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Introduction


The employability skills have been frequently cited by the managers and employers as the most critical skills in the success of the workplace. 
This skill involves critical thinking, problem-solving, analytical thinking, and adaptability, written and oral communication along with the team leading skills.
 I have analysed and learn about the summarising, paraphrasing and assertiveness along with the flexible skills, which has given me the experience of taking an effective decision for my life towards my career development. 
I can say that flexibility skill is the capacity that has adjusted with my short-term changes quickly and helped me in doing my tasks effectively and efficiently. 
According to me, this report has given the detailed information regarding my skills, which would be helpful for my future career development in the business management and administration. 
I personally believe that the employers also need to focus on some of the analytical skills like; management skills, analysis skills, problem-solving skills, planning and innovation skills, previous achievements and handling complex situation skills.

Reflective report

By implementing the reflective Gibbs model, I have to describe, analyse as well as expose my feelings along with recognizing several strength and weakness as well as “areas of development” (Dressleret al., 2018). 
Action plan can be made for enhancing my personal skills along with assessing my expertise skills that is also useful in my employment career.

 I have used Gibbs model for reflection, which helped me and encouraged me to develop my academic and employability skill. 
For obtaining my knowledge and skills in the business management field, I have used my intellectual and good team leading skills in every stage of the reflection model, to get an essential result.



Step 1- Description

I have to improve some of my skills and use efficiently in which field I am excellent as these can be helpful for me in getting attractive employment opportunities. 

Employability and academic skills are the coral skill and traits that are needed for every job. According to me, critical thinking is the one’s ability for understanding, analysing, and interpreting the information that helps in drawing the conclusions. 
As I have been acknowledging the employability skills, this has given me the new experience that helps me to develop my presence of mind regarding the working criteria in an organisation.
 
During the module I have learnt about how to make CV, which help to improve my career development in future.

 As I could say that, CV is the document which aims to convince the employers and managers with what employee is with the employee’s qualification, work experience as well as employees skill makes it worthwhile for them to offer the employee either of the work experience and change to move forward for the selection process. 
As my professional profile I could state that my career in Business management and administration, I have learnt many theories to deal with the customers on a B2C basis.
 I have the team leading experience in doing the projects for the course of the business studies. 

Step 2- Feelings 
Initially, I was very much nervous and panicked, which created many barriers for me in assessing my academic as well as employability skills. 
Through this reflective cycle, I have come to know about my weakness and which skills I need to improve for the improvement of my career. 

According to me, my flexible skills help me to get chances in enterprises for helping out other team members from a critical situation. 
It also helps me the ability to work in team with my fellow members as well as providing solution against any hard situation in firms. 



As per my thinking, it can be beneficial for that firm to get back the better position.
 I feel that, my fundamental skill, knowledge, attribution, and the other things would help me for my bright future. 

I have Good Communicational Skill, which helps in attracting the customers. 
Apart from this, I can say that I have good teamwork quality, which directs my team with an effective and successful orientation for business objectives. 
My knowledge regarding the organisation could encourage me to give my best in order to achieve the organisational aims and objectives. 

In the attribution fundamental skill, I am very punctual as well as an organisational workforce that gives my company a higher success with my presence of mind and punctuality.
 I am very honest as well as positive in nature.
 This would help me in getting higher success in business and administration management. 
Apart from this, the company will be highly encouraged from my honesty and positivity. 

I personally believe that the employers also are concentration on some analytical skills such as management skills, analysis skills, problem-solving skills, planning and innovation skills, previous achievements and handling complex situation skills. 
From both terms, I have learnt some employability skills in which some skills I have quickly adapted appropriately and some I need to improve by continue practicing. 

Apart from this, critical thinking is related to the “paraphrasing, summarising and assertiveness” in the academic skills (Ayala Calvo and Manzano, García, 2020). 

As I have been acknowledging the term one, I could say that these skills are more useful and effective for academic and employability skills to develop knowledge and skills. 
On the other hand, I think the problem-solving skill could have been affecting my relations with my team members and also it requires the higher knowledge regarding the business management to solve the problems that would take a lot of experience in the business managing field. 

Step 3- Expose

I feel that it is a good experience as it has totally enabled me in further increasing my skills beyond my comfort zone so that I can get excellent opportunities in my career.
 It can help to improve my over-seeing skill as well as digital knowledge and skills along with my innovation skills to get better opportunity in my career. 

From term one; I have to learn about some Flexible skills, which is focused on responding on some situations based on positive and quick changes in evaluating my strength and weakness. Flexibility is defined as the capacity to adjust the several short-term changes properly. 
It has the ability in dealing with some unexpected issues along with a process for performing tasks effectively (Sekarwinahyu, et al., 2019). 
 
Through taking the initiative based on my module in previous terms, it is required to evaluate that which is required more for me and which is not needed. 
The detailed evaluation of my adapted employability skills is performed in the following section (Suleman, 2018). 

In any kind of job, I think an employee needs to assess the situation as well as solve the problems effectively. I could say that the employee of an organisation is required for thinking in a logical manner and also make a sensible and appropriate judgement. 
From the term one, I have acknowledged the flexible skill which helps me in adjusting situations based on positive and quick changes in assessing my strength and weakness. 

I think the flexibility skill and communication skill is best for developing my knowledge regarding business management and also this will help me to get an opportunity in working in an organisation with the team leading spirit and quality. 
In addition, sometimes the flexibility skill could create the over-confidence, which affects the relationship with the other team members as well as employers too, as they think discriminated (Tiwari and Malati, 2020).

