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[bookmark: _heading=h.gjdgxs]Introduction
This report will evaluate the key skills that I have learned to increase my employability factor as a student. Employability is possessing the set of skills such as personal attributes, knowledge, and understanding that helps an individual to secure their first employment and help them succeed in that field and creates opportunities for that individual to get further employment. The key skills that I have learned are time management and organizing my studies, CV writing, public speaking and giving a presentation and online learning experience. These four key skills that I have learned will be evaluated using a relevant model of reflection. Gibbs’ model of reflection is selected for this purpose. Gibbs’ reflective cycle focuses on the structure of learning from different experiences (Rowe, and Zegwaard, 2017). Gibbs’ reflective cycle provides a framework for evaluating experiences, allowing an individual to learn from the right things or mistakes that they have done during that experience. Using Gibbs’ reflective cycle to evaluate a previous experience will provide suggestions on what to do if that situation arises in near future. The evaluation of these four skills that I have learned outside the classroom, through Gibbs’ reflective cycle will provide me with a guide on how to handle such situations in the workplace.  
[bookmark: _heading=h.30j0zll]Gibbs’ reflective cycle
Graham Gibbs developed the Gibbs’ model of reflection or Gibbs’ reflective cycle in 1988. Gibbs’ reflective cycle provides a framework for inspecting experiences. The framework is cyclic, that is it tends to repeat the process of evaluation of the experience to provide an individual with the ability to identify previous mistakes and to plan accordingly for the next experience. Although Gibbs traditionally used it for repeated situations, the stages and principle hold for a single experience also. Gibbs’ reflective cycle consists of six stages namely the description stage, feelings stage, evaluation stage, analysis stage, conclusion stage, and action plan stage.
 I am using Gibbs’ reflective cycle to evaluate what I have learned from these four topics. These four topics are time management organising studies, CV writing, public speaking and giving presentations, and online learning experience. 
Description 

1. Time management/ Organising studies - Last year, one month before my annual examination, I came up with a strategy to prepare for the examination. I scheduled a specific period that I will spend on each subject. This was my routine for the entire month. I thought this will help me to cover all the subjects and will help me to perform well in my examination. After a month, the result was clear, I had passed the examination with flying colours. 
2. CV writing - First time when I applied for a job, my CV was rejected for not matching the professional standards. Then I came to know that our class will organise a workshop on CV writing. The workshop on CV writing techniques that was organised for our class, helped me to learn the different aspects of CV writing and how a well-structured CV can help me in getting a job. 
3. Public speaking and giving a presentation - I was selected along with two of my classmates to deliver a speech on what the present generation youth think about the environment and climate change at a conference for environmental awareness. We tried to remain calm and motivated each other before giving the speech. We highlighted the key points that each was going to address during the speech (Osmani et al., 2019). When our speech was over all the crowds applauded with the agreement to the statements we made through those highlighted key points. 
4. Online learning experience - A few months ago I opted for an online course on effective communication. I joined the course during the summer vacation in the hope to increase my communication skills. The online course helped me to gain some insight into how to communicate effectively in a group. The duration of the course was two months and by the end of the second month, I could see positive changes in my communication skills.
Feelings 
1. Time management/ Organising studies - Before forming the strategy of an organised study plan, I was feeling very scared as to whether I will be able to manage the time left for studying before the examination or not (Husam and Abraham, 2019). After I formed my time management strategy for studying, I was having a dilemma whether I will be able to continue following the time management routine or not. As the examination was approaching I was able to gain confidence and after giving the examination I was quite satisfied with the strategic plan of studying. 
2. CV writing - Before attending the workshop on CV writing techniques, I knew that a CV consists of personal, professional, and academic information. After attending the workshop I felt quite confident in writing my CV. I also felt quite motivated by learning how to make a perfect CV that can help me to get a job. 
3. Public speaking and giving a presentation - When I was selected for giving a public speech I was feeling very nervous. I was not sure whether I would be able to make a speech in front of so many people about the environment. I remained calm and patient before the speech. The motivation from my friends helped me gain a lot of confidence. Also remembering those key points that were needed to address also boosted my confidence.
4. Online learning experience - Before joining the online course on effective communication, I had doubts about the effectiveness of my communication skills. After attending the online course, I realised a lot of things that I knew earlier about communication skills, were not adequate. At that time I felt that I made the right decision by joining this online course. This made me feel positive about my decision.
Evaluation 
1. Time management/ Organising studies - The good thing about that time management strategy was the breakdown of the period which I will give to a particular subject. Setting the deadline for each subject’s study time every day, motivated me to complete my preparation before the exam. On the other hand, my classmate who did not form any such strategy found it hard to prepare for the examination. 
