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[bookmark: _Toc224953599]Introduction
Reflection is giving conscious consideration to our encounters, activities, emotions, and reactions, and afterward deciphering or breaking down these experiences in order to learn from them (Atkins and Murphy, 1994; Boud et al., 1994).  This report is a reflection on how participation in activities for the “Academic and Employability skills” module has developed my CV writing skills, Summarising skills, Time Management skills and public speaking and giving presentations skill that will help me in my future career. This reflection is based upon Gibbs’ Reflective Cycle model (1998) as it sheds importance to the entire process of reflection. 

[bookmark: _Toc650887774]CV Writing
[bookmark: _Int_wlDsYJ1X]The first skill I developed was CV Writing. This was a skill that I really needed to work on as I was not feeling quite confident about it. I knew I had to improve it as this is a crucial skill in today’s world. The CV is our opportunity to get in the spotlight of the employers, you should have this skill mastered in the best way possible so that your CV would not be skipped on it must catch the eye of the employer. The lesson of CV writing came, and we had it covered by another teacher. As the lesson started, I felt a little bit nervous not only because we had a different teacher but also because it was one of the topics that I was not good at. As the lesson progressed, I started to feel more positive about the topic, the ice was kind of broken between us and the new lecturer and I suddenly felt more comfortable and that was mainly because she was explaining everything very well. On the positive side I did feel that I have learned quite a lot about CV writing and I feel more confident now. We also done a very nice little exercise on where we had to create a personal statement for different individuals. On the negative side I still think that I need more time to go through some of the things that we went through during our lesson for example the personal statement is still kind of a weak area for me. On a reflection of that I should have maybe gone through the presentation again on my own especially through the bits I find difficult just to make sure I get a better understanding. As a conclusion I really feel more confident in my CV writing skills I was extremely happy with the outcome of the lesson, and I also learned that it’s okay to make mistakes as long as you learn on how to avoid them for next time. I have now set myself a goal to complete few activities related to CV writing and if I feel more confident, I will upgrade my CV to the best of my ability. 




[bookmark: _Toc772737937]Summarising
The second skill I have chosen is Summarising. I was really looking forward to this topic as I knew it would be interesting and extremely beneficial. As a definition from the Cambridge dictionary summarising is the ability to be able to express the most important facts or ideas about someone or something in a short and clear form. You need five crucial steps when it comes to summarising 1st is to get a general idea of the original, 2nd is checking your understanding, 3rd is to make some notes make some bullet points etc., 4th is to write down your summary, and 5th is to always doublecheck your work that step is crucial (Paraphrasing and Summarizing, n.d.). Before the summarising lesson I took the authority to look through the power point presentations just so I can be prepared for the lesson. The lesson started and even though I had a look at the slides I felt quite nervous probably because this was one of the topics I was looking forward to. As the lesson was progressing, I started to feel more at ease because Sylvia’s explanation was extremely good and she made it seem super easy, although afterwards I still felt a little uncertainty towards the topic. On the positive side of things, I felt extremely good, and I was quite happy that we went through the exercises she prepared for us as this was a chance to really see where I am at. On the negative side though I found the exercises a little bit difficult especially when we had to summarise a whole paragraph at that point, I just start overthinking and it becomes harder for me to gather my thoughts. Even though I know it is technically the same method that I will use with short sentences I still manage to stress out when I see a whole paragraph. I have learned from this lesson that no matter the size of the text I should stick to the same method of summarising as I would do with just a little sentence. The lecturer had a vital role in helping me improve this specific skill as their explanation on the topic was fantastic. In conclusion I have decide to complete more activities related to summarising so that I can improve myself as much as possible. I was quite happy with the outcome of the lesson, and I am sure that this skill will help me thrive in my career in the future. The next time I try any of the summarising activities I will go through the presentation we looked at during the class as I found it very beneficial. 





