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1. 
Terms of References

To submit a report for the requirements of the assignment brief for Term 2 of the Academic and Employability Skills Module whilst studying the Certificate for Higher Education and Workplace Skills at the University of Wales Saint Trinity David’s. The requirements of this brief include reflecting on my learning in this module throughout the academic year this far. I will reflect on lesson topics, in-class activities and research published literature. It is important that I do not focus on any topics already presented in my Term 1 assignment.

2. Summary
The Academic and Employability Skills Module on the Certificate for Higher Education and Workplace Skills at the University of Wales Saint Trinity David’s, has deemed to be a self-awareness builder for myself. With the effects of Covid-19 2020 causing many sudden changes in the educational system, my self-awareness helped me to focus on my strengths and build on my weakness. This impact has reflected in my hard work and dedication both personally and academically, helping me focus on my goals and constantly reviewing my personal growth.
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3. Introduction

In this report I was briefed to reflect on at least 4 topics I received lectures on, focusing on any knowledge I gained from this, how I have applied this to my day-to-day and benefitted. I have chosen to focus on topics that I can relate too, as well as topics I applied to my learning whilst studying at the University of Wales Saint Trinity David’s. To highlight my reflective learning skills from all angles, I did some further research on different reflective cycles, where I look at how and when these are helpful to me. I will also use these cycles to reflect on other topics covered in this module, such as Presentation/Public Speaking Skills.

4. Methodology

I reflected on four different topics that we focused on in previous lectures of the Academic and Employability Skills Module:
· Gibbs Reflective Cycle
· Presentation/Public Speaking Skills
· Kolb’s Reflective Cycle
· Cover Letter
Along with some researched literature, I have highlighted my reflection on each of these topics, also implementing the reflective cycles discussed in-class to present this information. This report will acknowledge published literature used to support my discussions.



Results

5.1. Gibbs Reflective Cycle

Throughout this module I learnt about the Gibbs Reflective Cycle, which highlighted a lot of my current practices in my day-to-day life, as well as how I dealt with situations in previous employment.
Appendix A
Graham Gibbs, a sociologist and psychologist, conducted a study called ‘Learn by Doing.’ It is about encouraging people to think systematically, about experiences they had during a specific situation, event or activity.  Gibbs’ ‘Reflective Cycle’ and Learning study helps to implement ‘Learn by Doing.’ He created a circle model which is structured in phases. It breaks down the experience, allowing one to reflect upon their experiences as they happen.(Proudfoot, 2019)

5.2. Presentations/Public Speaking

I've been doing a lot of presenting recently, and I have no problem admitting that it's tough. For those not born with natural eloquence, public speaking can be remarkably nerve-racking. But I’m getting a lot better!
One of the biggest lessons I’ve learned over the last few years is that to be a great public speaker, it’s key to develop a personal speaking style. Since I know I’m not the most eloquent speaker in the world, I make up for it by packing my presentations with enthusiasm, unique/proprietary data, and tons of useful content as well as plenty of dumb jokes.

According to (Donohoe.2020) when you want to make a slideshow complete with text and multimedia content, Microsoft PowerPoint can handle whatever you throw at it. A PowerPoint presentation can share important information such as a business plan or educational lesson, or it can be useful for entertainment purposes.

5.3. Kolb’s Reflective Cycle
After presenting my assignment task via Microsoft Teams, I used to the Kolb’s reflective Cycle to assist me in using the constructive feedback received, and working on any weak areas for improvement.
Appendix B
Kolb developed a theory of experiential learning which gives us a useful model by which to develop training practice. This is called The Kolb Cycle. The cycle comprises four different stages of learning from experience. This can be entered at any point but all stages must be followed in sequence for successful learning to take place (Medical, 2019).



5.4. The Importance of a Cover Letter
Today, a résumé scan or quick Google search can seemingly tell you everything you need to know about a job candidate: where they went to school, their work history, any major awards or achievements — the list goes on.
But no matter how in-depth your résumé — or its online equivalent — is, it's not enough to tell your whole story to potential employers, writes Lauren Nelson, a communications specialist and VP at Aesthetic Cogency, in a LinkedIn post. "I don't care if your résumé is dozens pages of awards and sheer greatness," she says. "You've lost me."
To Nelson, a well-written cover letter is more important than an impressive résumé because it reveals your work ethic and attention to detail. It provides glimpses into your personality that a list of achievements can't. (Martin, 2014)


6. Discussion
6.1. ‘Learn by Doing’ study

Gibbs’ ‘Learn by Doing’ study certainly emulates the reflective learning system of a Kinaesthetic Learner, which I discovered when learning how similar my process of dealing with life situations is likely to the Gibbs reflective cycle.
Kinaesthetic learning is one of the three different learning styles popularized by Neil D. Fleming in his VAK model of learning. In essence, kinaesthetic learners process information best when they are physically engaged during the learning process.(Roell, 2018).

6.2. Creating a PowerPoint Presentation - Online

In Term 1 and Term 2 of this course, I was team leader for two different modules, where our assignment brief involved using PowerPoint to create and design a presentation. One of our assignment brief was to prepare an Online Group Presentation summarising a business plan, we had to use PowerPoint to create our slides again. This term we gave a presentation to our colleagues and lecturers via Microsoft Teams.

Appendix C	Appendix D

Presenting on Microsoft Teams, live on video for our colleagues and lecturer was the first time for all of us and it was very nerve racking. Thankfully, in our Academic and Employability Skills module, we had a lecture on presentations and public speaking in Week 7 where we looked at all the requirements and what is expected. This helped me to better prepare myself and my group for presentation day, ensuring that we delivered our best.

