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[bookmark: _Toc100939519]Introduction
In this report, I will use Gibbs reflective cycle to reflect on what I learned in the academic and employability skills module. 
In 1988, Graham Gibbs devised the Gibbs' Reflective Cycle to aid individuals in making sense of their life events. It provides a framework for analysing one's life experiences, and its cyclical nature makes it particularly useful when dealing with recurring events. Learning and planning may be gleaned from both successes and failures. It passes through six stages: description, feelings, evaluation, analysis, conclusion and action plan.
[bookmark: _Toc100939520]CV Writing
[bookmark: _Toc100939521]Description
I will reflect on what I learned during the CV writing class in the academic and employability skills module. 
[bookmark: _Toc100939522]Feelings
I felt excited learning how-to write my CV. This is because knowing how to write an exceptional CV would be an advantage in the professional field.
[bookmark: _Toc100939523]Evaluation
A few things went while learning the topic. I was able to create my CV following all the important details on what should and what should not be included in the CV. 
[bookmark: _Toc100939524]Analysis
I learned that a CV is a document that tells an employer why they should hire a person based on who they are, what they have done, and how good they are at what they do. A person can use it to get work experience or to move forward in a formal hiring process. There are many things one can do to make their CV more appealing to a potential employer. One can show employers how well they are, how long they have worked, and how good their skills are (Maund, et al., 2017). I learned that a CV must include the writer’s personal contact details which include Name, Email Address, Contact, Address (optional) and social media. It must also include a statement from the writer, which should be no more than three lines long, or two to three sentences long at the most. In addition to a person's education and professional experience, he or she should also mention his or her interests and hobbies, as well as references (Morgan, 2020.).   
[bookmark: _Toc100939525]Conclusion
A CV is a document that tells an employer why they should hire a person based on who they are, what they have done, and how good they are at what they do. I learned that a CV must include the writer’s personal contact details which include Name, Email Address, Contact, social media, personal statement, Qualifications and education, work experience additional responsibilities and activities, interests and hobbies and the references should also be included in the CV
[bookmark: _Toc100939526]Action Plan
I should ensure that that the subject of my CV is well researched. The best way to convince recruiters that I'm the best person for the job is to do a lot of research about the jobs and companies I want to work for. As well, I'll make the CV as easy to read as possible, too. Volunteering could also be a good way to show off my skills, experiences, and achievements. When I do volunteer work that is related to the jobs I want, it will look best on my CV. 
[bookmark: _Toc100939527]Reflection
[bookmark: _Toc100939528]Description
I will reflect on what I learned during the reflection topic under the academic and employability skills module.
[bookmark: _Toc100939529]Feelings
I felt a bit confused about the various models of reflection but with much practice, I was able to successfully write short reflections using all models of reflection taught throughout the topic. 
[bookmark: _Toc100939530]Evaluation
A lot of things went well during this topic. I was able to write a good reflection using Gibbs, Kolb’s Experiential Learning cycle and the Driscoll's model. However, while learning these reflective models, there was some confusion on the contents of the Stages in the Gibbs reflective model. 
[bookmark: _Toc100939531]Analysis
Reflection is an activity that is meant to help an individual learn and grow. The individual looks at their own practice, skills, and responses, and think about how they can improve them. Reflective writing is proof that they think in a thoughtful way. Reflective thinking is usually done in an academic setting: looking back at something, like an event or an idea. It involves trying to figure out what happened or what the thought was about. How do they do this? The student thinks about their subject from many angles and tries to explain, often with help from a model or theory from that subject.  It's important to think very carefully about what the event or idea means for them as a learner and/or professional. When a student writes a reflective report, it sums up what they think about a subject in a critical way. It gives the student the chance to get more out of their work by thinking more deeply about their own experiences and looking at things from other people's and theory's point of view. As a rule, academic writing doesn't like first-person accounts. Reflective reports use them all the time (Morgan, 2020). I also learned about 3 reflection models. These include Gibbs Reflective model, Kolb’s experiential learning cycle. 
In Driscoll's model of reflection (1994), " "What?" "So what?" and "Now what?" are the three stem inquiries.   These questions may be matched to an experiential learning cycle and contain trigger questions that can be used to improve the learning experience and give opportunity to reflect on what was learnt. (Hampshireonlinelearning.co.uk. 2022). The Kolb reflective cycle was created by American educational theorist David Kolb. ELT (Experiential Learning Theory) was established by Kolb in 1984 on the basis of the premise that learning is made easier via first-hand experience. Another way to say this is that people learn through doing. Based on active experience, the Kolb reflective cycle is a comprehensive learning and development process (Kolb, 1984). Graham Gibbs, an American sociologist and psychologist, published his Reflective Cycle model in 1988 in his book 'Learning by Doing.' The Gibbs Reflective Cycle is a methodical means for people to reflect on their experiences in a given situation, event, or activity (Gibbs, 1988).
