

Student Name: Natasha Sushich
Student ID:  1921374
Module Title: Academic and Employability Skills (BMSW4001)
                                                      Lecturer: Timothy Hopkins

TABLE OF CONTENTS
1.1 Introduction………………………………………2-2 
2.1 Methodology....................................................2-2
3.1 Reflection on Topics........................................2-3
3.2 Time Management……………………………...3-4
3.3 Teamwork Skill................................................4-4
3.2.1 Gibbs Reflective Cycle….............................4-6
3.2.2 SWOT Analysis ………………………..........6-7
3.4 Presentation and public speaking...................7-7
3.5 Conclusion………………………………….......8-8
[bookmark: _Int_3PgjQGiO]References…………………………………………..8-8




1.1 Introduction 
This is the report of self-reflection on my Academic and Employability skills, it is pointed to increase professional growth and development. This report will analyse my Academic performance and recognize my strengths, weaknesses, opportunities, and threats. Academic skills can be explained as accesses that are used for learning.
[bookmark: _Int_yomt4rMf]This report will summarize my present study, capability, and how I have used them. In addition, I would explain how these qualities have affected my present and future steps and choices in the field of my education, career, and generally prosperity.

2.1 Methodology
 I will use the Gibbs (1988) reflective model who is more precise than the other available models to reflect my ideas and glances of what I have observed, and it will be used in a more practical atmosphere than the other models.
Academic and Employability skills are not for students only, they are transferable skills, and you can get them with you beyond your training into new circumstances. Academic skills refer closely to the kind of skills that employers face.

3.1 Reflection on Topic
[bookmark: _Int_SkDD7jid]Academic skills and employability skills are two types of talents essential for each career. In this report, I will describe these abilities as well as go additionally within myself. Teamwork, Communication skills, Time Management, knowledge, dedication, and ambition are the most critical abilities necessary for each profession. Based on what I have learned in this class, it is critical for anyone to have these abilities in order to perform any job effectively.

I was able to reflect on my own SWOT and Personal Development Plan (PDP):
· SWOT Analysis 
· PDP for the next two years
Personal Development Plan for the next two years   
What do I need to improve in the next two years if I want to achieve them?  
· Communication skills at the highest level
· Improve my English language and grammar 
· Better Time Management
What will I need to do to achieve this plan?    
· Stay on the topic when I speak 
· Make sure I understood the speaker 
· Learn to speak in public more confidently  
· Write often what people say before forgetting it
· Read and write in English as much as possible
· Summarise the paragraph I have written
· Create a plan list from Monday to Sunday and do it.


3.2 Time management
[image: A Guide to Time Management in Healthcare | Ausmed]
[bookmark: _Int_f0zMCAab]Time Management is a necessary skill for everyone. I have to learn to develop managing my time in my studies and work. I learned a lot about how I will improve my time management skills. According to Eisenhower Method, we have 4 categories of time management tasks. Each task can be crashed according to Eisenhower Method of urgency and importance.
Important and Urgent - Necessity Get Done
[bookmark: _Int_ObKag59C][bookmark: _Int_2pCNhNFR]To avoid serious effects, in this method I have to deal with unexpected occurrences and emergency problems, to solve them immediately. Mean, cannot be left for later, and have to be done immediately.
Important but Not Urgent - Priority
These tasks are not that urgent. I can keep them on one side for a while, but this can be a mistake. Perfectly, this is the method where I should spend most of my time working on strategic and influential tasks.
Not Important but Urgent - Deceptive
[bookmark: _Int_gwtdzwai]With this method, I need to deal with less urgent tasks. They might distract me from my main goals, but as Eisenhower method said, ‘What is urgent is seldom important'. There are times when I can avoid some issues and tasks, but the quicker job I do, the better it will be, for particular tasks making the work easy. 
Not Important and Not Urgent – Waste & Avoid
This task is not even important and not urgent. However, I use to waste a lot of time with this method, so it is always advised to be more careful because I may lose the current moment and do something more important.
3.3 Teamwork Skill
[bookmark: _Int_7aaE3vOZ]Knowing what I understand about myself, I am a decent team player. In my previous experience in the lecture or any other previous events, I always demonstrated my complete engagement in any team activities. In my opinion, I am a very good team player who appreciates the diligence of other people, which contributes to a positive work atmosphere.

