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INTRODUCTION
As I come to the end of term of my first module, ‘Academic and Employability Skills,’ I prepare to look back at the process of how it all started, what my goals were, how I prepared for them and whether I had reached them.  This module was all about teaching us skills, knowledge and attitudes required in the workplace which provides students with the soft skills such as:
· Teamwork
· Research skills/Finding information
· Communication
· Time Management
· Note taking
· Writing and Presenting skills
· Planning and Organisation skill
These are especially important because employers look for a candidate whose skills and knowledge sets them apart from just a qualification requirement (TARGETcareers, 2022).
I will be using the ‘Gibbs Reflective Cycle’ to evaluate my reflection process (Gibbs,1988) of employability skills I learnt in Task1 and Task 2 assignment.
There are 6 stages I will follow:
Description
of
situation
Action Plan
what can be done if it happened again
Conclusion
what could have been done
Analysis
of situation
Evaluation
of experience
Feelings
What you feel

Adaptation of Gibbs reflective Cycle (Gibbs, 1988) 				Source: Author

1.	My Reflection on Task 1 Academic Report
To begin this course, it was important for me to manage my busy schedule.  I am a full-time mom and starting university for the first time in my life.  It became very apparent that I could not manage this without putting down a plan.  Moore et al (2010, p 135) suggested three, time management challenges faced by students which are:
· Planning – Not having a realistic plan or any plan for time management.
· Procrastination – Putting off starting a task or not finishing it.
· Perfectionism – Trying to perfect the task but unsuccessfully not able to.
To complete my assignment, I had to understand methods of researching and collecting information.  We learnt how to use the CRAAP test developed by Blakeslee (2004).  This is a structured list to follow to ensure the information is:
· Currency – When it was published and whether it has been revised.  Do the links work?
· Relevance – Does the information relate to the topic, and would you use it for your report?
· Authority – Who is the author? Can their details be found and are they qualified to speak or write on this topic.?
· Accuracy – Where did this information come from?  Is there supporting evidence?
· Purpose – Is it facts, propaganda, or an opinion?  What is the intention of this information?