[bookmark: _Toc100939532]Conclusion
Reflection is an activity that is meant to help an individual learn and grow. The individual looks at their own practice, skills, and responses, and think about how they can improve them. Reflective writing is proof that they think in a thoughtful way
[bookmark: _Toc100939533]Action Plan
Keeping a daily journal may be a great approach to improve my introspective talents as well as my ability to put them down on paper. When combined with the prior point on practise, this point may be quite beneficial.
[bookmark: _Toc100939534]Time management
Description
I will reflect on what I learned during the time management topic under the academic and employability skills module.
[bookmark: _Toc100939535]Feelings
I felt excited learning about time management since this topic is essential both at the university and in the professional field. Excellent time management skills can make one an exceptional employee in their chosen field. 
[bookmark: _Toc100939536]Evaluation
I was able to use the Eisenhower method of time management to manage my time at school and this was one task that worked well. However, I realized that I needed to manage and improve my organizational skills to effectively manage my time. 
[bookmark: _Toc100939537]Analysis
Time management is the practise of managing and planning how to divide one's time among numerous jobs. Rather, it's the way people prioritise and schedule the time they devote to various activities. When it comes to student activities, time management entails setting aside time to study, making good use of that time, and balancing the time demands of many elements of one's life. Basic time management concepts suggest that an individual should aim their effort wisely, that is, toward the most essential activities; an individual should direct their effort efficiently, that is, maximise what can be accomplished with the time and energy spent, and minimise time waste (Mindtools.com. 2022).
It is important to prioritise and create a realistic weekly to-do list; practise the art of delegation; and use task management software in order to manage time more effectively, among other time management suggestions. Improve communication and aim for clarity by utilising the Pomodoro approach. When a person understands how to successfully manage their time, they may reap several rewards. These benefits include increased production and efficiency, as well as reduced stress, stronger professional reputation, more prospects for progress, and more chances to attain their life and career objectives (Entrepreneur Handbook. 2022).
[bookmark: _Toc100939538]Conclusion
The practice of managing and planning how to split one’s time between various tasks is known as time management. When a person understands how to successfully manage their time, they may reap several rewards.
[bookmark: _Toc100939539]Action Plan
I will have to keep track of how I spend my time. Having a physical or digital planner is important for anyone who wants to keep track of tasks and events that are coming up soon. A low-priority task can take up a lot of my time, so set a goal for how long I want to work on it before I start. Before I reach my goal, make sure I can keep my attention and avoid distractions until I do. I will also be careful about how I spend my days. I will set aside some time to look back on my past tasks, evaluate my current performance, and plan for my next tasks. Every job I do should help my reach a goal. Some of my tasks will be related to my job, but others will help me grow as a person, improve my mental health, or improve my private relationships. It's important to think about each of these things very carefully.

[bookmark: _Toc100939540]Public speaking and presentations
[bookmark: _Toc100939541]Description
I will reflect on what I learned during the public speaking and presentations topic under the academic and employability skills module.
[bookmark: _Toc100939542]Feelings
I felt nervous when asked to make a presentation in class since courage is not a quality that I possess. 
[bookmark: _Toc100939543]Evaluation
Successfully making a presentation In front of my fellow classmates was one thing that did not work out very well. However, with more practice, I was later able to do so with the help of my lecturer and group members. 
[bookmark: _Toc100939544]Analysis
I learned that the ability to make a case clearly, cogently, and confidently is important at every stage of a student's life, no matter what they study. It will help them in their academic work, job interviews, and in their future careers. It's the most important skill they can learn. One of the best things individuals can get from one’s time in further or higher education is learning how to speak in front of people. The person will now be able to practise speaking well in a variety of situations and in front of different types of people. It's important for the person to take advantage of these chances. They'll learn skills that will be important in the future, and that may change them in a way that they didn't expect (Van Emden, and Becker, 2016).
[bookmark: _Toc100939545]Conclusion
One of the best things individuals can get from one’s time in further or higher education is learning how to speak in front of people. The person will now be able to practise speaking well in a variety of situations and in front of different types of people. It's important for the person to take advantage of these chances.
[bookmark: _Toc100939546]Action Plan
To enhance my presentation and public speaking skills, I will have to ensure that I volunteer to head the presentations during group works. I will also learn how to relax, have faith in what I say, and use a few tricks to connect with the audience. I will try to keep track of my time during the presentations and practise a lot so I can do it well. Exercise early in the day before my presentation to raise my levels of endorphins, which will make me feel more calm. In my speech, I will not be afraid to pause and slow down. Pauses can be used to emphasise important points and make my presentation more conversational, but they can also be used in other ways. Knowing what to include and what to leave out is very important to the success of a presentation. Inviting questions from the audience and other ways to make the audience feel like they are a part of the conversation may make my audience more interested and make them feel like they are a part of the conversation. 
[bookmark: _Toc100939547]Conclusion
In this report, I have used Gibbs reflective cycle to reflect on what I learned in the academic and employability skills module. The skills I have reflected upon include; CV Writing, Reflection, time management skills and presentation/public speaking skills. 
[bookmark: _Toc100939548]
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