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My name is Neli Todorova and I am from Bulgaria. I came to the United Kingdom seven years ago and I started working in London then. Last year, in 2019, I started to study the course Skills for the Workplace at University of Wales Trinity Saint David (London Campus). I started it because I wanted to improve my knowledge of how business works and gain new knowledge which I can use in my job and in my education. As I did not know a lot about the things covered in my course, I have learned about many new things in the different modules. One of these modules is Academic and Employability Skills, where we studied many different topics which will help us to be successful in studying and working. This included employability topics, such as CV and cover letter writing, academic topics, such as notetaking and referencing, and general topics, such as time management and public speaking. In this report, I will reflect on my learning experience of one topic of employability – CV writing, one academic topic – notetaking/ summarising for notes, and two general topics – time management and public speaking. For CV writing and time management, I will use Kolb’s Experiential Learning Cycle and for notetaking and public speaking, I will use Gibbs’s Reflective Cycle. I will explain both cycles briefly before reflecting on my learning.
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[bookmark: _Toc39010716]Kolb’s Experiential Learning Cycle
A useful model for reflective writing is Kolb’s Experiential Learning Cycle. According to Kolb, ‘knowledge results from the combination of grasping and transforming experience’ (Kolb, 2015, p.51). In other words, a person learns a lot when they understand their previous experiences and work to improve in the future. Kolb’s Experiential Learning Cycle has four stages. Those are ‘Concrete Experience’, ‘Abstract Conceptualization’, ‘Reflective Observation’ and ‘Active Experimentation’ (Ibid, p.51). The first stage is a practical experience a person has had in their life. The second stage consists of ‘reflecting on your performance’ (Morgan, 2017, p.33). In other words, the person is analysing their practical experience after it has finished. In the third stage the person can ‘start to develop a ‘theory’ of what happened and why’ (Ibid, p.35). They can use their knowledge to determine what went wrong/ right. In the final stage, the person plans what to do better next time. I will use this cycle to reflect on my experience of learning about CV writing and time management. The stages are shown in the diagram below:[image: ]
Source: Kolb, 2015, p.51: https://www.pearson.com/us/higher-education/program/Kolb-Experiential-Learning-Experience-as-the-Source-of-Learning-and-Development-2nd-Edition/PGM183903.html 
[bookmark: _Toc39010717]Gibbs’s Reflective Cycle
Another important theory for reflective learning is Gibbs’s Reflective Cycle. This model consists of 6 stages - description, feelings, evaluation, analysis and conclusion and an action plan (Jasper, 2003, p.80-82). The first stage is a description of what happened in the person’s experience. The second stage is of describing the feelings in that situation. The third stage is looking at the good and bad sides of the experience. The fourth stage, analysis is of the person thinking ‘about what might have hindered or helped the situation’ (Rumson, 2018). This can include other knowledge or experiences they have, or other people’s knowledge and experience. The fifth stage is the person can conclude from thinking about the experience in the other stages. The last stage is the action plan for the future which can help the person do better if they have a similar experience again. I will use Gibbs’s Reflective Cycle to talk about my experience of learning notetaking and referencing in AES. The stages are shown in the diagram below:
[image: ]
Source: McGregor and Cartwright, 2011, p.230: https://epdf.pub/developing-reflective-practice-a-guide-for-beginning-teachers.html 
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James Reed, the CEO of one of the biggest recruitment companies in Britain says that ‘seven seconds is all the time a recruiter will give your CV before it goes into the ‘interview’ or ‘reject’ pile’ (Reed, 2019, p.1). This shows that a writing a good CV is one of the most important things needed to get a job. Before I started studying Skills for the Workplace, I had some experience with writing a CV, but it was many years ago. So, it was very important for me to learn and practice what makes a good CV. Now I reflect on my experience of learning CV writing using Kolb’s Experiential Learning Cycle. In the Academic and Employability Skills module, we had a class about CV writing where we learned about the main things we need. Specifically, we did an activity in everyone had to make lists of their knowledge, skills and other things. Now I reflect on this activity and see that it was very useful to think about the knowledge and skills I have, as a person does not usually notice some of them in everyday life. Also, this task made me realise that I should only pick the specific knowledge and skills to put in my CV which will help me get the specific job, instead of listing everything I know. Also, thinking about what I can improve, the task of writing our lists into a CV personal statement helped me a lot. This is because I realised that everything that I say in my CV has to come with evidence that I can do it. As a result of the AES class of CV writing, I went home and put the personal statement which I wrote in class at the start of my new CV. I am sure that this will help me a lot in the future, when I apply for different jobs.
