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[bookmark: _Toc88588557]INTRODUCTION

This report highlights the learning reflection of the leant module. This report will cover the topics of time management, CV writing, academic writing and public speaking and giving a presentation. The personal reflection of these all topics, along with the detailed explanation of their uses and understanding will be provided in the report. The objective of this report is to provide a detailed understanding of these topics. The model of reflection applied in this report is the Gibbs model of reflection. This report showcases a detailed understanding of the learning modules. Based on the topic and the analysis of the reflection through the Gibbs Model, a Personal development plan will be prepared to improve the skills requires. 


[bookmark: _Toc88588558]GIBBS CYCLIC MODEL OF REFLECTION

Gibbs Cyclic model of reflection is a tool which is been used to reflect the experience systematically. This gives the idea about the personal experience or reflection of learning in a detailed way. The reflection provided is about some specific situation or event that took place earlier. The experiences are been reflected in various phases by the Gibbs Cyclic model. Description, Feelings, evaluation, analysis, conclusion and action plan are the six steps involved in Gibbs cyclic reflection model (Markkanen et al., 2020). 


[bookmark: _Toc88588559]DISCUSSION

The Topic of discussion are Time management, CV writing, academic writing and public speaking and giving a presentation.  This topic was included in the learning module, and all are the impotent topics that have helped in practical life. A detailed description of these all topics is been discussed below:
TIME MANAGEMENT /ORGANISED STUDIES
Time management is a great tool that helps the individual to organize and plan the routine. This skill or process helps the guide to plan and spend the time in a strategized manner. The time invested in the activities is been directed in the time management process. Time management is important to bring effectiveness to the work. This helps an individual to work smartly and provides the guideline to save time. We all have got the same hours in a day, but some people manage to utilize those hours very specifically and manage to get their work done within the time, while some people are seem to have problems with the assigned time. This is all because of the knowledge of the art of time management.  There is a difference between being busy and being effective. One can be effective in managing their time. The benefits associated with time management are many (Adams and Blair, 2019). The learning of time management helped me in various disciples. I managed to complete my academic projects on time, with an understanding of time management. This skill has been very useful for me. I managed to complete my work by setting the priorities and the quality of work can also be enhanced by time management. Apart from academics also, Time management helped me in organizing the other associated affairs in my life. In practice life the implications of Time management are various. The uses and implementation of time management in life helped me in being productive and to set my priorities. I become more productive and efficient.  The amount of stress that I used to have has reduced. I experience many people dealing with poor work quality or work performances due to the lack of time they have. This is the consequence of poor time management. Time management helps me to have better opportunities and choices in my career. Earlier I was not introduced to other opportunities due to lack of time or poor time management, but time management has opened the ways to other opportunities as well for me. The deadlines are not been missed anymore because of time management. In academics and the workplace also the organized and systematic studies could take place with the help of time management. It is an essential habit that should be present like the students and employees (Wolters and Brady, 2020).
CV WRITING
CV or Curriculum Vitae is a very important factor that impacts job finding. It is well said that the first impression is very important in any disciple. CV is the first impression that an HR or recruiter gets about the candidate. CV reflects the personality of an individual, so it is very important to maintain a good CV while applying for the Job. CV writing is a skill, which can be developed by keeping some important points in mind. CV included the mentioning of skills, but it is also a part of the skill itself. The key points that should be kept in mind while writing a CV are various. For example, one should pay attention to the presentations of CV. The job profile for which the candidate is applying should be analyzed and based on that the CV should be prepared to tailor the job profile. The important skills and experience should be mentioned d with top priority and various other such points are required to keep in mind (Scott et al., 2019). 
CV writing is very useful in getting the job I was looking for. It helped me in getting admission for the Internship at the very recognized organization. I practiced CV writing and took help from my mentor. I mentioned all the important skills that I possess which were required for the internship, in this way I got selected as an intern. Apart from academics and searching CV helped me in identifying the prominent skills and drawing the story of my life in some bullet points. I learnt the points that how to analyze the skills and knowledge of someone through their CV. There are approximately 40% chances that an effective CV can impress the recruiters at the first glance and an effective and impressive CV can lead to a good interview. So, CV writing is a skill which should be provided to students and employees. Also, it is important to update the newly developed skills and experiences in the CV to stay relevant (BREAK, 2020). 


