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[bookmark: _Toc89361765]1. INTRODUCTION 
Employability refers to a set of personal attributes, knowledge and skills required for making an individual even more employable. Higher education institutes and universities are examining and evaluating various methods to enhance employability among students while exercising various measures in order to strengthen these skills. Employers generally expect certain soft skills from graduates when they appear for job interviews and therefore, it is important for university students to develop these skills over the course of their university career. Generic employability knowledge and skills are believed to be essential due to the intense competition in the labour market. Therefore, this study is concerned with the discussion of certain employability skills, along with the importance of reflection. Therefore, the Gibb’s Reflective Model is applied in this report. 
[bookmark: _Toc89361766]2. IMPORTANCE OF REFLECTION 
Reflection is referred to the process of examining and exploring oneself along with their perspective, experiences, interactions and actions. Reflection helps students get insight and define their short-term as well as long-term goals. Reflection is believed to be important for students as it promotes problem-solving skills and critical thinking skills. The primary aim of reflection is to be thoughtful, considered and analytical while being honest, distanced and rational. The importance of reflection has been discussed below:
· It is believed that reflective practices build the confidence of students and learn from reflecting on a specific experience. Self-reflection enables students to identify some of the barriers to learning while identifying the skills they lack, the skills they need to improve and the skills they already possess (Bruno and Dell’Aversana, 2017). 
· Self-reflection is useful in developing problem-solving skills among the students. Through continuous questioning, the students would be able to explore more solutions and become even more flexible as a learner. It allows the student to take adequate time in order to appreciate as well as assess their own learning. 
· Self-reflection is believed to be one of the most ideal ways for university students to measure their progress. While assessing their own weakness and strengths in their learning process, students would be able to become aware of various factors that might prevent and control learning (Bruno and Dell’Aversana, 2018). 
· Reflection is considered as a good practice as it promotes innovation among university students and graduates. Moreover, innovative skills is critical for students and with this skill, they would be able to find the job that match their requirement (Zheng, Herawati, and Saneewong, 2019). By varying the process of learning while experimenting with different ideas and approaches, the university students would be able to gain a richer learning experience. 
2.1 [bookmark: _Toc89361767]GIBB’S REFLECTION MODEL 
This theory is among the most popular cyclical reflective model incorporating six different stages of an experience. The component of Gibb’s Reflective Cycle is discussed below focusing on the employability and academic skills of students. 
Description: I think this module has been critical for developing certain academic and employability skills essential for working in a company. Therefore, with the help of the module I have been able to identify certain academic and professional skills such as time management, CV writing, referencing and finally, presentation. As much as these skills are important for university career, they are also essential for finding jobs (ed.ac.uk, 2021). Some of the skills which I need to focus on include Time management, CV writing, and referencing, presentation and so on.
Feelings: I feel that the skills which have been developed over the time would help me in the future. Before, this module, I lacked confidence and certain soft skills.  Following the completion of this module, I am able to focus on time management skill, which would enable me to prioritize my tasks, and complete ta task within the deadline, CV writing, which would help me to prepare a resume focusing on my skills and knowledge and aligning it with the job requirements. The module would allow me to develop referencing skills, which is essential for avoiding plagiarism and supporting evidence and finally, presentation skills, which is essential for creating innovative ideas and creating interesting slides. 
Evaluation: There are certain things which were particularly good about this experience. The module enabled me to develop all the important soft skills which I used to lack. Due to this, I have gained more confidence and would be able to find jobs which I want (ed.ac.uk, 2021). Moreover, due to this module, I would be able to exhibit the skills which employers generally look from university graduates. However, there are certain things that did not go well. I still lacked some skills and therefore, I need to take actions for improving those skills. The module not only allowed me to identify my strengths, it also allowed me to identify my weaknesses. 
Analysis: The module went well because my tutors helped me and improved my learning experience. I have been able to work in a team due to the support I received from my peers. In the future, this experience would help me while working collaboratively within the workplace. However, I experienced conflict between the team-members while working in a group and therefore, I need to focus more on conflict management. 
Conclusion: The module has been an opportunity to improve my knowledge and employability skills. It has been a source of motivation and built my confidence. It has increased my professionalism and improved my resume as well. Learning new skills is essential for achieving professional goals and create working habits among graduates too (ed.ac.uk, 2021). These are certain foundation skills that promotes job readiness among young graduates. 
Action Plan: I have prepared an action plan in order to improve the skills which I already have and those skills which I think are lacking. The action plan is presented in a table below:
	Objective
	Actions
	Resources
	Time