2. CV writing - The good thing about attending the workshop for CV writing is it helped me to develop essential techniques that are needed for CV writing. I came to know the importance of a well-structured CV about getting a job. CV gives the first impression of the candidate applying for a job to the recruiters. A CV not only contains personal, professional, and academic information but also provides a glimpse of an individual’s personality.
3. Public speaking and giving presentations - The thing that worked well was trying to remain calm and motivated before making the public speech. The idea of motivating each other was also proved fruitful because it helped in regaining confidence (Middleton, 2017). Remembering the key points that I have to address during the public speech, just before going to the stage was also proved helpful, as addressing those key points during the speech made me more credible in front of many people. 
4. Online learning experience - The good thing about opting for the online course for effective communication is that I was able to identify my weakness in communication skills. The things that I learned about effective communication from that online course helped me to rectify the mistakes that I was doing in the past and also enabled me to improve my communication skills.
Analysis 
1. Time management/ Organising studies - The strategy that I adopted for the preparation for the annual examination was fruitful. Division of study time according to the subjects helped me to pass that examination with flying colours. 
2. CV writing - Attending the workshop for CV writing helped me to learn to write a well-structured CV. A well-structured CV with all necessary information about an individual has a direct impact on the employability of that individual. 
3. Public speaking and giving presentations - The positive approach of keeping myself calm and motivated before giving the speech helped me to gain a lot of confidence. Focusing on the key points during the speech also made my speech very effective. 
4. Online learning experience - Effective communication is a very essential skill to get a job (Sekarwinahyu et al., 2019). Effective communication occurs not only when we speak clearly with logic but also when we listen and understand what the speaker is saying or what he is trying to say. 
Conclusion
1. Time management/ Organising studies - Breaking down the time frame for each work makes it easier to get the job done. This also helps in time management and increases the efficiency of the work (Sainz, Ferrero and Ugidos, 2019). Organised studying patterns helped me to succeed in my examination. I can conclude from the above experience, that organised work and time management helps a lot in getting the work done in time. 
2. CV writing - The experience of the workshop for CV writing helped me to understand the importance of the CV in securing a job. The workshop provided minute details on which we should give attention to increase our employability factor. I can conclude from the above experience that CV writing is not so simple and I should prepare my CV with more carefulness. 
3. Online learning experience - The experience of learning effective communication in online mode improved my communication skills. I opted for the course during summer vacation so I was able to utilise the free time that I had in gaining knowledge from online courses. I can conclude from the above experience that I have to utilise every available time to increase my employability factor. Also, the online medium is very useful in today’s world to know anything or to access any knowledge without going out of my house. 
4. Public speaking and giving presentations - The experience that I had while preparing and giving the public speech on the environment and climate change helped me increase my confidence as well as taught me to keep a positive approach before giving a public speech. I also learned to focus on key points that make the speech more effective.
Action plan 
1. Time management/ Organising studies - I will try to divide the work into small portions which will be achievable within a particular time frame. Doing this will help me to complete my task within the given deadline. Getting the work done within the particular time frame will also motivate me for the next task. 
2. CV writing - I will give more importance to my CV from the next time when I will apply for any Job. CV writing is an essential skill to increase the employability of an individual (Eldeen, et al., 2018). I will make sure that my CV contains all the necessary information about me, including my academic qualification, personal information, and professional career. I will also check whether the CV that I am submitting while applying for a job matches the professional standards. 
3. Online learning experience - The online learning experience that I had while I was pursuing an online course on efficient communication has shown me a wide range of things that I can learn using the internet, during my vacations, or free time to gain more employability skills. 
4. Public speaking and giving a presentation - From next time before giving any public speeches or presentations, I will remain calm and will motivate myself to make that speech more effective (Laguador, Chavez-Prinsipe and De Castro, 2020). I will also identify some key points about the topic on which I am going to give my speech. I will address these key points and will try to evaluate them. 
[bookmark: _heading=h.1fob9te]Conclusion 
It can be concluded from the above report that employability skills like time management, CV writing, Online learning experience, and public speaking and presentation skills play a vital role in getting a job for the first time as a graduate (Ardian, Hariyati and Afifah, 2019). After evaluating these skills that I have learned during my study, it can be concluded that my approach towards management of time was quite fruitful in my previous experience and I can use this approach of time management in securing a job in the future. Although my approach towards writing a CV was wrong in the initial phase, after attending the workshop for CV writing, I know the techniques to write a well structured and professional CV. Evaluating the online learning experience has taught me that I can utilise my vacation time or free time to learn something new from the internet (Wareing, 2017). Lastly, the public speaking experience has helped me to gain a lot of confidence and I believe that this experience will help me in securing employability. 
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