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[bookmark: _Toc93272815]Introduction

In this report I will closely analyse 4 topics which have been covered during the term, my understanding of them and how useful is to have these skills in aspects of academic education, day-to-day life and career.  

It is important to reflect on my experiences and understand what skills I need to improve in the future. To do this, I have found that the most useful tool to use is the ‘Gibbs’ Reflective Cycle’[footnoteRef:1]. This covers 6 stages where helps people reflect on their experiences. The 6 stages are: [1:   Gibbs G (1988) Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford) ] 
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· Description
· Feelings
· Evaluation
· Analysis
· Conclusion
· Action plan






The Gibbs reflective cycle has helped me personally when I had to reflect on situations which I had to work on whether it was career, education or personal life. This is because it is a step-to-step guidance which helps you break down everything that has happened, makes you understand the situation as a whole better and helps you come up with solutions. 



I will now be discussing the following topics:
· Time management/ Organising study
· Reflection
· Public Speaking 
· Academic Writing

[bookmark: _Toc93272816]Time Management/Organising Study

Time management is an important skill to have in life whether at school, work or in a day-to-day perspective and it is also a skill which must be followed by everyone in life. I haven’t always been good at time management, and this is something that has affected me a lot in the past. For example, as I have a son, my organisational and time management skills must be well for myself but for him too. Whether it was to get up and get ready for school or work or organise well to do tasks such as revision or homework, as the time management and organisational skills were missing, it resulted to things not getting properly done which has caused stress, missing deadlines and sometimes even disappointment. Therefore, I knew that this was something I really needed to work on. 

In my studies I had to learn this skill to also be able to prepare for my lectures, prepare for my assignments or presentations and to balance my education, work and personal life. Learning this skill though I have learnt for the first time how to incorporate time properly and how to achieve the tasks within the given time. It has made it easier for me to run ahead of time and has given me the confidence that I am also capable of completing things within the given time period. As time management is described “Get it right, and you'll end up working smarter, not harder, to get more done in less time – even when time is tight and pressures are high.”[footnoteRef:2] Time management is the best way to develop our productivity and this can help us with any aspect in life.  [2:  Mindtools.com. 2022. What Is Time Management?: Working Smarter to Enhance Productivity. [online] Available from: https://www.mindtools.com/pages/article/newHTE_00.htm [Accessed 1 January 2022]] 


I have come up with an action plan and strategies to help with managing my time for an effective result. I have established a routine by setting daily tasks for the work I have to do such as university work and day-to-day work, also setting a time limit for each task and block out distractions such as spending less time on social media. I have found that this strategy is working and now I feel less pressure on myself and I am getting more accomplished. Therefore, this lesson of time management will be helpful for me in any aspect of my life and I am so glad that I took action by working on myself and this skill.
[bookmark: _Toc93272817]Reflection

Reflection plays an important role in the educational and work field. In this module, I have learnt that reflecting on your actions, your work and yourself as a whole, is a way to effectively learn more about yourself.”Reflecting helps you to develop your skills and review their effectiveness, rather than just carry on doing things as you have always done them.”[footnoteRef:3] My experience regarding the tutorials relating to Reflection were very positive as a new path of learning and evaluating things has been opened up. I was previously ignorant about reflective reports and its importance in academic as well as workplace culture and I didn’t realise how useful reflecting back would be. [3:  Open.ac.uk. 2022. The Open University. [online] Available at: https://www.open.ac.uk/choose/unison/develop/my-skills/self-reflection [Accessed 17 December 2021].] 


As I previously mentioned, reflecting helps in developing skills and reviewing their effectiveness. Reflecting using Gibbs’ Reflective Cycle has been useful to me to understand exactly what I needed to work on. For example, during my time at university at the beginning, I didn’t reflect on my work and studies. For example, if I didn’t understand something well in lessons, instead of going back and reflecting on what I didn’t understand and what I should have done to understand a topic, I would just simply move on and not go back to the topic. I have learnt however that this is wrong, and this is a way of not learning. I have realised that this was a mistake because reflecting on what I could have improved or reflecting on certain topics that I may not have understood so well at the time, could have improved my understanding of the topics during the term. However, during my lessons regarding Reflection, it has made me realise how important it is and that it would certainly help me if I worked on the skill.

