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  1 Introduction
       In this rapport, I will use The Gibb’s Reflective Cycle (1988) to apply for Reflective writing, Time management/ Organising study, Academic writing, and Summarising. In a recent article Learning Performance (2019) says that "It is about encouraging people to think systematically, about experiences they had during a specific situation, event or activity”. It is especially important to develop this skill and knowledge in the right way to a high-level and to recognize when and how I can apply them in a correct way. The conception of this module helped me to work out better the minuses I have, where I must work harder and the future steps, I must take to make the right progress for my workplace, social life, and personal life. The Academic and Employability Skills module helped me to expand my basic knowledge and skills properly over the topics I study in this module. Looking back to my first lesson with our lecturer, I had to admit I was worry and my feelings was mix because it was the first day back to study after a long time. Lesson after lesson, I started to research and read more about every topic and understand the importance of each one. Also, it is important to find a good connection between all topics learned on this module and to make use of all my new skills and knowledge in all situations, such as the workplace or personal life. 
  2.Reflective writing: was one of the most important lesson and was about Reflection, which is the base of other topics. Based on this without a good reflection, I cannot organize my time in detail and reducing the time waste, as is important to reflect all over the daily life and so one.
The Gibbs Model (1988) is formed from simple six key points and easy to follow:
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 As Mindtools (2016) point out the follow phrase “It’s particularly useful for helping me learn from situations that they experience regularly, especially when these don’t go well” 
 Firstly, one of the most essential things is to concentrate my attention on the first three points which include description of my experience, how I felt and how things had evolved. Secondly, the last three points of the theory, are necessary to have a good analysis about what happened, from the analysis I can have a conclusion regarding the overall situation with positive or negative sides, and after a strong analysis of the event, I can finally develop an action plan. One of the main reasons, why I must pay attention to all the steps, is to improve my action plan with comparable situation in the future. Usually, every evening before I go to sleep, I try to reflect over the day, but until now I had a superficial reflection and the reason because I am saying this is because I never analysed my actions or my colleagues’ so deeply or family and friends, or situation from different points of view. Beside this, missing some important steps from an accurate reflection, it could be difficult to have a good action plan and at the same time impossible to improve and to manage similar situations in the future. 
2.1 Time management / Organising study is one of the most important subjects learned on this term, as I realized how fundamental is to know to organize the time in a properly way to reduce wasting time. On this topic, I had found out many tips about time management such as: Weekly calendar, SWOT Analysis, The Eisenhower Method, Pareto 80-20 rule, Pomodoro technique, Web-based tool, Management software and many more procedure from where I can choose which one is more adapted to me. Working out which are my priorities, what I can do, how I can manage my time between work, study and family, my weaknesses, flexibility, and my body clock. Based on the answers found, it was easier to move on to the next task and adopt a method of time management adapt to me.
        One of the methods I always applied in the last few years without even realizing is the Pareto’s principle 80-20 rule. According to Businessballs,( 2017) Pareto 80-20 rules “80% of the results it will come from just 20% of the actions” which means it is necessary to detect the vital 20% from all situations to have an 80% profit, but at the same time could be some situations when this theory can give us more than 80% benefits or less, depending on the various circumstances. A good example of the Pareto’s 80-20% which I still remember since I was 10 years old, is when I plant a sunflower seed and after few weeks from that seed, I managed to get out more seeds with not too much effort. I found this theory, easier to apply for my professional and personal life and helped me to organize my time in a better way.
Daily Calendar is another method which I am using for long time because it is quite easy, and it is given me the opportunity to follow my task daily, without running the risks to leave something behind. This method offers me the possibility to plan all my task accurate and leave at least 1 hour free per day for the last-minute problems. 
   Daily calendar
	   Activity
	         Time
	      Priority

