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Introduction
At an academic level, reading and writing will both expand the subject-specific and general vocabulary and improve one's skills in bringing forward a logical point and articulately addressing topics (Klove, 2020). The desire to learn and use effective vocabulary can be highly powerful while in the workplace. Using the best word choice to connect effectively and easily would also help you achieve the objectives you seek. Employability abilities are transferable talents that are beneficial in virtually any task. 
Personal reflection helps one to process and make sense of all the wonderful (and not so great) experiences of studying and working that we have experienced (Wheeler and Taylor-Joy, 2020). However, this module broaden our academic knowledge, experience and developments and makes one more desirable to employers. I therefore decided to focused on several topics - which I learned in this module, I believe those five topics are essential to be a successful candidate for a job. Furthermore, in this report I will be demonstrating Gibb’s reflective cycle and Kolb’s learning cycles. 

[bookmark: _Toc57221385]Reflection on Individual Performance
Personal reflection helps one to process and make sense of all the wonderful experiences of studying and working that we have experienced (Wheeler and Taylor-Joy, 2020). Everyone stands to profit from participating in some form of reflection. Via personal reflection, we may also inspire others to rise. This part of the report will focus on personal reflection applying Kolb’s Experiential learning cycle and Gibbs reflective Cycle. 
[bookmark: _Toc57221386]Kolb’s Experiential Learning Cycle
Kolb (1974) sees learning as an integrative framework, with each phase supporting and feeding each other into the next phase. At any stage, it is possible to enter the cycle and follow it via its logical sequence.
Effective learning, however only happens when all four stages of the model can be executed by a learner. Therefore, as a learning procedure on its own, no one stage of the cycle is effective. There are four stages of the learning cycle. The cycle starts with individual concrete experience. Then moves on to Reflective Observation, Abstract Conceptualisation and then finally to Active experimentation. 

[image: ]
Figure 2: Visualising Kolb's Experiential Learning Cycle (Source: www.simplypsychology.org)

Concreate Experience: In daily circumstances, this stage of the learning cycle stresses personal involvement with others. At this point, instead of a formal approach to problems and concerns, the learner seems to focus more on feelings. The learner depends on the opportunity to be open-minded and adaptable to change in a learning environment (Tanano, 2019). The learners seek the answer for his whereabouts, the purpose of his/her stay, determines future goals and objectives and becomes aware of methods and techniques which were employed subconsciously to solve the individual dilemma. 
Reflecting on my experience during this stage of the cycle, I recall my experience in writing a cover letter for the very first time. For the opening statement, I stated why I’m a deserving candidate for that post. I made the statement compelling enough for the prospective employer. Moving on with the second paragraph, I carefully stated my purpose, future goals and objectives and what I have to offer for the organization. I have made my purpose clear of becoming an ideal leader who wishes to create learning experiences for the employees and focus on the overall growth of the organization. 
Reflective Observation: In this process of Kolb's analytical learning period, people decipher concepts and circumstances from multiple perspectives. The learner would have to rely on the objectivity and careful judgement in a learning environment, but would not carry out any intervention (Wongsarnpigoon, 2019). To form their views, the learner will draw on their feelings and thoughts. Learners are more concerned about internal motives, trends and patterns they use during their experience. Justification for choosing such a pattern of behaviour is conceptualized during this stage. 
To reflect on my experience for this stage, I’ve mostly focused on problem-solving through analytical and critical thinking skills.  While solving case studies, I’ve taken the advantage of my analytical thinking skills by collecting, interpreting and evaluating relevant data. After collecting data, I’ve communicated information with relevant parties, in this case, my course teacher and teammates. 
The last to final step was creative thinking. I’ve used creative reasoning to connect information from related and sometimes unrelated data. Critical thinking works as a catalyst in the process of problem-solving. Finally, I arrived at applicable and considerable solutions to the caseI was working on. The whole process of analytical and critical thinking skills saved me much valuable time. 