 Problem-solving skill helps my ability to face situations and solving consistency, which affects my working ability as a team along with my team members and also provides the solution in any tough situation in the organisation. 

In the experience, I can say that by developing the CV I have analysed my key responsibility areas that are; I am good at taking team-leading responsibilities.
 I am able to handle business management with detailed information and also can maintain business activities thought in the organisation. 
In order I can offer the appropriate advice to the customers on promotions and offers through of excellent product of knowledge. 

Step 4- Analysis

Based on my good educational qualification, I have employed in organization but some of my skill is required to develop for getting opportunities that are more attractive in future.
 This initial work experience helps me a lot, as it also helps to improve my several academic as well as employability skills. 

Problem solving skills very useful for me in getting opportunities in firms as 62% of recruiting professional expected this skill in employees. 

It is required, when firms face any type of obstacles, then employees have the responsibility to define challenge clearly and resolve this situation by devising “possibility plans” and evaluating processes how it can be resolved through joining communities for sharing different opinions. 

Communication skill is very essential for my career, as a good listener can become a good employee as well as manager for firms through preparing several presentations on different topics. 
In order to make a good communicator, I have to empathize and actively listen the issues and the draw logical conclusions by adapting proper languages to the audience so that they can understand my opinion. 

Adaptability skills is also important for my career as new technologies are implemented in business organization in modern days and I think if my adaptability skills are excellent then I have learnt anything effectively within a short-term duration by changing several opportunities. 

Collaboration as well as time management skills is also necessary to get attractive opportunity in my career buy monitoring my own work in daily basis. 
I am a first-class graduate in business finance and based on my excellent educational qualification, I want to learn about the organisational skills also through gathering knowledge about firms. 

 As I have good communicational skill along with the honesty and positivity in nature, I could achieve a good and better position in the management with as a responsible employee in the organisation.
 
But sometimes, my honesty and positivity could deceive me by my team members and the employers also. 
This situation would affect my honesty and positive behaviour as well as diverts my working progress in the management. 

With the CV development, I have analysed my key project, where I have given my best effort for accessing the best result. 













Step 5- Action plan

	Skills required to develop 
	Several objectives 
	Actions required
	Approximate time bound

	Analysing and over-viewing skills
	· To become a successful manager in organization as I am a first-class graduate of business studies
· To enhance more involvement with my colleagues
	· Needed to join in learning session and gain knowledge and experience
	4-6 months

	Digital knowledge and skills 
	· To enhance my skills so that I can successfully handle a business 
	· Needed more practicing as well as learning sessions 
	6-8 months

	Innovation skills
	· To produce several kind business strategies for enterprises
	· Needed “internship sessions” in a firm
	2-4 months


Table 2: Action plan for personal development through skill improvement
(Source: Created by the Learner)


Conclusion



It can be concluded that in this report I have to learn many things in term 1 and term 2, which can improve my academic and employability skills.
By successful implementation of Gibb’s reflective cycle in this study, I can expose, analyse as well as describe my feelings properly in front of employers.
 In this term, my critical and analytical thinking are actively involved based on my learning along with their usefulness. 
In this term, I have to make my CV along with cover letter so that I can explore my skills and it helps me to get opportunities in several enterprises successfully.
Proper analytical thinking and critical thinking helps me in assessing my skills and based on this I have successfully made an action plan through which I can recognize that approximate which time will be required for improving my own skills. 
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  Cover Letter
As a highly successful individual, I will obtain first-class from the honour’s degree in Business Management studies.
 I want to learn more and contribute my effective role to obtain the organisational goals and objectives. I have strong leadership quality; I enjoy very much while working in a team and I am able to present very well. 
My knowledge background includes the leading operations, team, and the processes for driving the business operations effectively to accomplish the organisation’s objectives. 
Apart from this, I have effective communicational skill to drive the customer’s service success. 
However, that my communicational skill is beneficial for my career as well as for business success also.
 My broad background in the business makes me an excellent candidate for a company. 
In addition, my extensive key skills of team leading and knowledge of organisational theory will be helpful for the organisational development.
 I would also like to point out that one of my greatest strengths is a natural ability to develop consensus with colleagues and across the company. 
[bookmark: _Toc38828762]CV
	Professional Profile 
Throughout my career in Business management and administration, I have learnt many theories to deal with the customers on a B2C basis. I have the team leading experience in doing the projects for the course of the business studies. 
Core Skill
· Skill: I have Good Communicational Skill, which helps in attracting the customers. Apart from this. I can say that I have good teamwork quality, which directs my team with an effective and successful orientation for business objectives. 
· Knowledge: My knowledge regarding the organisation could encourage me to give my best in order to achieve the organisational aims and objectives. 
· Attributes: In the attribution core skill, I am very punctual as well as an organisational workforce that gives my company a higher success with my presence of mind and punctuality. 
· Other things: I am very honest as well as positive in nature. This would help me in getting higher success in business and administration management. Apart from this, the company will be befitted from my honesty and positivity. 
Key Responsibilities
· I am good at taking team-leading responsibilities. I am able to handle business management with detailed information and also can maintain business activities held in the organisation.
· I am can offer the appropriate advice to the customers on promotions and offers through excellent product knowledge.
Key project 
My concession was consistently noted as an example to the others of how to maintain theirs in a visually impacting clean and tidy assignment appearance in the business management. 
Education and Qualification
I am doing an honours’ degree in Business Studies.
Language
I can speak fluently in English. 


Table 1: CV
(Source: Created by the Learner)
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