	a) Time management 
	I prioritize my tasks, and schedule the deadlines in order to improve this skill. 
	Time audit, calendar, time tracker and time management applications. 
	3 months

	b) CV writing
	I try to add quantifiable statements and summarize my experience and knowledge to improve this skill. 
	Websites, CV writing templates, CV writing samples. 
	2 months

	c) Referencing 
	I try to list the bibliographic details and try to proofread the references in order to improve this skill. 
	Online libraries, bibliographical resources, and scholarly articles. 
	6 months

	d) Presentation
	I try to organize my thoughts, define all the important terms and design interesting slides in order to improve these skills. 
	Handouts, backup copies, evaluation form and layout designs. 
	3 months



[bookmark: _Toc89361768]3. TIME MANAGEMENT 
Time management refers to the process of planning and organizing how one should divide their time between some specific personal and professional activities. Time management is necessary for increasing productivity and efficiency (Wolters, Won and Hussain, 2017). In the current section I provide a demonstration of this skill that I acquired from the module. This module informed me about the necessity of time management of personal and professional activities. I have learned about a range of skills during the module that has helped me to improve my time management skills. Some of these skills are prioritization and decision making, planning, outsourcing and delegating and creating a strategic system. I already knew about how to create time sheets but this module allowed me to act more specifically. I have also learned to use the Pomodoro technique of time management in which I was told to divide my work hours into chunks of 25 minutes, each separated with a 5-miniute intervals (Wolters, Won and Hussain, 2017). Using this technique I am able to work on the task that is required to be done at that particular time and work on it until time for that particular task is over. Initially, I was unable to complete the tasks in the given time but eventually I improved my implementation skills and soon I was able to complete the tasks within the allocated time. 
[bookmark: _Toc89361769]4. CV WRITING 
[bookmark: _Toc89361770]A curriculum vitae, often referred to as a CV is basically a professional bio-data or a written document that summarizes the skills, education and work history of a person. A CV is mostly needed for applying to jobs (Rehill, Kashefpakdel and Mann, 2017). This module has helped me to gain an extensive knowledge about making CVs and use them effectively. Writing a CV is very important for me because it can give me a chance to showcase my competencies and knowledge to prospective employers. From this module I have learnt about the various aspects of making and writing a CV. I already knew about the format and structure of CVs and the general things that it contains but the module gave me the opportunity to tailor the bio-data to the concerned job role. I learned that in the CV I should make the most of my knowledge, interests and skills. I am trying to keep it as precise and presentable as possible. I have also learned from the module that I must include a reference name as it can improve my chances of getting selected. I did not know about this before and the module has definitely helped me to create a more effective CV.



5. REFERENCING
Referencing also termed as citation is described as a method of stating or crediting the source of the writer’s facts, opinions and ideas. Failure to credit sources with proper references can affect academic integrity (Huisman et al., 2019). Before the module, I already knew about some of the aspects and use of references. However, in the course of the module I could improve my skills of referencing over time. From the module I have learned about sorting my list of references in the alphabetical order using the automatic A-Z feature in Microsoft Word. I have also learned to write references manually in case the citations are not available on referencing generators such as CiteThisForMe (Huisman et al., 2019). I am more consistent with the format and therefore my work is easier to follow. During the module I have learned to avoid the use of sources that are conventional. I can also proofread my bibliography list, a skill that I never exercised before this module. However, now I understand how important it is to proofread the list and mark possible errors and resolve the same. I am yet to make full utilization of the references because I often fail to cite my references as I write and therefore, I often forget which data came from which source, thereby leaving out the most important references. 
[bookmark: _Toc89361771]6. PRESENTATION 
Presentation, an integral part of public speaking, refers to a set of skills and abilities that allow a person to interact and communicate with the audience, engage the audience in visual representations and convey the information with clarity (Okoro, Washington. and Thomas, 2017). This section provides my personal reflection on the presentation that I delivered in the 9th week. I have learned a about a range of skills necessary for making presentations while creating the presentation myself. Before the module I had a little understanding of creating visual presentations and I only knew about the basics. However, during the module I learned about how I can create a visually engaging presentation and interact with the audience at the same time. While delivering the presentation I was able to understand when to ask questions and when to use humour as I addressed the audience. I have learned the key skills like putting a background, pasting images and changing the font and size of texts (Okoro, Washington. and Thomas, 2017). I also gathered comprehensive knowledge about the proper use of speaker notes and how to write these notes. I included some take-home points in the presentation I delivered and I was well prepared. I practised over and over again so I could talk with clarity. I was, however, extremely nervous and my I exhibited that through my body language. This is a negative aspect I should look into and work on. 
[bookmark: _Toc89361772]


