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1. INTRODUCTION 
“Knowledge without reflection is a waste of time; reflection without knowledge is dangerous.”  ( Confucius)

All the time, we are dwelling on daily concerns and situations: What went well? What hasn't happened? Why does this happen? How do I feel?  Reflection is a way of expressing ideas and feelings about a situation, or a bad day , which gives us an opportunity to deal with our thoughts and feelings.
When we reflect, we take a close look at something we might not have thought of otherwise. That helps us understand. Reflection is about actively looking at and learning about our thoughts, behaviour, emotions, and reactions and then interpreting or evaluating them to benefit from them (Atkins and Murphy, 1994). We usually do so by asking ourselves questions about what we have done, how we have done it and what we have learned from doing.
The aim of this report is to reflect over my learning experiences through Academic and Employability Skills Module; it is a self examination to become more aware about myself and how this module helped me in my professional life.
 Being a reflective report I am using Gibbs Reflective Cycle (Gibbs, 1988) because it is more easy to understand, effective on the learning process, it one of the most popular among the learning model.


2. CONTENT
2.1 GIBBS REFLECTIVE CYCLE
The research called 'Learn by Doing,' conducted by Graham Gibbs, a sociologist and psychologist, is intended to enable people to consciously think about their experiences in a given context, event or action. Gibbs Reflective Cycle and analysis of learning aims to apply 'Learn by Doing.' He developed a phase-structured circle model. It takes the experience down and helps you to focus on your experiences as they occur. Gibbs says it helps you to enhance your success and develop it for the future by focusing on your learning experience.
Therefore, it is impossible to change for the next time without this focus of your own learning. In order to fully learn and progress, he says that it is difficult to learn by only experiencing the situation / event / activity. You will take important ideas from the reflection using the 'reflective cycle' to remember what went well and assess what should be changed.
Gibbs Reflective Cycle contains six elements: 
1. Description: what happened?
2. Feelings: what were you thinking and feeling?
3. Evaluation: what was good and bad about the experience?
4. Analysis: what sense can you make of the situation?
5. Conclusion: what else could you have done?
6. Action Plan: if it arose again what would you do?



2.2 DESCRIPTION
As a student at University of Wales Trinity Saint David, on the Moodle Academic and Employability Skills I have been asked to write a reflective assignment about what I have learned in this module, choosing 4-5 topics from the two terms and reflect on how useful they have been to me. After two terms  I understand that this module has intended to provide students with the analytical skills necessary for academic study, as well as the personal and functional skills needed for fulfilling the various criteria for academic studies and the working climate and this assignment was the best way to do demonstrate this.
2.3 FEELINGS
I had many feelings and thoughts inside my mind as the professor gave classes, conducted activities, and spoke to us. During the classes I feel so curious about what the lecturer will teach and excited about the topics and how these will help me on my professional plan. During the preparation of this assignment sometimes I felt anxious and nervous because I feel confident to write about others experience but not so good about my personal one. This feeling changed after I start to organize my work and by the end of the term 2 everything was more clear to me.
2.3 EVALUATION
For the evaluation stage I had some good and some bad experiences through the Academic and Employability Skills course. What really is nice is that anytime I required the assistance in the learning phase, I interacted well with the professor. This helped me with my communication skills and gave more courage and confidence in myself. As a bad experience in my class I put my own behaviour. Sometimes I was not concentrated enough, maybe bored so I wasted my time speaking with my colleagues and learning nothing. 
2.4 ANALYSIS AND CONCLUSION
During this course I discovered that I have a big interest on subjects that are related to my work-place: Communication skills, Time management, Public speaking, CV writing .
· Communication Skills
According to Business Dictionary, communications skills is defined as the capacity to transmit information to others accurately and efficiently. Market managers with strong verbal, non-verbal and written communication skills help to promote the exchange of knowledge within an organisation among people for its competitive advantage. Working as an assistant manager in a restaurant I know that communication is everything. I started as a waitress and the first skill that has been required was communication with the guests. Communication abilities include listening, communicating, understanding and empathising. The differences in contact through face-to-face encounters, telephone calls and interactive messages, such as email and social media, are also valuable to consider. They are different types of communications skills and I learned about them first in practice, in the restaurant, and then in theory, at the university. I have learned that for becoming an effective communicator I need to practice the following: 
Active listening, which means that I need to pay attention to the person who is speaking with me.
Adapting my communication style to the audience, which means that I need to adapt my communication style to different situation. This is a skill that I need to improve because I tend to speak to everyone in the same way.
Friendliness
Confidence
Giving and receiving feedback
Empathy
Respect
Understanding the non-verbal communication
Almost everything I do in life can be considered as a form of communication. My work place helped a lot understanding and improving the way I connect and communicate with others.
· Time management
Time management according to Cambridge Dictionary is the practice of using the time that you have available in a useful and effective way, especially in your work. This is a skill that I personally need to work on it. I never have enough time. Working around 14 hours per day in a busy restaurant it is quite difficult to have some free time. I have learned a series of different time management skills that will help me to become a better time manager.
Organizing my time can help maintain a better picture of what I need to do and when, prioritizing my responsibilities starting with the most easy ones and finishing with the most difficult ones, setting goals allowed me to understand better my final goal and what I need to prioritize to accomplish that goal, planning my time and my activities during the day and last one stress management.
· Public speaking
Public speaking is defined as the art or practice of making speeches to large audiences (Collins English Dictionary)
It is essentially a demonstration that was offered live in front of the crowd. Public speeches may address a wide range of subjects. The purpose of the speech can be to teach, entertain, or impact listeners. Visual aids in the form of an online slideshow are also used to accompany the speech and make it more engaging for the listeners. 
Personally I have a major problem regarding this subject. I do not have any problems speaking in public in the restaurant, I can talked hours with  my guests, my colleagues, my management team about different projects but I have a big problem speaking at the university in front of my teachers and in front of the class. My last term presentation on another module was a big failure and that is the only thing that I am not proud at all. I have learned that are different things to do to improve my public speaking like writing down my speech, overcoming my fear of public speaking, practicing the speech but I can not still pass this fear.
· CV writing
A CV is a marketing document that outlines a work background, academic qualifications and their prospects for the future. Curriculum vitae comes from the Latin which means “ story of your life”. It is the first chance you get to make a good impression on a potential employer. A good CV can increase your chances of getting a face to face interview so it is worth to spend some extra time to do it. During my whole work life I have done a lot of CV, some good, some bad. There are different tips to write a good CV: be careful on your language, pay attention to details, be accurate, make sure it reflects you, include personal information, use powerful words, keep it short. From my personal experience I think is better to write a CV for every job that you apply. I try not to make a standard one that is good for everything .
2.5 ACTION PLAN
For the action plan I will do better than what I did. Attitude can change everything and I am willing to learn more and change to have more success. I will work harder, concentrate more, pay more attention to details, study more, do more research on the books from the library to understand everything better.
3. CONCLUSION
Reflective writing is indicative of positive thought , and is a valuable learning technique because it helps me to think deeply of my own academic and employability skills. This self-reflection style of writing helps me to consider and recognise my present talents, abilities, shortcomings, growth and accomplishments.
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