1.1	Situation
At the very beginning of the module, we were given a ‘study plan’ to fill in (see appendix). This enabled me to make time for my academic work.  I had started to feel optimistic of the process of learning.  Soon, what I did find was that I was procrastinating regularly, and in doing so I was falling behind with my research that I needed to get done for my Task 1 report assignment.  I used ‘Google Scholar’ and had to understand how to search reliable sources.  It was painstakingly long as I had not realised how much effort and detail had to be considered.  When I started to get the hang of sourcing information, I started to make notes and copying and pasting data I can use eventually.  A week later when I went back to collect this data to start putting it into my work, I could not reach the websites on some of the data.
1.2	How I felt
I started to feel anxious about taking a big step into starting higher education and was wondering how I would manage to get all my assignments completed when searching for literature was proving to be a challenge.  I was disappointed with myself as I had not correctly applied the CRAAP test.  It was also exhausting and time consuming as I had spent a good amount of time reading and collecting information which was not necessarily making any points for the topic.  I had also taken information and interpreted it completely wrong.
1.3	Evaluation
It was a good idea that I had a study plan to follow but I had not been completely realistic and therefore was unable to start my assignment.  On the first week we were introduced to ways to help us to time manage.  We listened to a radio station conversation about personal motivation and how procrastinating affects the motivation of people ‘All in the mind’ (BBC, 2019).  They described that if a task was their identity i.e., something they normally do, it's much easier to get done and understanding willpower to do a task and see where that willpower may end and plan so that you can be ready not to give up.  I decided I would plan my research and reading time into the later part of my day after doing my daily tasks.  This way I had a greater chance of completing my work and avoiding procrastinating.  In terms of researching, I had not saved all the information Iinks to a folder to make sure I can access it.  I did lots of research and lots of reading but unfortunately my interpretations of what I found was not particularly good and I do believe I if I had just spent some more time analysing the text then I could have eliminated sources which were irrelevant.
1.4	Analysis
I had not considered the time that could be taken in doing each task and then giving up because I was becoming tired.  But getting the jobs I usually do out the way was easier for me to do, so that I had the rest of the day to complete any studying. 
The 4D Strategy for time management by Moore et al (2010, p14) suggests that there are 4 ‘D’s we can do to help us manage time:
· De-commitment – stop doing these things if it's not important.
· Deferment – delay this if it can wait.
· Downgrading – do it less than perfect.
· Delegation – pass on responsibilities that others can do for you.
I had not paid much attention to detail, and I had taken information without analysing the facts, taking some of it out of context.  This I believe was due to my lack of critical thinking by not applying evaluation to what I had read.  Liu (2021) writes about the ‘Ladder of Inference’ which is the natural way we process information based on our beliefs and biases by filtering out some information.  We put in our own information from our own interpretations based on assumptions.  Instead of jumping to conclusions we must test and analyse what we read so we are not misguided.
1.5	Conclusion
I do find that I commit to doing certain things for no valid reason such as scrolling through social media or online window shopping.  I also start to do unnecessary jobs around the house at random times which could just wait.  By following the 4D Strategy I can re-evaluate certain tasks and work to complete them.  I would have more control over my work and social life, feel more relaxed and positive about getting assignments completed.  In conclusion of what I had encountered to improve my research abilities, I do believe I can take simple measures such as following ‘A four-step source assessment strategy’ used by students at a university to assess sources in depth after applying the ‘CRAAP Test’ (Liu, 2021).
1. Assess its appearance, ads/URL/format/errors/references.
2. Investigate using CRAAP test.
3. Find reasoning, ask questions regarding any claims made, lateral reading, logical reasoning, and critical thinking.
4. Keeping an open mind and disregarding of my own biases and thought.
1.6	Action Plan
· Create a realistic study plan and stay organised.
· Delegate certain duties to others so that my workload is lightened.
· De-commit bad habits which are just time wasters.
· Avoid procrastinating.
· Keep the information relevant.
· Follow the CRAAP test with the added Four-step source assessment.
· Always check back to see that I can retrieve this information.
· Be more critical of the information.






2	My Reflection on Task 2 Creating an advert for a job role
Teamwork is one the most sought-after employability skill, as many job roles require this from a candidate.  In week 7 we looked at different job roles, Warehouse distribution with Amazon, Occupational Therapies, and Nursing.  All 3 roles required teamwork skills.  Having good planning and organising is also important in the workplace to have efficient functioning of the business.

2.1	Situation
In week 8 of my module, we were tasked with getting into groups to create and present a job advertisement.  I was appointed to be the leader and decided to plan how we would utilise our class time to gather knowledge.  I made clear of the way in which we could build our content and listened to ideas given by the other member by giving verbal assurance and eye contact.  We agreed that we understood what was required and went away to research ideas and to come back and discuss this and share our thoughts.  We also looked at how different ads were advertised and decided we would make a poster and used headings for points to be made in each section.  We determined our input by deciding how much knowledge we had for the sections and used a shared document to edit.  I had to present in my group to the class the poster we had created, give feedback to other groups, and receive feedback of our presenting.
2.2	How I felt
Overall, the experience has helped me to identify how well I work with other people and ways in which I can improve myself.  The feedback from the presentation was that our work had included all the content required and was informative.  We had shown cooperation and teamwork. Unfortunately, the feedback for how I presented was not good.  It had lacked structure, individuality, and professionalism.  I felt disappointed and knew that I could have done better.  However, when giving others feedback, I felt quite nervous as it is hard to judge someone when they are online, and I do not want them to be negatively impacted with the marks I give them.