ACADEMIC WRITING
Academic writing is the form of skills and writing, which requires to be well structured. The purpose of academic writing may vary based on who uses it. The use of academic writing is various in daily life. I have been benefitted from academic writing a lot in my course and college. There were various structures of Academic writing. One of the major elements and components of academic writing is that it serves the content in an impartial way to the students or other users. The objective of academic writing is not to manipulate or convince but are been directed with the only purpose to inform or to educate about a certain topic.   While writing academic content some points are required to be taken care of, to make it more effective and authentic. It should be well structured and should be supported with facts and evidence.  The focus should be on the critical facts and relevant theories. One of the important uses of academic writing is that it is a great tool to communicate and it serves the knowledge of a particular field (Wali and Madani, 2020). It enhances my knowledge in several areas of study. In certain areas of study, my understanding, knowledge and analysis is been increased through academic writings. Academic writing helped me in developing my critical and comprehension building. The knowledge helped me in developing broad thinking and enhanced my ability to think critically. Academic skills and their benefits are not limited to academics only, but it served advantages to me in several disciples of life too. It is supported with facts and figures so, the knowledge acquired through academic writing had helped in enhancing my communication and building confidence. Essays, report documents articles, presentations and various research papers are part of academic writing examples. a good academic writing skills g represents the professional image and polished image of an individual (Scott et al., 2020). 




PUBLIC SPEAKING AND PRESENTATION GIVING

Public speaking is a skill that serves various functions. It is a great tool for reaching mass audiences. In Academic it is very important to have public speaking skills in your behavior. In my academic public speaking and presentation skills help me in communicating my thoughts and opinion to the faculty of my university. Public speaking has helped me in building my unique personality interpretation among and reputation among my class fellows.  There are several points which are required to be keep kept in mind while giving public speaking and presentation. Speaking and presentation are soft skills which are used to engage with the public. The strategies required while public speaking are positive thinking and paying attention to body language. Public speakers use the presentation to make their points authentic and justified. Public speaking is essential in various times of life. In academic and professional life public speaking is important to engage with the people. It helps to individuals to grow undeveloped and develop themselves in professional life (German, 2017). I used to feel unconfident about my communication skills that's why  I felt an ability to convince my friends and teachers. Public speaking skills head help me in building communication skills developing my confidence through that. I took help from the presentation to make my public speaking more justified. This skill is where is essential and can be acquired in personality true practicing .it is one of the most important skills which serves as a bridge between the speaker and listener communication is considered as one of the skill important skill which is the backbone of society and public speaking gives access to circulating communication among (Carnegie and Esenwein, 2017). I was the student who was very nervous while but the regular and consistent practicing of it help me in overcoming my fear and my regular participation in various activities head help me in getting confident about public speaking. Apart from academic in real-life public speaking and presentation helps an individual Tu personality. it reflects the personality and it is the best way to enhance self-esteem I realized that my self-confidence has been public speaking (Raja, 2017)

[bookmark: _Toc88588560]PDP: PERSONAL DEVELOPMENT PLAN
Based on the above-mentioned topics and skills, a personal development plan is required to analyze the area of improvement and to measure and make a guide to strategies the planning. PDP is a great tool that helps in measuring, analyzing and planning the strategies to develop and to bring enhancement in the skills (Grit et al., 2019). The PDP is been discussed below:
	Skills
	Current ability
	Target ability
	Development Opportunity
	Criteria to Judge
	Time frame

	Communication skills
	One to one and speaking in less audience is good but feels, uncomfortable in presenting in masses
	To expertise in the field of mass communication n public speaking. To lead the communication team in the annual event.
	Active participation in various open mic events. 
The target can be achieved by enrolling in public speaking classes. 

	The confidence in speaking and the efficacy can be measured to judge the compatibility of skill. 
	6-12 months

	Academic writing
	The beginner level skill is developed
	To achieve ability in expert level academic writing.
	By taking training and practicing writing. By taking classes and online courses of academic writing. 
	The skill can be measured by taking feedback from an expert writer in academics. 
	5-8 months.


Source: (Shaheen and Hameed, M. 2020)


The PDP reflects the need for improvement in Communication skills and academic writing skills. The current abilities with target ability are been mentioned. The PDP gives the idea of the time which will be required to achieve the targeted ability by following the discussed development opportunity. 