[bookmark: _Toc574394560]Time Management
[bookmark: _Int_98RLbegC]Time Management is probably the most common skill amongst people that needs working on. I admit that my time management skills are not great even though I manage a group of people at my workplace I still find it difficult to create a balance between my work, studies, owning a business and working out. This was a topic I was looking forward to as I needed to learn more about it and how I could improve it and use my time more efficiently. Everyone gets the same 24 hours, but some people manage to achieve much more compared to others the answer to that is simple good time management (What Is Time Management?,  2019). I was very excited about this topic before even university started in fact in my interview upon enrolling, I mentioned to the person interviewing me that this was the topic I am most interested in. It was quite useful that this was the very first topic of our learning process. I was feeling very excited about the lesson but also very eager to learn as much as I can about time management. As the lesson started, I felt a little ball in my stomach this was probable due to being in a completely new environment and meeting so many new people it was kind of weird especially after going through couple of pandemics. Nevertheless, it was a nice feeling to be able to socialise again. The second part of the lesson started, and I could not be more excited as we were about to learn all there is about time management. As the lesson progressed, I felt extremely focused on everything our lecturer Sylvia was showing us. We looked at so many different videos, principles and many more interesting and beneficial information about good time management skills. One thing I was very impressed with was the Pareto principle 80-20, which basically states that 80% of all the issues that people face results from 20% of all causes (The Pareto Principle of Time Management, 2014). I was also very impressed with the Eisenhower Method in fact the template that we have on Moodle I have downloaded it and I use it to manage my time better. Now according to Wikipedia, the Eisenhower method is a method which allows you to evaluate different tasks using the criteria important/unimportant and urgent/not urgent. I personally found that very useful in my life and it helps me a lot in my day-to-day life.  One of his famous quotes is very interesting it basically says that most of the things that are urgent are not important, and most of the things that are important are not urgent. Now I personally found this quote amazing because it really makes you think, and I remember even when I was in class and the quote was mentioned by our lecturer it made me think a lot (Akhter, 2019). The lessons that I have drawn from that session are a lot and I will use them within my future career but also day to day life. I could not be happier with the outcome of this lesson as I have learned a lot but also the way the topic was delivered to us by Sylvia was outstanding and very clear which made it even easier to take on board everything she had to say. 

[bookmark: _Toc1922568613]Public speaking and giving presentations skill 
As a part of this module every student had to deliver a presentation about the skills required for their dream job. Good presentation skills mean that the individual is a good communicator which makes most of the tasks at work much easier as you can get across your opinion in a clear and concise manner (Why Presentation Skills Are the Most Important Skill Set to Have, 2018). This is skills is especially crucial for me to master as not only will I have to deliver presentations in class I also deliver presentations at work in front of new potential clients. It was very important that I do well in my presentation task although I always think that there is always room for improvement. Our day when we had to present our slides to the lecturer was nearing and I knew I had to get mentally ready for it. We have already had the lesson about presentation skills, and how to deliver a good presentation. We watched very interesting videos on what we should and should not do which was very informative. We also did an activity which I found extremely helpful, we all had to do a little presentation about ourselves and list the biggest achievements in our life. I personally this was a great activity to prepare us for what’s to come. On the day of the presentation, I felt quite nervous I had already delivered over 30 presentations, but every time feels like it is your first time doing it. As my turn was nearing, I was getting ready although I had a little hurdle to overcome with my laptop, but it was all sorted out. As soon as I started speaking all nerves went away and I felt rather confident, I think I was able to get my point across in a clear way and I hope I kept everyone interested. I am looking forward to my feedback from Sylvia as I want to know whether there is something I can work on. The positive things that I take from that session is that I am happy with the way the presentation went, however there is just one tiny bit I would like to avoid for next time and that is to prepare my laptop and all the slides beforehand so I can be ready to go as soon as I am called upon. For the next time I will take onboard all the feedback that I receive from my lecturer so that I can be even better the next time round. 

[bookmark: _Toc678718548]Conclusion
Overall, this module helped me understand the importance of Time management as well as giving me the confidence to manage my time better and evaluate the importance of different tasks so I can invest the right amount of time in each one of them. Therefore, in the future I will make sure that set myself deadlines for each task so that I can be sure of their completion on time. In this report I evaluated the different skills I enjoyed and benefitted from the most during this module. I believe that improving these skills day in and day out will help thrive in life as well as any future career.
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