Academic and Employability Skills Assignment 2 
Introduction 
Within this reflective review I will explain how the learning in the module has helped me develop both my academic and employability skills. I will also reflect on any skills gaps and suggest ways in which I might improve on these gaps. I will use Gibbs reflective cycle (1988) to carry out my reflection of this modules learning points and suggest any future developments. I will also include a little insight into who Gibbs is, what his reflective cycle (1988) is and explain each stage of the reflective cycle. 

Graham Gibbs 
Graham Gibbs is an honorary professor at the university of Winchester. He is also the Former Director of the Oxford learning institute. Gibbs has a first degree in Maths, worked in computing and has a masters in Philosophy and a Postgraduate Diploma in Sociology and Social Anthropology. “Gibbs’ model was developed from an earlier theoretical model; David Kolb’s 4 stage experiential learning cycle 1984” (Lia.P,2016). 

Gibbs Reflective Cycle (1988) 
Gibbs reflective cycle allows individuals to think systematically about the periods of  experience or activity and one must use all the stages/headings of the cycle to structure the reflection correctly. There are 6 stages/ steps in Gibbs reflective cycle the stages include:
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1. Description at this stage we write about what happened,  Where the experience/ activity took place and when it took place. At this stage we also have to describe who was involved and said what, as well as “ what did you do, read, see and hear” ( Leeds Beckett University, 2015). 

2. Feelings what were your feelings before, during, after and how did you react.  “this part is not analytical, it is descriptive, it describes personal feelings and thoughts and actions (reactions)”  (Lia. Peter, 2016). 

3. Evaluation  what was good and what was bad about the experience. 
4. Analysis what sense can you make of the situation): 
5. Conclusion what have you learnt from the reflection of this experience. 
6. Action Plan what would you do differently if it arises again


My Learning from this Module Term 1

Description (Prioritising) : my learning about prioritising in term 1 from this module has helped me with time  management. Sir Stephen Covey emphasis that for long term achievements of goals we should spend more time in Quadrant 2 which is Planing for future goals, achievements and better success or health. According to Stephen Covey’s  time management matrix we should focus in Quadrant 2 (important stuff) rather than Quadrant 1 (urgent stuff). I have now gained the knowledge and understanding how to prioritise tasks accordingly to the importance rather than the urgency. All of this learning about prioritising has now helped me better manage my time and tasks. 

Feelings: before learning about prioritising I always felt rushed and exhausted. While learning About prioritising I felt quite surprised that I was prioritising my daily tasks completely wrong but at the same time my thinking was how I can improve on this. My reaction of learning about prioritising was an complete eye opener. After learning about prioritising I felt as though I gained excellent amount of knowledge and understanding about effective prioritising and thought I could use all this learning to improve my daily lifestyle. 

Evaluation: one thing that worked really well during my learning of prioritising is that I was learning how to prioritise important stuff like my academic study rather than the urgent tasks all the time. On the other hand I was not able to prioritise my pleasure time that well. The experience of learning about prioritising ended with success as I was able to prioritise more effectively than prior. 



Analysis: I couldn’t prioritise my pleasure time as effectively, as I was trying to meet deadlines of my academic study. This lead to very little rest and few outing with family. To avoid this I could have planned my daily schedules better and have specific time for academic study when I work best at. One factor to always remember is “ urgency and/or importance is not a fixed status”(SkillsYouNeed 2011-2018).

On the other hand prioritising my academic study went really well because I really wanted to pass and would like to carry on with my study further. Prioritising my academic study is very important and vital to me. Being able to prioritise effectively lead to meeting deadlines on time and leaving enough time in case I need to make any adjustments after submission. I could further improve my prioritising of academic study by consulting with my lecturer few weeks before submission. 

My contribution to to the experience of learning about prioritising was very useful, as I used get actively involved in class which used to cleaner doubt, miss understanding or thoughts. Others whom were present during this experience of learning about prioritising were feeling pretty much the same feelings as I did. This this because generally we just concentrate on the urgent matters rather than important until the important matters become urgent. “The key is not to prioritise what’s on your schedule but to schedule your prioritise” (Covey.S,2013). 

Conclusion: during my experience of learning about prioritising I realised the positive affects of effective prioritising skill. This experience has also helped me realise how poorly I used prioritise prior and in which ways I can improve on this. Overall the experience has helped me gain excellent knowledge and understanding about effective prioritising skill. I am now able to apply my knowledge and understanding into practice and see the results. 

Action plan: although the learning experience has had a positive affect, in the future I would like to be able to better prioritise my pleasure time with family. In order to achieve this I will plan my daily routine better according to the importance and fit in some time for myself. I will avoid multi tasking and pick a moment of time in which I work best at e.g. after 8pm for the more difficult tasks “Generally people aren’t very good at multi-tasking, because it takes out brains time to refocus” (SkillsYouNeed 20012-2018). 