[bookmark: _Toc88588561]CONCLUSION

This report is based on the academic and employability skills required by an individual in several disciplines of life. This report includes the topics of time management CV writing academic writing and public speaking. The personal analysis of these topics leads to building a PDP plan. The objective of this report is to highlight and analyze these topics and their implications in life. The analysis in this report is been done by using Gibb's reflective cycle. 
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There are certain skills which are required in academics. The prominent skills which help in enhancing the academic performance are time management, research, stress management, presentation skills and team work. All of these skills are required in different times, but the development of these skills in one’s personality helps them in getting the excellence in performance.
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Personal SWOT analysis is a tool which helps an individual to understand their strengths, weaknesses, opportunities and threats. This helps an individual or to any organization to analyses and understanding the detailed information of all the available elements. Skills are very important for any profession or in case of academics also to perform the work effectively. But there are some skills which need to be identified and are required to avoid in the academics. The SWOT analysis identifies and helps in giving priority the skills which are required prominently. The skills which are proved to be strengths in academic are: Creativity skills, Time management and Listening and understanding the other person. 
These skills are the strengths, which helps in understanding the academic lessons and time management helps in completing the academic tasks on time. While the weaknesses associated with the academic skills are procrastination and getting anxious about small tasks. The lack of stress management is one is the concerning weakness that I face in academics. The opportunities available are that there are chances that while achieving academic skills, organizational skills can be developed which will help in professional and employability skills. Also stress management and research skills can be developed in academic skills. The threats are that in order to achieve academic skills, the requirement of developing new skills is continuous. So, there are threats that new skills development will require in future. Also the achieved skills may not retain if are not being practiced regularly. 
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Employability can be measured on the basis of effectiveness. With the help of some basic but important skills, the effectiveness can be achieved in the work. For the profession of Veterinary Doctor, the skills require are to work under pressure. There are times when the doctors have to manage various patients, so they must know the skills to work under pressure. Doctors have to deal with the suffering patients, so the skill of emotional stability and intelligence should be possessed by a doctor. Communication skills are required to communicate effectively with patients. Along with problem solving skills the diagnostic skills are required to know the disease that the animal is suffering from. 
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The skills that are proved to be the strengths for employability skills are team work, leadership, patience and problem solving. A veterinary doctor has to keep working with the mutual coordination of other doctors in the team so, team work is important. Similarly they sometimes have to lead the operations also, so leadership is also the strengths. Being calm with the patients and to solve their problem solving skills is required. The weaknesses in this area are the lack of prop experience. In absence of experience people tend to not believe the doctor much, so the problem may arose in authenticity. The training that I perceived in my college is the opportunity that can help me in maximizing the work efficacy. The skill of being employable is also an added opportunity that can be beneficial for me. The policies which are been decide by the hospital are not the matter of concern for me, so the policies may not impact me in adverse order. But there are certain threats which are also present. The threat is that the clinical skills are must for any Veterinary doctor. 
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Based on the personal SWOT analysis, it has been concluded that there are certain areas in which the development and improvement is required. The SWOT analysis helped in highlighting this lacks and gives the ideas of development and improvement. Since, the threat present in employability skill was the need of Clinical skills, so this is major areas of improvement. To bring effectiveness in work, clinical skills are required. Apart from this, the experience certificate is also the need. The improvement can be done in this area by preparing for any certification course or internship. Development of communication skills and stress and pressure managements skills are also the major area of concern and improvement. 
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Personal development plan is the learning outcome of SWOT analysis. On the basis of SWOT analysis, the weaknesses and threats are been identified. After identifying the Weaknesses and threats, the action plan or PDP is planned to remove the weaknesses and to develop certain important skills. The PDP is prepared to develop stress management skills and to gain the work experience. The current abilities and targeted anilities are been decided. The required skills were achieved through development opportunities. To manage the stress, mediation was development opportunity, which can be judged on the criteria of work quality. In case of less stress the quality of work will be enhanced. The time required for developing the skill will be around 6-8 months. While to achieve a experience certificate, the time required will be 6-12 months. And this can be achieved by applying for the experience or work at some hospital or at some internship program. 
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The time management tools are important to manage the time. In case of both academic and employability skills, time management important in both the cases. There are certain tools which can help a person to manage their time and can help them to get the work done within the given time frame. Strategic planning of the task which is to be done may help the individual to manage their time. There are various mobile apps available which help in tracking the activities and the time spent in completing the activities. Those apps keep track of time and manage the time effectively. Scheduling and bulleting the tasks in journal are also the prominent time management tools. There are some technical tools such as ActiveCollab and Time Camp which helps in managing the time spent over academic projects. 
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INTRODUCTION

This presentation highlights various academic and employability 

skills which are helpful for the profession of veterinary doctor. 

