the action plan. If I had an opportunity to write an academic report again in the future, I would definitely improve certain actions. First of all, I will grasp the academic skills thoroughly so that I can use them perfectly. I have a weakness in reading which I need to overcome. To improve my reading capacity, I will set a regular time for reading various materials found on the internet. I will also prioritise my reading, which is linked to my professional development. In future, I will use sources carefully in writing so that appropriate information is used in writing (Thody, 2006). I have realised that in my task-1 writing I have used some materials which were not constructed properly, and I definitely need to work on it.
For developing my employability skills, the week 8 activity was an important thing. However, I could not utilise this opportunity properly. In the future, first of all, I will try to understand the activity first and complete it with perfection in the given time. I need to improve my skills, especially professionalism and public speaking skills, based on peer feedback. To improve these skills, I have prepared a personal development plan based on peer feedback and I have attached this to this report.
[bookmark: _Toc111331015]Personal development plan (PDP) based on peers’ feedback
	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Public speaking
	I will do following action points to achieve this skill:
1. Listen and watch to good presentations.
2. Practice the presentation alone.
3. Deliver the presentation in front of family and friends. 
	Public speaking is an important academic and employability skill (Jackson, 2015). If I learn this skill, it will help me achieve higher grades in my academic career. Because, in almost every academic subject, we need to do presentations. And because of the absence of this skill, I always get fewer marks in presentation. After achieving this skill, I hope to attain more marks in my presentations.
Presentation skills are even more important in a professional career. When I have this skill, I will have a better prospect of getting a better job and also shine in my professional career.
	I can easily tell if I was successful in improving my presentation skills. I will have to deliver more presentations as a student, and my marks and feedback will reflect my success.
I also need to take feedback from family and friends on regular basis.

	I target to achieve this skill within 6 months.

	2. Professionalism
	To achieve professionalism, I will look at successful professionals and try to imitate them.
I will read materials on professionalism and try to adopt important professional traits in my life. 
	Professionalism is an important trait for both students and professionals (Jackson, 2015). If I have this quality, I will be successful in my academic career.
Being professional is the most important thing in a professional career. With professionalism, an employee can progress easily in his professional career, and therefore, I need to have this skill in my life. 
	Teachers' and colleagues’ feedback are important to learn how professional I am. As a student, I can ask my teachers about my improvement in professionalism. I will have a natural progression if I have professionalism.
	I will achieve this by end of my course.

	3. Working as a team
	I will learn the traits of a team player. A team player is different than an individual worker.
I will try to do more work as a team, so that I can practise this trait in real life. 

	Working as a team helps in academic life, especially during group presentations and group work. Even so, studying as a group is often more productive than studying alone.
In professional life, this is a very crucial trait. Because, in today's world, every company seeks a team player, and preference is given to employees who are comfortable working in groups. Therefore, it is an important trait for success in a professional career. 
	When I am comfortable working in a team, I will understand that I have achieved this skill.
Feedback from peers is also important to understand how much I have achieved in this skill.
	I target one year to develop this skill.



[bookmark: _Toc111331016]Conclusion
Reflection is an important way to understand what someone has achieved and how it could be improved. With the help of Gibb's reflective cycle, I have reflected upon my academic writing for this module and week 8 activity and come to the conclusion that I could do better in both tasks. Therefore, I have prepared a personal development plan based on the peer’s feedback from Group 8 activity. If I properly implement this PDP, it will definitely help me in my academic career as well as my professional career.
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Presentation of Job Ad. Evaluation Form Group number - Mohammed Hamid

	For each skill listed, award the group 
1 – 5 points 
	Skill/Score
	1
	2
	3
	4
	5

	
	Organisation of job advertisement

	
	
	
	4
	

	
	Working as a team

	
	
	3
	
	

	
	Public speaking

	
	2
	
	
	

	
	Professionalism

	
	
	3
	
	

	Total score = 12


	Strongest skill
	Organisation of job advertisement

	Skill which requires development
	Public Speaking
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