These are some of the key things we viewed:
· Practice
· Appearance
· Behaviour
· Opening
· Speaking
· Length
· Body Language
· Concluding
· Questions and Answers





6.3. Kolb’s Reflective Cycle for Academic Reflection

I have acknowledged that the Kolb’s reflective cycle is more academic focused. This would be a recommended cycle for individuals when dealing with different levels of confrontation/conflict whilst studying or teaching.
· Concrete Experience
· Reflective Observation
· Abstract Conceptualisation
· Active Experimentation

6.4. Writing a Cover Letter

Do’s
· Tailor the cover letter to suit the requirements of the job position
· Research and get key information on the employer as well as the role you apply for
· Talk about your relevant skills
· Tell them how you can help their team
· Remember to be honest as you will likely get questioned should you be invited for an interview
· Always close the cover letter by showing appreciation in advance and enthusiasm in hearing back from the employer

Don’ts
· Do not point out the skills you do not have for the job role
· Do not have any misspelt words or incorrect punctuation
· Do not make your cover letter long

Various reason why employers may not invite you to an interview based on your CV

 Although we know we have the experience and qualifications for the job, rejection sometimes knock our confidence, as a lot of us were taught to believe that getting a job is always based on qualifications and experience. Overtime, I found out that this wasn’t always the case and it helped me to stop feeling insecure and less confident in applying for more jobs. 

Here are some other reasons employers may not hire you:

· High volume in applicants – not enough time to view all CV’s 
· Cover Letter not job specific to the employer
· Social Media Content – Some employers will search for you by name to see what content you may have on the internet, they will decide on whether you will represent their company in a positive way or not. (the don’t usually disclose this action)
· Under Qualified/Over Qualified – May not be suitable for the salary/The salary may not suit you
· Weak Cv/Application – Mistakes, illiterate, poor structure, no references, no work history etc.
· Salary expectations – Your salary expectations may be too high for the job position/Their salary expectations may be too low for your requirements


7. Conclusions
7.1. How the Gibbs Reflective Cycle Works for me

Description - This is where I will look into the situation at hand, include all the details of what happened in reality and the outcome.
Feelings - Reflecting on how I may have felt during this experience, helps me to better understand how I probably could have acted different, what may have initiated the situation in the first place or escalated it and what could of cause any other parties involved to act/react in the way they did.

Evaluation- This is sometimes the hardest part, because it entails being objective towards the situation, focusing on what you could have done better or avoided, as well as what the other parties involved contributed to the situation. It is important that we look at the negatives and positives of these experiences, as it gives us a chance to look in from the outside and see what/who’s actions were beneficial and non-beneficial.
Analysis - At this point it is important that I understand why the situation may have occurred, and possibly determine if it was down to miscommunication, misunderstanding, misconduct etc. and take accountability for any actions I can now see added negatively to the situation.

Conclusion - After analysing the situation, I can now focus on my strengths and weakness, what areas I may need to improve my people skills and how I will deal with this situation in a different manner should it happen again. This will allow me to visualise how adverse the outcome would of been if all parties had the knowledge and wisdom required in the first instance, that I have now gained upon reflection. This is why I am sure that I learn from experience, gain knowledge and apply wisdom moving forward.
Actions - This is where I show wisdom, by applying a plan of action to make sure I put the required changes in place so I can deal with similar situations adequately.

7.2. Presentations/Public Speaking Feedback

Based on the brief feedback received from our lecture, we presented our business plan really well. The only critique was the time length of our presentation, it was too long. I believed this was because some of my group members wrote too many paragraphs and chose to read straight from their notes rather than summarise and focus on main points, otherwise all feedback was positive.
After having concrete experience, I was able to reflect on how the strategy I applied worked for the presentation as well as what failed and why. Having gained knowledge on Kolb’s reflecting model, I applied this method to my academic situation rather than the Gibbs Reflective Cycle. 

7.3.  Applying Kolb’s Reflective Cycle to My Academic Learning

Concrete Experience
Presenting an online PowerPoint presentation with group members via Microsoft Teams Video Live. The aim was to create and design PowerPoint slides, summarising our chosen business plan and present it under 15 minutes to our colleagues and lecturers’.

Reflective Observation
After receiving feedback from the lecturers’ I had to reflect on some of the point that were made for future reference. Our main critique was our length of time, we definitely went over our 15 minute threshold and were also told that some of our presentations were longer than required for the topic in discussion. I am sure the reason for this was due to other members in the team not summarising enough, causing their presentation time to exceed the 5 minutes. As team leader I did ensure to remind and make them aware of this fact prior to presentation day.

Abstract Conceptualisation
As team leader, I did make an effort to inform all group members of the requirements and what is expected of us on presentation day, however I can take accountability for not implementing a trial presentation with the group prior. I will be sure to take this constructive feedback on board and learn from it, because after the concrete experience I was able to see for myself where I failed to meet a requirement.

Active Experimentation
In future, should I become team leader again with a similar assignment brief I will apply my leadership skills further, to ensure that we are more confident and understanding of what is expected in Oral/Online Presentations. I enjoy leading a team, so with that I am sure that I will get the opportunity to manage another group assignment and apply the gained knowledge from previous experience.

7.4. The Importance of my Cover Letter

I realised a lot of my skills are transferable and opens many opportunities for me career wise. I have worked for a few different employers to strengthen some of my attributes and to also develop my skills, helping me to gain knowledge on a few different sectors in the field. Based on using this information to apply for a job, I would hope that the employer sees a confident individual who is always willing to learn new things and level up in their career. I learnt by experience, some employers do not appreciate that in an employee as it implies they may have no loyalty to their company, so they would not hire someone like me or they may tell me that I am over qualified due to not being able to pay me the salary I deserve.
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