Abstract Conceptualisation: Learning at this point means using concepts, hypotheses, and reasoning to decipher questions or scenarios, instead of emotions. People of this style are more drawn to scientifically sound ideas than realistic value-based methods (Landon, 2020). Ideally, to solve problems, the learner focuses on systematic preparation and proposes theories and concepts. Rather than a realistic incentive, these people need a direct interpretation. They excel at identifying and arranging wide-ranging knowledge in a simple logical structure.
In this stage, I attempted on summarising and paraphrasing with reasoning and logical interpretation of case studies.  Furthermore, I’ve applied analytical methods to connect my previous experience with the new ones. I’ve noticed that my work-flow took a systematic approach from personal experiences derived from facts and knowledge. I usually follow the trend of using examples to understand a scenario better for the audience. Reflecting on this matter, I’ve learned that paraphrasing in academic writing is an efficient way to reiterate, condense, or explain the thoughts of another person while still presenting your statement or review with authenticity.
Active Experimentation: Learning takes an active type at this point, playing with shifting circumstances. The learner would take a realistic view at this level and would often weigh on what works, rather than merely studying a situation (McNaught, 2020). People are better at finding realistic applications for ideas and hypotheses in this step of the cycle. By finding answers to questions and challenges, they will solve problems and make choices. Those persons use the study of other people and tend to take a realistic, experiential approach. They are drawn to unique problems and challenges, and the execution of plans.
Reflecting on my previous presentation experiences, I’ve rigorously scrutinized and made a precise list of areas that needs improvement. I’ve also decided on trying out different strategies and methods to cover all aspects of a topic. Taking assistance from various sources to collect reliable information and thorough research can sharpen my instincts.  
[bookmark: _Toc57221387]Gibbs Reflective Cycle 
In 1988, Graham Gibbs created Gibbs' Reflective Cycle to provide structure to learning from experiences. It lays the groundwork for analysing interactions and with its cyclical existence, lends itself especially well to recurring experiences, helping one to learn and plan about items that have either gone well or have not gone well. 
According to Gibbs (1988), to understand, it is not enough merely to have an experience. It can be easily overlooked without reflecting on this experience, or the learning capacity is lost. Generalisations or ideas may be created by the emotions and thoughts resulting from this contemplation, and generalisations allow new situations to be efficiently handled. The six stages of Gibbs reflective cycle is discussed below. I will discuss the reflective cycle in the context of a group activity of this module.
[image: ]
Figure 3: Six Stages of Gibb's Reflective Cycle
Step 1- Description
In this step, the situation is described in detail. 
Application of academic writing is reflected in our cover letters and CV writing. I wanted to prepare myself for corporate jobs and jumped right into preparing cover letters for prospective employments. Without much prior research into the structure of cover letters, I wrote one whimsically. I showed submitted my cover letter to some of the organizations but didn’t get any follow up. After showing my cover letter to a few of my teachers and classmates, I’ve received some negative reviews. When we had class lectures on academic and cover letter writing, I could grasp on what went wrong on my approach. 
Step 2- Feelings
Here we discuss any emotions or thoughts that came to light before, during and after the encounter and how the experience could have been influenced by them.
Initially, I was filled with embarrassment and disappointment. I was hoping to receive positive reviews, whereas my work was criticised by my teachers and classmates. But then I carefully composed by feelings and thoughts and kept an eye out for potential solutions. I’m glad I didn’t lower my self-esteem and use analytical thinking and creative problem solving to solve my blunders and errors in both academic writing and cover letters. 
Step 3- Evaluation
We have an opportunity here to evaluate what worked in the situation and what didn't work. Even if it was mainly one or the other it is important to be as objective and truthful as possible and get the best out of one's attention on both the optimistic as well as the pessimistic sides of the situation. 
The positive side is that I was prepared to receive feedback and work on my mistakes. The part on which I fell short was academic writing skills and writing structured cover letters. Cover letters should contain an appropriate statement of purpose which requires summarising the purpose for my career. The cover letter should be written within a specific format and the paragraphs are to be appropriately paraphrased for prospective hiring organizations. 