My Learning from this Module Term 2
 
Description ( Job hunting and C.V. Writing): learning about how to hunt for jobs and how to paper a good structured C.V. has helped me immensely. I am now able to paper a quality C.V. and hunt for jobs more effectively. I have also gained a lot of extra knowledge and understanding about what steps to take or consideration to make when papering a C.V. or hunting for jobs. I have been able to hunt for a job post of Examination Invigilators position and paper a good structured C.V.  meeting the needs specifically to the job title. The results of this was a success as I got short listed as one of the candidates for interview process. 

Feelings: prior to learning about job hunting and C.V. writing I felt quite confused and unsure about the whole aspect and  thought it was a very difficult process. During my learning experience I felt quite relaxed and thought I could use my new knowledge and understanding about job hunting and C.V. writing process. After my learning experience I felt the urge to apply my learning experience into practice and felt confident enough, as I hade gained  enough knowledge and understanding. I was feeling over the moon when I got short listed as one of the candidates for Examinations Invigilators position and looked forward to my first interview. 

Evaluation: the experience of  C.V. writing ended with success as I was able to improve my C.V. On the other hand hunting for jobs didn’t go as well at first. Overall the experience of hunting for jobs and C.V. writing ended positively. 

Analysis: at first hunting for jobs went badly because I missed some information which lead to Time consumption and delay. To avoid this I could have paid more attention to the finer details. Improving on my C.V. went very positively, as I used all the notes from my class to improve on my C.V. and bring it up to date. This meant my C.V. was up to date and written with quality.  I could have further improve this by cross checking my C.V. with my lecturer or taking it into one of the sessions when the class was asked to do so. This would have allowed second view point of my C.V. and if there was anything lacking. 
I contributed actively to the experience of learning about C.V. writing and job hunting as I asked questions to clear any doubt, miss understanding and participated in finding any errors of a bad C.V. 

Conclusion: the positive learning about my self from this experience is that I am able to apply new knowledge and understanding into practice and see results first hand. The negative learning point of myself is that sometimes I can miss important finer details which may be vital and lead to time consumption or delay. Talking to family and friends has helped me with job opportunities “Get networking many people find jobs from people they know rather than traditional means such as job adverts. Talk to family, friends and other people you know to find out where work might be on offer” (Monster,2018). 


Action plan: my action plan from this learning experience is to pay attention to finer details and cross check with second person e.g. lecturer where needed. I will also look for more options in terms of job hunting in order to provide more variation for my self. 


Description (Interview process): my learning experience of interview process from this module term 2 has helped me successfully get my first job. In term 2  I learnt about first impressions at an interview. I have also learnt  how to talk about my self e.g. my skills and  what I have accomplished etc. I have also gained knowledge and understanding about how to sale myself  e.g. what I can do, what I did in my last job etc at an interview. 

Feelings: before learning about interview process I felt very nervous on the thought of job interview. During my my interview I felt confident enough to be able to get through the interview smoothly. After my interview process I felt excitement and nervous about the outcome as it was my first ever interview. I was thrilled after finding out that I was selected as one of the candidates for the position of Examination Invigilators. 

Evaluation: I was able to give clear answers to all the questions asked and really sale myself on the day of the interview. One the other hand I didn’t have a question papered to ask to the interviewers which I thought went quite badly, as I ended up asking a pretty daft question. Overall the experience of my interview process and learning went down as success with great amount of joy and happiness. 

Analysis: I completely forgot to paper a question which I could ask, as I didn’t think they would ask to see whether I wanted to ask something. In my opinion this made me look a little under papered as I ended up asking an irrelevant question. I could have avoided this by papering a set of questions which I could ask and practice before the interview date. 

Overall the full interview went very positively and ended with success, as I was able to answer all the questions with great knowledge and understanding. I think the interview process went positively because I did a lot of research about the position and the institution. This meant I was able to show my knowledge and understanding of their background and ethos, as well as having an clear idea of what they were looking for in the potential candidates. 


Conclusion: I meet my learning goal by applying into practice and seeing positive/successful results for myself. I feel as though I could have improved this experience by asking questions to the interviewers rather than them asking all the questions. 

Action plan: in order to be better papered in the future if faced with same experience I will have few different questions ready which I can ask at the end of an interview. I do this by finding out what kind of questions are suitable to ask at an interview. 


Conclusion 
I have come to the conclusion that this reflective cycle of Gibbs (1988) has helped me identify my strengths and weaknesses in a systematic order. Being able to identify my strengths and weaknesses will now allow me to improve my practice and knowledge. Gibbs model is an excellent way of reflecting as I am able to look at Prior, present and after experience feelings, reactions and thoughts. Using Gibbs model of reflective learning has helped me open new door to my weaknesses and strengths and how to take the full advantage/improve on. 
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