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According to researchers, ‘notetaking and review are positively related to academic achievement, but many students record too few notes to benefit fully from those activities’ (Kiewra, 1987, p.233). Therefore, it is important to learn different ways of notetaking if a person wants to get good results in their education. Before studying about notetaking in the AES module at UWTSD, I never studied about it, so I did not know that there are specific ways to take notes in order to benefit from them. Now, using Gibbs’s Reflective Cycle, I reflect on how learning about notetaking has improved my academic knowledge and performance. For example, in one of the AES classes in October, we did exercises on practicing summarising. This included reading a text and summarising it in a set amount of time. Reflecting on this experience now, I realise that it helped me in a lot of ways. For example, I learned that copying big parts of a text takes a long time and is not useful when I refer to those notes in the future. Also, by practicing summarising in class, I understood that I need to pick the key points of a text when writing a summary. This learning experience made me feel more confident about making useful notes from reading. What was good about this situation is that now I can use my knowledge of notetaking to help me make notes for my assignments. I do not think there was a bad side to this learning. From the experience of doing this exercise in class, I concluded that I should change the way I read and take notes. So, my action plan for the future is to continue using my knowledge of summarising when I read and make notes, and also when I have to do a summary in my assignments.
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According to Peter Morgan, ‘being good at time management is vital, crucial, important, and so on, in lots of different ways’ (Morgan, 2017, p.52). This is because people need good time management in many situations in life. It can seem like a simple topic but actually, there is a lot to learn about it – there are different theories and methods. Before starting my university course, I had some experience of time management, but I had no knowledge about it. For example, I had to work full-time while I was taking an English language course, so I had to manage my time well, but I never learned anything on that topic. Now I can reflect on what I have learned about it using Kolb’s Experiential Learning Cycle. In the Academic and Employability Skills module, we had a week where we learned about time management. In class, we did an activity in which everyone had to review their use of time. This included answering questions of how I waste my time, what I do in my free time, and how long I should plan for – for example for a week, or a year. Reflecting on this exercise now, I see that it has helped me a lot. For example, it made me realise that I spend a lot of time on my phone, which distracts me from doing the tasks I need to do. From the class, I also learned that to improve my time management, it is better to plan my days in advance. In this way, if I have a list of things and what time to do them, I can do everything I need instead of having an unstructured day and wasting time. The AES class also helped me to use time management for the future, for example by using the to-do lists which they showed us in class. Therefore, studying about time management in AES, made me learn the different aspects of this activity, and improve my own time management.
[bookmark: _Toc39010724]Public speaking
Public speaking is an important topic to learn about. This is because it is ‘a great way of building personal development’ and ‘helpful in almost every area of life’ (Barnard, 2017). So, for a student to have knowledge of the elements of public speaking is extremely important. Before starting my Academic and Employability Skills module, I watched many public speeches in the past but never thought that they require specific knowledge. The class activities we did changed my mind and improved my observation of public speaking. For example, first, we opened a document on Microsoft Teams and had to think and write some public speakers and the qualities that make a person a good speaker. This was helpful as it made me think of why I consider some people to be good speakers and try to spot which of their qualities make me think that. Then, we listened to three speeches – by Steve Jobs, Greta Thunberg and Barak Obama. This helped me to notice the qualities we discussed in a real public speech. This made me feel better about my knowledge of aspects of public speaking. It was good that I got to practice my knowledge from the class immediately when we did a practical activity. What I can make of this experience is that I now have more knowledge of how to analyse public speaking when I see it. From this AES class, I also learned what to do so I can make my own public speaking effective, such as have good body language and speak clear. My action plan for the future is to try to use the elements of public speaking I learned about in AES class, when I have to do a presentation at work or at university, as I think my new knowledge will help me a lot to be successful in that.
[bookmark: _Toc39010725]Conclusion
In this report, I discussed what I learned in the Academic and Employability Skills module of my course. I did this by reflecting on my learning experience of four of the topics which I studied in the module. This helped me think about and realise how my learning experience in the AES module has brought me important new knowledge which I can use now and in the future. For example, I now know many more things about CV writing which helps and will help me for my employability. I know more about notetaking and summarising which is helpful for my university studies and reading in general. I gained a lot of knowledge about time management and public speaking, which is helping and will help me in all parts of my life, including education and work. Reflecting on learning about these topics using Kolb’s and Gibbs’s cycles helped me learn from my experiences and think of how to develop my knowledge more in the future.
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Figure 13.5  Gibbs's reflective cycle
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