Step 4- Analysis
The phase-in analysis is where we have an understanding and knowledge of what happened. Up to now, we have concentrated on what happened in the case in depth. We have an opportunity now to draw sense from it. The goal is to uncover the numerous elements that went well or badly and remind ourselves why. Academic writing requires Harvard Referencing which I have learnt during my module. This will certainly help me to acknowledge other writers’ work as well as to enhance the transparency of the document. How to maintain a formal tone throughout the report was learnt throughout this module which is a major part of academic writing skills. The ways to research and finding out relevant information is also learnt throughout this module. 
After much research, I have found that I can improve academic writing through various tools and frameworks. Among them, I can use Microsoft Word, Latex and Google Docs for improving writing skills. Referencing management includes using referencing software to store and format references. Microsoft Excel, Google Scholar and Plagiarism Checkers can come in handy for effective research work. Online Grammar checkers and Correction tools can help us to get rid of grammatical blunders and errors. 
Step 5- Conclusion
Conclusions can be made on what happened in this segment. This is where I can summarize my lessons and outline what improvements to my actions in the future will strengthen the impact. In light of the previous steps, the conclusion is to be derived naturally from observations. It’s only natural to make mistakes initially. 
It’s necessary to follow formal structures and appropriate paraphrasing techniques to master academic writing skills. Professional and in-depth knowledge in academic writing is an important factor in preparing cover letters and CV writing. Finally, I learned that we have to look from different perspectives and be open to different opinions to find and solve loopholes. 
Step 6- Action Plan 
At this point, I will plan what I will do better in the future in a similar or related scenario. It can also be incredibly useful to learn about ways I can enable myself to do better so that I can plan on not just what I’m going to do differently, but now I will make sure it happens. Often only the realization is enough but other times it might be good to create reminders. 
I believe it’s important to be transparent about my strength and weaknesses. I’m well aware of my shortcomings and limitations. I aim to be more proactive and well-informed regardless of my approaches or level of experience. In this case, I will make
attempts to reflect on my lectures from this module as well as personal experience and thorough research for improving my overall academic writing skills. Now I have the knowledge and understanding of academic written skills. However, I’ll explore how to get further one-on-one training sessions to improve my academic skills. 
[bookmark: _Toc57221388]How I translated Academic Writing Skills to Employability Skills
Employability Skills are mostly career-specific and transferable. Owning writing skills is of critical significance in today's overly competitive, technologically sophisticated and fast-paced business world (Merlins, 2020). Employers are searching for candidates with those talents that will potentially increase the efficacy, efficiency and image of their facilities.  Among other aspects, the abilities learned from scholarly writing are properly matched with such standards of the employer. After small ups and downs, I have decided to give much emphasis on written communication and it has helped me minimize making small grammatical blunders in application letters, cover letters and CV writing. Good communication skill be it oral or written, is a ‘must-have’ skill for all prospective employees. I’ve learned that clear and logical writing is an indispensable part of effective communication. I’ve acknowledged that writing strategic papers, outlining risk analyses, preparing scenarios, blogging, collecting and compiling research data, producing recommendations, obtaining permits and permissions, and communicating with consumers, all require good written communication skills. I’m harnessing all the aforementioned academic writing skills as a prospective employee to work in a well-paid organization. 
[bookmark: _Toc57221389]Conclusion 
Academic and Employability Skills are closely related to each other. All students require foundational academic knowledge while they also need a hands-on real-life experience which comes from acquiring employability skills (Dasgupta, 2020). This report covers a vast range of articles and their summaries on employability skills and as well as a reflection on individual performance using Kolb’s learning cycle and Gibbs reflective cycle. Besides, it contains a personal development plan for monitoring and evaluating personal growth. Regardless of a student’s path after education, it takes both academic and employability skills to be fully prepared for a career. 
[bookmark: _Toc57221390]
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