The detailed analysis of skills will be conducted though  

Personal SWOT analysis . Based on SWOT analysis a personal 

development plan will be developed to enhance the skills.  The 

objective of this presentation  is to provide understanding about 

the skills and their development. 
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This presentation highlights various academic and employability skills which are helpful for the profession of veterinary doctor. The detailed analysis of skills will be conducted though  Personal SWOT analysis . Based on SWOT analysis a personal development plan will be developed to enhance the skills.  The objective of this presentation  is to provide understanding about the skills and their development. 
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ANALYSIS OF ACADEMIC SKILLS
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Stress management


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There are certain skills which are required in academics. The prominent skills which help in enhancing the academic performance are time management, research, stress management, presentation skills and team work. All of these skills are required in different times, but the development of these skills in one’s personality helps them in getting the excellence in performance.
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SWOT ANALYSIS FOR ACADEMIC 

SKILLS

Strengths Weaknesses Opportunities Threats

•

Creativity skills

•

Time management

•

Listening and 

understanding skills

•

Getting extremely 

stressed. 

•

Procrastination is 

present.

•

Organizational skills 

can be achieved. 

•

Research 

development will 

take place.

•

Stress management 

can be developed. 

•

The skills may not 

retain when not 

practiced regularly. 

•

The new skills are 

required very 

frequently for 

various works.
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SWOT ANALYSIS FOR ACADEMIC SKILLS

		Strengths		Weaknesses		Opportunities		Threats

		Creativity skills
Time management
Listening and understanding skills
		Getting extremely stressed. 
Procrastination is present.



		Organizational skills can be achieved. 
Research development will take place.
Stress management can be developed. 		The skills may not retain when not practiced regularly. 
The new skills are required very frequently for various works.













Personal SWOT analysis is a tool which helps an individual to understand their strengths, weaknesses, opportunities and threats. This helps an individual or to any organization to analyses and understanding the detailed information of all the available elements. Skills are very important for any profession or in case of academics also to perform the work effectively. But there are some skills which need to be identified and are required to avoid in the academics. The SWOT analysis identifies and helps in giving priority the skills which are required prominently. The skills which are proved to be strengths in academic are: Creativity skills, Time management and Listening and understanding the other person. 

These skills are the strengths, which helps in understanding the academic lessons and time management helps in completing the academic tasks on time. While the weaknesses associated with the academic skills are procrastination and getting anxious about small tasks. The lack of stress management is one is the concerning weakness that I face in academics. The opportunities available are that there are chances that while achieving academic skills, organizational skills can be developed which will help in professional and employability skills. Also stress management and research skills can be developed in academic skills. The threats are that in order to achieve academic skills, the requirement of developing new skills is continuous. So, there are threats that new skills development will require in future. Also the achieved skills may not retain if are not being practiced regularly. 







5





/0T ANALYSIS FORACADEMIC
SKILLS






image6.emf
ANALYSIS OF EMPLOYABILITY SKILLS



Skills to work under pressure



Emotional intelligence



Communication skills



Problem solving skills



Diagnostic skills
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Employability can be measured on the basis of effectiveness. With the help of some basic but important skills, the effectiveness can be achieved in the work. For the profession of Veterinary Doctor, the skills require are to work under pressure. There are times when the doctors have to manage various patients, so they must know the skills to work under pressure. Doctors have to deal with the suffering patients, so the skill of emotional stability and intelligence should be possessed by a doctor. Communication skills are required to communicate effectively with patients. Along with problem solving skills the diagnostic skills are required to know the disease that the animal is suffering from. 
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SWOT ANALYSIS FOR EMPLOYABILITY 

SKILLS

Strengths weaknesses opportunities threats

•

Team work

•

Leadership

•

Patience

•

Problem solving

•

Weak in 

communication 

skills

•

No prior 

professional 

experience.

•

I am well trained 

and did internship 

in college. 

•

I am employable.

•

The employability 

policies are not 

matter of concern 

for me.

•

Work pressure is 

increasing due to 

introduction of 

new diseased 

among animals. 

•

Clinical skills are 

must. 
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SWOT ANALYSIS FOR EMPLOYABILITY SKILLS

		Strengths		weaknesses		opportunities		threats

		Team work
Leadership
Patience
Problem solving
		Weak in communication skills
No prior professional experience.


		I am well trained and did internship in college. 
I am employable.
The employability policies are not matter of concern for me.
		Work pressure is increasing due to introduction of new diseased among animals. 
Clinical skills are must. 














The skills that are proved to be the strengths for employability skills are team work, leadership, patience and problem solving. A veterinary doctor has to keep working with the mutual coordination of other doctors in the team so, team work is important. Similarly they sometimes have to lead the operations also, so leadership is also the strengths. Being calm with the patients and to solve their problem solving skills is required. The weaknesses in this area are the lack of prop experience. In absence of experience people tend to not believe the doctor much, so the problem may arose in authenticity. The training that I perceived in my college is the opportunity that can help me in maximizing the work efficacy. The skill of being employable is also an added opportunity that can be beneficial for me. The policies which are been decide by the hospital are not the matter of concern for me, so the policies may not impact me in adverse order. But there are certain threats which are also present. The threat is that the clinical skills are must for any Veterinary doctor. 
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AREA OF IMPROVEMENT



Clinical skills are required 

to develop



Experience and learning 

is must. for effective 

working experience is 

required. 