My action plan now to a better reflective skill is that each time that I struggle with a situation, whether it is a topic at university, a scenario at the workplace or in my personal life, to look back on what I could’ve done different and work on it. Now however that I have learnt the importance of reflecting, I have realised that I am only helping myself in better understanding subjects, situations and even people including myself. Reflective study and the skill of reflection is an essential part for setting up my future career. 

Public Speaking and Giving Presentations
Public Speaking is an important aspect to have in your daily life as everyone encounters a situation where public speaking is necessary[footnoteRef:4] [4:   Open.ac.uk. 2022. The Open University. [online] Available at: https://www.open.ac.uk/choose/unison/develop/my-skills/self-reflection [Accessed 17 December  2021]] 

Personally, I used to struggle a lot with public speaking due to my language barrier and also being nervous. However, due to having examinations at university which required me to do presentations with my colleagues and also talk in class, this has massively helped to improve my skill and also boost my confidence. Also, during my lessons I have realised that there are many people which struggle with public speaking. The fact that I had to present in my class and get out of my comfort zone for my examinations, I now feel more confident to speak to people and it has also helped with stress and anxiousness. 
As I knew that public speaking was a weak point for me, I knew that I had to reflect on this and come up with a plan to become better at this skill. I have discovered that not only I should practice speeches and be confident in what I speak, but also manage my time well and prepare in advance to prepare for a successful public speaking. This skill of course goes hand in hand with the above-mentioned skills; Time Management/ Organising Study and reflection. 
For me personally, there are many personal benefits for public speaking whether it is at university, work on in my daily life. As I have worked on this skill massively though throughout my education at university, it is something that will now help me in my future in whatever I do. Public speaking has also helped me a lot in my day-to-day life.  It has given me confidence when I talk to people, it has helped me find the right words when addressing something to someone, I used to feel shy and not confident in myself before, not knowing what to say or where to start. Now though, I feel at ease. 
[bookmark: _Toc85811773]Academic Writing

Academic writing is also very important and has helped me in many ways. Academic writing is clear, concise, focussed, structured, and backed up by evidence. Its purpose is to aid the reader’s understanding.[footnoteRef:5] In my courses, our tutors have explained and taught us how to write well academically. Before, I wasn’t too good at writing well as English is not my first language and I also didn’t get taught how to write academically. However, by reading many books and starting university, I have developed my academic writing skill a lot and now I feel more confident.  [5:  Library.leeds.ac.uk. 2022. Academic writing. [online] Available at: https://library.leeds.ac.uk/info/14011/writing/106/academic_writing  [Accessed 17 January 2022]] 


My experience regarding the sessions of academic writing was so fun as the tutor has made us do several small researches that have completely made the idea of academic writing and its concept clear to me.

I had a very good and effective experience regarding the sessions of academic writing. Previously I have a little bit understanding about the academic writing format and now after taking the sessions from our tutor it has become clearer to me. The lessons were so much that it has opened a ‘door’ for me to a higher chance of getting a more professional career in the future. Reflecting back on how my writing skills were before I got taught how to academically write, I have seen a massive change. I can now put the right words into an email or in a letter. I am now more confident to write my assignments and I have learnt the skill on how to write as an academic, as academic writing is something one must master well when writing an assignment. 

The lessons I got from the sessions of Academic writing will help me in the future to follow the workplace culture. As in the future I want to work in a successful business, having the skill of academic writing is very important as it will allow me to perform at my best and when I will need to write formal emails or reports for example.  Therefore, learning the techniques of writing that should be used in education and career life, this skill regarding academic writing will help me at that time. 

Additionally, I now know the types of academic writing whether it is analytical, persuasive, descriptive or critical all thanks to my tutor and the useful lessons which academic writing has proven to be very beneficial for me and for my future.  


[bookmark: _Toc93272818]Conclusion

Overall, during my term of learning the module Academic and Employability Skills, I have learnt four main skills which are now extremely useful to me and for my future. Not only that these skills are useful to know individually, but they also work well together. For example, reflection plays a big role in understanding where you need to improve. I have used the Gibbs reflection method to analyse each skill carefully and determine what strategies I need to do to work on improving a skill. Time management, Academic Writing, Public Speaking and Reflection are all skills which now help me be better academically, in a career and also better as an individual.
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