	Study
	        5:30 am
	Very important

	Work
	        7 am
	Very important

	Lunch
	        1 pm
	Last minute task

	Work
	        2 pm
	Very important

	Family/ Friends
	        5 pm
	Important

	Study 
	        7 pm- 10 pm  
	Very important



The main reason I prefer daily calendar is because it is given me the opportunity to monitories closer the important task and add last minute tasks too. Some of the time management methods, I had used from few years, but the only thing I had add, was a better organising time, to reduce the waste.
2.2 Academic writing is an essential topic which gave me a better view about the importance of writing, to express myself clearly, accurately, and objectively. As for me, English is my second language, I found a bit of a challenge to understand the structure of the sentence, how to make an effective use of the linking words, paragraphs, and the correct order of the subjects/ verbs. To acknowledge all the academic writing rules, was important to read and practice every day to improve my vocabulary. Ahead, of starting with my writing, is important to have a plan about the overview structure of the subject I want to approach in my text. I must split the text in three main parts: 
1. Introduction- this part includes details about me or the subject I will present in the assessment.
2.  Main Body- is made from paragraph and each one is talking about a topic.
      3.  Conclusion- is the end of the text where is summarises the introduction and main body. Also, is important to find information, different points of view and reading about the topics I’ve choose to write in my text. Is indispensable to connect all the information and proofs I had to can support an academic argument in the best way. Beside this, is vital to understand the importance of the sentences in a text and how to make an appropriate use of the words, in a proper way to give a fluid sense of my writing. The main idea of a sentence is to put appropriate words in the correct order, which help me to give sense of what I want to communicate in my writing or speaking. Another essential unit for writing is the Paragraph Structure, which helped me to organize my assessment in the right way. Recognize the main idea of the paragraph is essential, as I must know a group of sentences form a paragraph and all the sentences must relate to the same idea. Each paragraph must approach the same idea and all paragraphs are linked to the main idea of the writing topic. Reflecting over the information I had and if I am use them in a correct order, I will be able to complete successful my essential tasks on academic writing. The academic writing is another essential topic, where I learned how useful is to understand the main idea of the topic, to research and read around the subject, how to develop a plan about my ideas of the topic start writing and how important is to review my writing at the end.
2.3. Summarising is one of the terms I knew from long time and I applied every day, especially when I speak about my experiences, movies, books I had read and so on. According to Bailey (2013, p. 52) “Summarising is a flexible tool. You can use it to give a one-sentence synopsis of an article, or to provide much more details, depending on your writing needs.”   It is important to recognize where and how I can apply this method of writing or speaking, as is important to understand what the meaning of summarising is. Since I was studying back in my country, I had always used this method for my school projects and private life. Summarising method was helping me with my study projects when I had to read many books and articles. In addition, to this was vital to write an essay regarding of all I had read and understand, by incorporating all the information's I had in a shorter text. Based on this, is essential to understand the text, to put in the correct order the actions, make nots of the main ideas found in the text, connect them in a correct order and extreme the principal ideas in my one words. Approaching this theory is important to read as much is possible by analysing books, articles, and texts. The main reason I am using this procedure in my writing, as is offer me the opportunity to extreme someone else the main idea about a topic, in my one words. Beside this, is important for me to read around the topic, I had study and expose the text, in my one words. To know, how to apply this technic is necessary to recognize the four main techniques about summarising as: 
· Recognize the main ideas from the text                                                                          
· Make notes about the text
· Order the notes in a logical structure
· Connect them concisely.
The main reason I must take in consideration all these main points, is that it will give me the principal idea, to not run the risk of incorrect incorporating sentences in a wrong order. Also, is essential to know the difference between summarising and paraphrasing, as are two different methods and realizing the circumstances where is appropriate to applied them. Recognize all this characteristic of summarising theory is easy to extreme my ideas in a confident way. Summarizing is the method which give me a better view about the importance of writing in my one words about the topic. Beside this, I still must refer my writing ideas to the author from where I had read around the topic
3.Conclusion
The Academic and Employability course teach me the vital topics all over 10 weeks. It is impossible to say if one topic is more important the other topic, as all are essentials for a correct personal and professional development for every individual future person. Making a retrospective of my evolution, I can say I had learned new things, improving my English reading, and writing, which it will be useful for my future as an employee. Beside this, at the beginning the situation was a bit challenge, overall because I though it will be hard to use all the programs and platforms to fully succeed with my study. The only issue I have, and I feel a bit sad because I could not attend the lessons at the campus to meet my lecturer and my colleagues.
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