2.3	Evaluation
J.R. Hackman a pioneer in organisational behaviour in the 70’s found that teams require certain ‘enabling conditions’ to thrive, cited in (Harvard Business Review, 2016).  The magazine talks about 3 of these conditions adding a fourth of their own.
1. Compelling direction – being motivated to reach a known goal that is challenging but not too difficult to discourage the members.
2. Strong structure – having the right mix of people with diverse knowledge and a healthy dose of technical and social skills.
3. Supportive context – same support and resources for each member.
4. Shared mindset – communication of information so everyone has relevant knowledge and having common understanding within the group.
Understanding the ‘enabling conditions’ I would say we had all 4 conditions in our team, and I would certainly make sure I would look at this for future teamwork activities.  
By planning and preparing for a presentation beforehand I would achieve better results.  Keiling (2021) gave 10 tips on improving presentation skills on the recruitment page of ‘Indeed’:
· Prepare and practice
· Start strong and tell stories
· Leveraging body language and eye contact
· Stay relaxed
2.4	Analysis
I was happy to receive critical feedback as I understood how important it is for me to make changes for the future.  Whether it be an interview or a work meeting it is important to know how to conduct oneself and having the ability to engage with the audience.  I could have utilised the time given in class to prepare how I could present.
2.5	Conclusion
Tuckman and Jensen’s revised model of small group development (1977, quoted in Jones, 2019, p.27) describes stages a group goes through:
FORMING - STORMING – NORMING – PERFORMING – ADJOURNING
Understanding the stages helps us to recognise our progression through each stage and know that our team is becoming effective.  It focuses on interpersonal relationships and task activity (Jones, 2019).  This model would help me in the future to effectively work well in a team where I may not be with people who I am familiar with.
It is important I plan and prepare before a presentation so that I deliver a better message and keep the audience engaged.  I can aim to be more professional when speaking and show better listening attitude when engaging within my team.
2.6	Action plan
· Spend time making sure everyone's opinions and knowledge regarding the task is known.
· Recognising the Tuckman Model stages in group work.
· Be more confident offering feedback to others of their performance so that as a team we can work better in the future.
· Use notes to prepare talking points and ask someone to listen to my practice run through.
· Find a story I can relate to, that will enable me to draw attention to certain points and bring the curiosity of the audience.
· To be more focused but relaxed and find moments to breathe.
· Show more confidence.

CONCLUSION
This first term has enabled me to learn and utilise skills I already possessed but had not put into practice.  I have been able to complete class tasks and assignments using these skills through practical and writing assessments.  My biggest achievement this term was time managing.  I am aware that I am a regular procrastinator, and although I cannot rule this out, I can manage it better.  Using the Gibbs reflective cycle has been enlightening as it has given me the chance to evaluate and analyse situations and build a plan to help me improve myself if it were to happen again.  I will use the concepts and strategies I have learnt and researched in this module for this reflection process to improve each skill.  The feedback from Task 2 has enabled me to create a Personal Development Plan (see appendix) which I can use to help reach my goals moving forward.  I aim to work especially on my presentation skills and teamwork.  This is important for me as I would like to be confident when speaking and be professional in my speech to help me in the future within the working environment.
 
Appendix
Personal Development Plan

	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?

	Research
Skills
	· Using the University online library resources
· Using CRAAP test with 4 step source assessment strategy for further clarity
	I will be able to show I can use different methods to find information and that the information I have used is authentic.
	By using a library source in my next assignment

	In my 2nd term May 2022


	Referencing
Skills
	By following the Harvard referencing handbook
	I can show I can cite and give correct referencing to things I find online and credit the author for using their work
	I can check my grade regarding my referencing for my assignment
	In April 2022 once I receive my grades and feedback from assignments

	Presenting
Skills
	Following my action plan created from my feedback from task2 presentation
	I will be able to present myself with the qualities required from what I have learnt for an interview
	Becoming confident when presenting and next time I do a presentation I will encourage feedback from the audience and hope to have achieved better
	For my 2nd term presentation tasks July 2022








	Teamwork
	· Show more enthusiasm
· Listen to all perspectives
	I can show good teamwork abilities in the workplace
	When achieving good results from a teamwork exercise
	May 2022
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