



Academic and Employability Skills  


 Elena Corina Lazar                                       Module code:
Student ID: 2029139                    Academic and Employability Skills
                                                           Module  Leader:Sylvia Hoffmann


Table of Contents
1.0 Introduction	3
2.0 Time management	3
Application of Kolb's Model for time management in the module	3
3.0 Public Speaking	4
Application of Kolb's Model for public speaking in the module	4
4.0 Cover letter writing	5
Application of Kolb's Model for Cover letter writing in the module	5
5.0 Online learning experience	6
Application of Kolb's Model for Online learning experience in the module	6
6.0 Conclusion	8
Reference list	9

[bookmark: _GoBack]


[bookmark: _dwajs43v0hlb][bookmark: _Toc79027543]1.0 Introduction 
In this study, reflection is provided based on the learning in this module. Kolb's reflection model is used for identifying concrete experience, reflective observation, abstract conceptualisation and active experimentation. Moreover, Kolb's reflective model is referred to as experiential learning, which is used for reflecting on cover letter writing, time management, public speaking and giving presentations. The report is categorised into four different segments for each of the topics. Kolb's model is used for reflecting on various aspects of time management during the study and other activities for achieving success in academics. Besides this, the cover letter writing is essential for applying for a job along with Curriculum Vitae (CV), for a reflective account is also provide in using Kolb's model
[bookmark: _i536qiirn064][bookmark: _Toc79027544]2.0 Time management
According to Labib et al. (2017), time management is the effective princess of planning as well as exercising the conscious control of time for specific activities. Time management is an effective requirement for managing resources and distributing time based on the priorities of the task. In order to cover all the subjects taught in the class, it is essential that time is managed. In this module, I learned different topics ranging from CV writing, cover letter writing, reflection, paraphrasing, academic writing and summarizing. Hence, Time management is essential for focusing on each topic and effectively learning from them. Therefore, Kolb's model is beneficial in analysing the time management required in this module. 
[bookmark: _lfwclkhzyofh][bookmark: _Toc79027545]Application of Kolb's Model for time management in the module
Concrete experience
In this module, I learned how to manage time while completing different jobs. I learned to prioritise time according to the importance of a subject. Furthermore, time management skills are an important skill required for learning more and achieving higher objectives. 
Reflective observation 
Inconsistencies between understanding and experiences are focused effectively under reflective observation. I observed that time management is essential for achieving success and covering all the aspects and topics discussed in the module. As mentioned by Morris (2020), it requires more effort and dedication to pay attention to all the aspects and divide time accordingly. Moreover, I observed that managing time becomes difficult when there are several tasks at hand and every task needs to be completed within a stipulated period. Furthermore, I analysed that I need to classify tasks and prioritise them for better completion and growth. Moreover, I learned that time management is effectively required. 
Abstract conceptualisation
Further, I assessed that I need to create plans and strategies directed at classifying time for each topic I learned in the module. As mentioned by Aeon and Aguinis (2017), ineffective time management can deteriorate the learning process. Hence, I observed that I needed to create strategies and time plans for each of the topics discussed in the module for better outcomes.
Active experimentation
Hence, I finalised that a time plan is essential for classifying tasks according to the priority and then allocating time for each of the tasks. Furthermore, I created strategies for dividing my time and utilizing it effectively for covering all the topics of module. Moreover, I took some time to relax, refresh and play games with the help of the time plan. I noticed that without an effective time plan for management it is difficult to fulfil the objectives and life goals (Aziz et al. 2019).
[bookmark: _b1trav9a8222][bookmark: _Toc79027546]3.0 Public Speaking
The topic of public speaking itself explains about the activist directed at sharing and transferring ideas from individual level to a large number of people. It is identified that public speaking helps in sharing creative ideas which are beneficial for an individual.  I observed that public speaking has several aspects such as rhetoric, body language and voice of influence. Moreover, public speaking has several elements including channel, message, listener, feedback, interference and situation. As mentioned by Ignacio and Reyes (2017), each element and ascot need attention for delivering a message to the listeners. The module helped me to learn about public speaking and its positive as well as negative aspects.
[bookmark: _m4rgs1lrelip][bookmark: _Toc79027547]Application of Kolb's Model for public speaking in the module
Concrete experience
I observed that public speaking is required in most of the practical fields of life and essential for expressing personal opinions and views to the public. Moreover, effective public speaking can influence a segment of people or like-minded individuals towards common objectives and create changes. As mentioned by Takac et al. (2019), the positive influence of public speaking helps in creating significant changes as witnessed in post-poll results in a democratic setting. Hence, I observed that public speaking is essential for personal development as well as creating a better reputation among unknown individuals and the public. 
Reflective observation 
I observed that I could participate in public speaking exercises more often and improve my personality. On the other hand, I observed that public speaking exercises can help in improving my vocabulary as well as understanding a situation. Besides this, feedback from the audience is important in rectifying the content of the message delivered through public speaking. 
Abstract conceptualisation
According to Ivanova et al. (2020), public speaking is a skill that helps in personal development as well as building a better reputation among people. However, I could focus on writing speeches that influence my audience and appeal to them to take effective steps. In order to improve my public speaking, I also need to read more and build vocabulary for influencing my audience. Therefore, I need to enhance my vocabulary and communication skills for the effective delivery of messages to the public.
Active experimentation
I encountered that effective public speaking helps deliver messages to numerous people at a time, however, effective vocabulary and influencing writing is required to deliver the message. On one hand, I noticed that public speaking requires better writing and vocabulary, on the other hand, it is essential to communicate ideas with positive body language. In this module, I learned that positive body language is essential for public speaking and attracting attention towards the central point of the message. 