3.2.1 Gibbs Reflective Cycle
[image: A picture containing timeline
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[bookmark: _Int_CWr4ILsq][bookmark: _Int_8oa0G7OW]Gibbs’ Reflective Cycle I will use, as this is a popular method of reflection. Reflection is associated with my learning from my own experience. Generally, the Gibbs reflective cycle is the process of learning from own experience or activity to get a new understanding of self-practice. Surrounds six stages of reflection and I am able to think along all these stages of my activity and experience. The method is special because includes knowledge, actions, and emotions. Suggest to me that my experiences are repeated, which is different from Kolb’s reflective model (Kolb, 1984) and such, this model is an extensive and more flexible approach to examining my situation in a critical way to allow my changes in the future.
Description
In this report, I will analyse, reflect, and appraise how I understand this course and improved my Academic and Employability skills. I will reflect on my skills which I still have to learn and expand and come whit ideas on how to improve them. Throughout the course, I have learned a lot of new skills, how to improve my academic writing and spelling, how to composite a report, how to paraphrase and make references, how to write a report and reflective essay. 
Feelings and Thoughts
During the first term of my study, I was a bit confused and nervous but excited at the same time. It was mixed feelings because I never did a report before. I was keen to know more about the topic which learned about Academic and employability skills. The first time when I heard I need to write a report including a reflective cycle I was nervous and confused, I will say more lost, I have never done something similar like that before. I knew it that will be hard for me, I did not know how to start and what to write, and what means to be reflective. I was feeling confused and unconfident and not ready for it. My feelings of confusion changed after some time. I realized that after everything is not going to be difficult to write the report. The report was more like a challenge for me the first time. I was able to realize what academic and employability skills I have gained and what skills gap I have and what I need to improve. The topic I learned during the course was very helpful to get a better job an enabled me to think in a different way how to improve my strengths, and weaknesses.
Evaluation & Analysis
After I have demonstrated my feelings before, I will evaluate and analyse now my all experience. I learned about different types of skills during my first term. Learning about new skills was very useful for me because these are academic and employability skills necessary to have a better job position in the future. I enjoyed the group discussions about the group presentation which helped me to expand my knowledge and to improve my Academic skills. I have analysed that the group work that we had in class has helped me to improve my team working and communication skills. Learning about all these was very good and useful for me because it is going to help me in my future job. The bad side is that some of the skills like, problem-solving and decision-making did not improve as I wanted. I believe by often thinking about my achievement and I am sure I will start to improve my strengths and weaknesses in a short time.
Conclusion in Gibbs’ Reflective Cycle
Conclusion of the development of Academic and Employability skills is important to get a conducive job in the desired field. I discovered from the study that academic skills are very decisive for realizing success and achieving desired career goals. In this reflective report, I like to describe, assess and analyse my experience during academic sessions and state how good I have developed and improved myself.
Action Plan
[bookmark: _Int_uRbF3DT6][bookmark: _Int_9gTyUFjC]In this reflective report, I like to describe, assess and analyse my experience during academic sessions and state how good I have developed and improved myself. I communicate more effectively, managing my time by preferencing first important and urgent matters, and engaging more in discussion with other people. However, these two skills I mentioned in this report still need to be improved. Problem-solving and Decision making. I will improve these skills in a few steps: doing often research, paying more attention in class and asking more questions, memorizing actively and not inactively, and being an active listener.
3.2.2 SWOT Analyse
[image: SWOT Analysis - Research-Methodology]
Strengths
I have great listening skills, listening without interrupting anyone who is talking. I pay full attention to someone who is speaking. Either at work or at university. Good prioritization skills allow me to prioritize tasks under the pressure faster and more successfully. By prioritizing tasks, I provide the most important and emergency tasks to be completed if need to. I am a very good team player. This skill is very useful for me in my career and academics way. I learned a lot from others, but I let others learn from me. Team working is a transferable skill and very useful skill.
Weaknesses
[bookmark: _Int_P0maYGjh]Communication skills are one of my biggest weaknesses. This is one of the reasons I am at university and studying the course, to improve my Communication Skill in a better way. For my communication skills to be excellent, I do not need to lean on what I learned at university only, I need also to take action in my hands and start improving in a better way my Communication Skills. Time Management. This is something I battled from the start of this course. When I started this course and this module, in the beginning, I did not understand still how to manage my time, either at work or at university, but I learned later with time how to manage my time and make sure everything is done on time.
Opportunities
My biggest opportunity is to achieve a Certificate in Higher Education. This will empower and enable me to have an excellent opportunity in the world of Employability or running my business one day. To improve my language skills. My English language is not fluent, however, by attending this course, I believe I will improve better my speaking, grammar, and writing English, as well my Communication Skill, which will increase my chances to get a better job opportunity.
Threats
[bookmark: _Int_i0ORTR2g][bookmark: _Int_f60JCmGI]My distance. I live one hour far away from my university, which is not that far. But traveling to university sometimes can be difficult. Because I travel to the University by tube, sometimes some of the reasons such as train strikes, and cancellations of trains, can affect me to be late for my lecture, missing the parts of my lecture, or whole day. This can cause my learning way. My Threats are as well, working and studying at the same time, which is not easy, and can be very hard sometimes. Days are very short, time is going too fast, and sometimes it can be very hard to adjust everything in one day if I have to and want to be successful at everything. Time managing can be very difficult. However, as I learned in the lecture, I have to create a timetable in order if I want to manage my time successfully and prioritize most of my important tasks.

3.4 Presentation and public speaking
[bookmark: _Int_2WHql9TN]Speaking in public is an essential talent for each student or potential employee in any work environment. However, this is one of my major flaws. When I am speaking to somebody or doing a university presentation, even in a small or large group of people, I get quite apprehensive. This is a condition I have had since I was a youngster, but it helps me communicate in everyday situations. Despite the fact that I need to change my circumstances since I am still not used to it.  

3.5 Conclusion 
[bookmark: _Int_p2ojbVYQ][bookmark: _Int_sAGcSfwL][bookmark: _Int_6oecv9qt]My conclusion in SWOT analysis, and PDP have been highly beneficial for me during the course and improved my academic and employability skills. These methods of improving my skills have been demonstrated to be prosperous and I will definitely continue using these skills in the future. I will keep my goals and continue using my PDP because most of them still need improving. Mainly, my communication skills and timekeeping skills. These skills are necessary if I like to be successful, academically and in employment way. Some of my weaknesses, such as, communication skills will need more improvement in my PDP, to be better in both of them.
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