7. CONCLUSION 
This module has allowed me to become a more efficient learner and achieve academic excellence. The skills that I have learned today will also allow me to excel in my professional career in the future. This module enhanced my academic literacy and has enabled me to make meaningful contributions. I have presented a reflection of my learning in this specific module in order to assess my skills and limitations. This assessment will further enable me to work on my weaknesses and improve the acquired skills. The learning in this module has made me more confident and independent as a learner. I am able to focus on my studies more effectively and convey knowledge with clarity. I am able to think critically and focus on different styles and techniques. 
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SITE MANAGER 

Future Career – Site Manager 

Adequate knowledge and experience in construction industry 

A Site Manager is also known as a Construction Manager or Building Manager, and is responsible for completing a building or structural project. In my role as a project manager, I will be working with a team of tradesmen to achieve a project's success. When I am a site manager, I may be in charge of the whole construction site or, for larger projects, I may be in charge of part of the project, reporting to a more senior manager who may also be taking care of several projects simultaneously. (Totaljobs.com). 
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Employability Skills 



Communication

An employer looks for candidates who have strong communication skills, which refer to their ability to share information clearly. Employers want employees with strong writing, verbal, and nonverbal communication skills. To be a good communicator, one has to be a good listener as well. Employees have to be able to understand the questions and concerns of their clients and follow directions from their employers.

Computer Skills

While most employability skills are soft skills, computer skills are hard skills everyone needs. Some jobs in tech (like being a software developer or IT specialist) require programming experience, but most just require basic computer skills. 

(thebalancecareers.com) 
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Employability Skills for Site manager 
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Time management 





Teamwork





Critical thinking





Ethics







TIME – MANAGEMENT 



According to Kapur (2018) every individual has the chance to decide how to utilize this important resource; it allows people to get the most out of the least, and it improves our knowledge about how to use it to the best advantage.

Specially in my career the time management skills it’s very important, I will have to be responsible for all task given to me and to make sure that I finish on time.
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Other skills 

CV writing 

Presentation 

Referencing 

Your CV makes a first impression on your potential employer when you're applying for a new job. It's possible there are hundreds of applications for one job, and you want yours to be on the pile for interview, not waste paper.  Sutton,(2000) 

Most people feel nervous when they present something. It's because a live presentation doesn't have a second chance. And you should know that the way in which you deliver information or ideas affects how they're understood by the audience.

Referencing skills will help me to authenticate my work and improve the academic integrity of my work.
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Other skill needed for your career 

Teamwork

Critical thinking

Ethics

Every workplace needs teamwork. People who work on group projects have to get along well with each other and handle their share of the work. You still need to be able to work well with colleagues and managers, even if you don't do a lot of team projects.

Critical thinking refers to understanding, analyzing, and interpreting information and drawing conclusions. Employees have to analyze situations and solve problems every day. It's important for employees to think logically and make good decisions.

Ethics is a big term that refers to how an employee behaves. Employers want people who understand and follow company rules, are honest and reliable, and act professionally and responsibly.

(thebalancecareers.com) 
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Personal SWOT Analysis


Strengths- time management, communication

Weaknesses- reflection, problem-solving

Opportunity- Easy to blend in

Threat- Difficult to solve unknown tasks

Shaw, (2017),  
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Personal Development Plan


To improve my time management skills 

To enhance the skills of CV writing

To learn and improve referencing techniques in my academic career.

To improve my presentation skills 
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Conclusion
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Personal Development Plan showed me the ways of improving these four skills further.





Academic and Employability skills both are compulsory in order to achieve success.
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