Stress and pressure 

management



Communication skills are 

required to develop. 
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Experience and learning is must. for effective working experience is required. 

Stress and pressure management

Communication skills are required to develop. 















Based on the personal SWOT analysis, it has been concluded that there are certain areas in which the development and improvement is required. The SWOT analysis helped in highlighting this lacks and gives the ideas of development and improvement. Since, the threat present in employability skill was the need of Clinical skills, so this is major areas of improvement. To bring effectiveness in work, clinical skills are required. Apart from this, the experience certificate is also the need. The improvement can be done in this area by preparing for any certification course or internship. Development of communication skills and stress and pressure managements skills are also the major area of concern and improvement. 
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PDP: PERSONAL DEVELOPMENT PLAN

Skills Current ability Target ability Development 

opportunity

Criteria to 

Judge

Time 

frame

Stress

management

•

Small things 

bother a lot.

•

Get anxious 

when a new task 

is assigned. 

•

To handle the

work pressure 

smoothly. 

•

To enhance the 

quality of work 

by stressing less. 

•

Meditation may help 

in controlling the 

anxiety and stress. 

•

By continuous 

practice the divert 

mind from stress. 

•

The

enhancement 

in work 

quality can 

be measured. 

6-8 

Months

. 

Professional

experience

•

I am trained with

veterinary 

practice in 

college, but had 

never worked as 

professional 

veterinarian a in 

any hospital. 

•

To peruse a 

professional

experience 

certificate of 6 

months working 

in a hospital or 

clinic. 

•

Qualifying the 

entrance test to take 

admission in any 

hospital to work. 

•

Start serving as a 

professional even, if 

paid less money. 

•

The 

certificate of 

work 

experience 

can be 

witnessed to 

count the 

experience. 

6-12 

months
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PDP: PERSONAL DEVELOPMENT PLAN

		Skills		Current ability		Target ability		Development opportunity		Criteria to Judge		Time frame

		Stress management		Small things bother a lot.
Get anxious when a new task is assigned. 		To handle the work pressure smoothly. 
To enhance the quality of work by stressing less. 		Meditation may help in controlling the anxiety and stress. 
By continuous practice the divert mind from stress. 		The enhancement in work quality can be measured. 
 		6-8 Months. 

		Professional experience		I am trained with veterinary practice in college, but had never worked as professional veterinarian a in any hospital. 		To peruse a professional experience certificate of 6 months working in a hospital or clinic. 		Qualifying the entrance test to take admission in any hospital to work. 
Start serving as a professional even, if paid less money. 
		The certificate of work experience can be witnessed to count the experience. 		6-12 months











Personal development plan is the learning outcome of SWOT analysis. On the basis of SWOT analysis, the weaknesses and threats are been identified. After identifying the Weaknesses and threats, the action plan or PDP is planned to remove the weaknesses and to develop certain important skills. The PDP is prepared to develop stress management skills and to gain the work experience. The current abilities and targeted anilities are been decided. The required skills were achieved through development opportunities. To manage the stress, mediation was development opportunity, which can be judged on the criteria of work quality. In case of less stress the quality of work will be enhanced. The time required for developing the skill will be around 6-8 months. While to achieve a experience certificate, the time required will be 6-12 months. And this can be achieved by applying for the experience or work at some hospital or at some internship program. 
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TIME MANAGEMENT TOOLS



Strategic planning



Specialized time management 

apps



Scheduling



Bullet journal



ActiveCollab



Time camp
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The time management tools are important to manage the time. In case of both academic and employability skills, time management important in both the cases. There are certain tools which can help a person to manage their time and can help them to get the work done within the given time frame. Strategic planning of the task which is to be done may help the individual to manage their time. There are various mobile apps available which help in tracking the activities and the time spent in completing the activities. Those apps keep track of time and manage the time effectively. Scheduling and bulleting the tasks in journal are also the prominent time management tools. There are some technical tools such as ActiveCollab and Time Camp which helps in managing the time spent over academic projects. 
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CONCLUSION

This presentation is focused over the concept of academic and 

employability skills. The presentation is prepared in context of  

Career option of Veterinarian Doctor. The SWOT analysis of 
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