[bookmark: _fl9kq4hjf7][bookmark: _Toc79027548]4.0 Cover letter writing
[bookmark: _w1eajodmdj4d][bookmark: _Toc79027549]Application of Kolb's Model for Cover letter writing in the module
Concrete experience
Cover letter writing is centred on influencing the recruiters for a job that provides detail about experience briefly. As mentioned by Ajayi et al. (2019), it is beneficial in obtaining an interview by attracting the recruiters. It included an introduction to the resume, experiences, and highlighting the skills. I learned the importance of a cover letter in this module and how to write it effectively for increasing the probability of getting selected.  I observed different aspects of a cover letter and its requirement to convey the desired position in an organization based on the qualification and level of interest.
Reflective observation 
I observed that I need to prepare better cover letters that can influence the reader and help me to get to an interview.  In the module, I assessed the different aspects of the cover letter which needs the attention of recruiters. Furthermore, I tried to incorporate my experience as well as expertise in presenting the facts about myself through a cover letter. In addition to this, the different elements of a cover letter are designed in unique ways for attracting the attention of readers that I learned from this module (Paradewari, 2017). The different elements in a cover letter include salutation, contact person's name and different paragraphs combined with closing information. 
Abstract conceptualisation
As mentioned by Pamungkas et al. (2019), the purpose of the cover letter is centred on the enhancement of probability for getting selected in an interview and supporting the information in the CV. Hence, I learned that a cover letter needs to be developed with the utmost attention and provide effective details related to the skills.  Therefore, I tried to research more about the importance of cover letters on the internet and the book and study material provided in the module. Furthermore, I examined the different types of cover letters and their elements directed at fulfilling the requirements of the job. Referral cover letter, application cover letter, prospecting and networking cover letter are different types of cover letters that are beneficial for different purposes (Bahadoran et al. 2021).  In addition to this, I assessed that the cover letter needs to be designed in an effective manner that can help in increasing the chances of getting selected and attract the attention of the interviewees. 
Active experimentation
It is observed that a cover letter is one of the central factors that help in demonstrating interest in the job. Moreover, it helps in explaining to new people about oneself and supporting the facts presented in the CV. Apart from this, it indicates how important the job is for a person. Hence, I learned to develop and rectify different types of cover letters for this purpose. However, I noticed that I need to pay additional attention to the recruitment parameters for a job. 
[bookmark: _62nhjofenddx][bookmark: _Toc79027550]5.0 Online learning experience
[bookmark: _z2tuij7iedhk][bookmark: _Toc79027551]Application of Kolb's Model for Online learning experience in the module
Online learning has become a part of education in the modern era. Further, the Covid-19 pandemic has forced most of us within the boundary of our houses. Online learning has helped in acquiring knowledge remotely with the help of advanced technology such as Microsoft Teams and Zoom meeting applications. I observed that online learning is essential for meeting academic objectives and enhancing the knowledge level. I observed that effective online learning is essential to covering the syllabus along with handling technology.
Concrete experience
I observed that online learning experience is beneficial in identifying the basics of technological advancement including the internet for gaining knowledge. The internet has provided an effective opportunity for transferring knowledge remotely on digital platforms. Furthermore, the digital learning experience provides an opportunity to learn from home and use the transportation time for other productive work (Betretdinova et al. 2021). I observed that online learning helps in understating key points and recording the session for revision later on. On the other hand, I explored the topics discussed in the online class on the internet for better clarity as well as understanding. The online learning experience is beneficial for me as I can gain knowledge from the comfort of my home and attend all the lectures. In the era of the pandemic, it also protects me from getting infected and saves time in travelling to school or educational institutes. As mentioned by Labib et al. (2017), online learning experiences are directed at increasing knowledge through the internet as well as using the digital platform for gaining additional knowledge.  
Reflective observation 
I assessed that several technical difficulties or glitches are present in online learning. The issues arise from the slow speed of the internet which affects the quality of the learning experience (Martin and Bolliger, 2018). I observed that internet speed is a critical factor that influences the overall experiences of online learning. Furthermore, I observed that the battery of the mobile devices needs to be charged and lack of power can impact the learning process. Moreover, I assessed that the handing mic is somewhat difficult in online learning and instruction from teachers are not clear.
Abstract conceptualisation
Vague instructions affect the learning process and degrade overall quality. I assessed that the camera and mic used for online learning need to be handled effectively and efficiently. Inability and lack of expertise become a significant factor in degrading overall learning quality and distract the attention of the student.
Active experimentation
I observed online learning has several advantages as well as disadvantages. The advantages include gaining knowledge from the comfort of home and reduced travel time (Raspopovic et al. 2017). However, the technical issues arousing between the online lectures and classes de-motivate the learners. Moreover, I assessed that fast internet connection is vital along with fully charged mobile devices for attending online classes. Overall, online learning is advantageous for students as well as teachers despite the technical glitch.
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The module is distributed into different sections and the reflection is provided for four basic sections including online learning, cover letter writing, public speaking and time management. It is observed that Kolb's reflective model is beneficial in expressing the concrete experience, reflective observation, abstract conceptualisation and active experimentation. The reflection based on the model helps in analysing the different topics of the module effectively along with the impact of the learning experience. I observed that time management is important along with public speaking. Furthermore, cover letter writing and online learning experience are essential in enhancing the quality of learning. 
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