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Introduction

The purpose of this report is to reflect my own learning about Academic and Employability skills. I will discuss about my favourite four topics that I have studied since I started University which are: Employability Skills, CV Writing, Presentation/ Public Speaking and Academic Writing-Paraphrasing. The most popular model for reflection to describe and analyse these topics, which helped me a lot in my learning, is the Gibs reflective cycle. This model was created in 1988 to help us reflecting on certain experiences in our lives, and has six steps: to describe, analyse and evaluate ourselves, what we did right and where we did wrong, and how we can change some things in the future to achieved the desired performance. 
The university of Edinburgh reflection toolkit [Online]Available: https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle
(Accessed 20 march 2020)


Description

I will describe the topics that I learned so far during the University according the Gibs model
Academic and employment skills are very important in everyone's life because they help finish the university with good grades, then have a successful career. During university I discovered many skills that I had before started studying, but with the help of courses, I managed to develop them.
I can also identify some gaps in my knowledge that I still need to improve. The four topics that I will describe are: 

· Employability skills - is a set of qualifications that are essential to starting a career and help employees progress to different positions and levels of superiority. A successful career starts with some abilities that need to be fully understood to demonstrate to an employer that you can provide necessary skills fit for the job. First, you need to know how to write a CV and a covering letter, how to apply for a job and how to highlight all your skills and abilities when you go to an interview.



· CV writing – A CV is a document where a person describes its entire professional and academic history and it is used in the employment industry. This document includes information about work experience, level of education and degrees, skills and research interests.

· Presentation / public speaking – is the process of speaking in public, in front of a group of people and it has the purpose of sharing information and opinions about a specific subject that are up for debate. People often use presentation software (Microsoft PowerPoint) because of its unique features and tools that can make an audience understand the subject of talk in a more professional way. 

· Academic writing- Paraphrasing- paraphrasing is part of academic writing and can be defined as the ability or skill to understand a piece of text and recreating it with your own words. This process is very important especially for students as it significantly increases the quality of work produced based on research.
Skills you need [Online] https://www.skillsyouneed.com/general/employability-skills.html
(Accessed 28 march 2020)



Feelings

According to second step of Gibs model, I’m going to discuss about my feelings towards these topics.
Before I enrolled in University, I did not know exactly what I was going to study, I only knew for certain that I had to improve my skills as a whole, whether are work skills or soft skills. Some of the skills that I consider essential, and that I have acquired over time are Employability skills which are: Communication skills, time management, team working, problem solving, emotional intelligence. 
In my experience, communication is a basic ability in the professional and social life and has a lot of benefits. Without good communication, you cannot have a successful career or have relationships. I started to systematically improve this skill since high school, I graduated with a good mark, after I started my employment as a Sales assistant. I communicated very well with my managers, colleagues and clients, I always managed to understand their needs.
During the university, I learned that non-verbal communication and listening are part of the communication process. The University proved to me that 80% of communication is nonverbal, through body language, like eye contact which is most important when you want to convey a message, especially to a group of people, when explaining a presentation, for instance. I believe that this is a skill which I still need to fully understand and overcome.
In my experience, I hardly worked with people as a group, so I did not know if I was able to be part of a team, working towards the same goal. This ability I discovered during the University when I had to do a group presentation. I helped my group a lot, I collaborated very well with my colleagues, I had the chance to improve my communication skill, I have listened well to others and when there were problems, I was able to solve them.
During the courses, I understand how important is a CV when applying for a job. if the CV is not well written, it is not organized and clear, then the candidate for a job will not be called at interview.  The CV is one of the most important factors in the whole employment process and the most important aspect that I learned at university is that when you want to change your job, the CV must always be modified ,improved with other skills that you have developed over the time. It happened to me several times to apply for different jobs and I was not called at interview, although I had the skills corresponding to the job, but I never understood where I was wrong, that it all started from the CV which was not updated.
My public speaking was always my biggest weaknesses, thanks to the University courses, I was able to improve them. I had difficulties presenting a subject to a group of people.  It has been so hard for me to speak in public. I also lacked self-confidence, which made that presentation very stressful for me. With all these problems encountered, I managed to make a very good presentation, which I am proud of and now I can say that I have improved my public speaking, I am much more confident in myself and I'm no longer afraid to speak in front of people.
Before I started my studies at the University of Wales Trinity Saint David, I did not understand why it was so important to know how to write an essay or using the process of paraphrasing.  It helped me to do research and get good grades in my assignments, to understand the new information before I can write it and also it helped me to clarify my thoughts and identify some gaps in my knowledge.



Analyse

Employability skills - are very important because they help us to become employees. Employers usually seek out as many skills as possible to successfully complete the duties they must perform in the workplace. The most important abilities that every employee should have are:

· Communication- is the process by which a message is sent or received, is a key ability because helps in many aspects of professional and social life. A good communication at workplace resolve problems, is building very strong relationships and helps to increase the productivity. This process includes:


1. Non-verbal communication – the message is conveying by body language, facial expression, or gestures.

2. Active listening- listening is part of the same very important communication skill, if you are a good listener then the benefits of work will be considerable as well as relationships with those around you will be excellent. This ability I improved during University because I managed to understand the importance of it.



· Time management – planning different activities for controlling the time spent. A good time management is very important at workplace because it helps achieving tasks in the appropriate time scale, without stress and less effort.  A useful thing that I learned is that it is always better start with the most important task and finish with less important. These skills were important to me as I can now finish assignments within the given deadline without any issues. Also improved my quality of work as I can now evaluate the importance of the different tasks that are given to me.
Proof Hub [Online]https://www.proofhub.com/articles/importance-of-time-management-in-the-workplace(Accessed 5 aprille2020)


· Team working – is a very important skill because when you are working in a team, the roles are easier, the tasks are completed faster, and you can build strong relationships with colleagues. For me is very important to work in a team because I managed to discover myself and I was able to make new relationships. 


· Problem solving- When a problem arises in the workplace, you must be able to solve it. First you must identify the problem, look for as many solutions and then choose the most suitable one to use. I still need to improve this skill as I am not happy with the work I produce when I am in a problem-solving situation.

· [bookmark: _Hlk38977143]Emotional intelligence- is the ability that allows you to use your emotions in a constructive and positive ways. If you are an emotional person and you cannot control your emotions, you will not be able to concentrate on the tasks that you have to perform and could also lose your job. 


· CV writing- a well written CV will increase the chance of getting the job. From my research and from what the lecturers have been teaching me at the university, I understand that a CV must be very well organised, have a very good grammar, a good spelling, not lack basic information such as skills, weaknesses, level of education, degrees. Before I started University, I did not know how to write a CV and I was always asking for assistance from other people. However, from second term at University, I started to understand that the skills you write in the CV must be explained and backed up with information of where and how they have been achieved.
IBuzzle[online]https://www.ibuzzle.com/articles/why-is-teamwork-important-in-the-workplace.html(Accessed April 2020)


· Presentation /Public speaking- Before I enrolled at University, I never had a public presentation. I did not even know if I was able to do this. In the first term I had to make a group presentation, and which each member had to describe a topic. I learned how to make a presentation in PowerPoint and use some of the tools and features that this software provides to its users. The most useful advice that I acquired is: 

· 
· When assigned to explain a subject and back it up with a presentation, always take around 30 minutes to repeat the basic information, have a read through the presentation again. This exercise will give you a warmup and the reader a smoother way of understanding the subject of talk.
·  Suitable outfit is very important.
·  During the presentation do not overuse your hands
·  The introduction is the most important because the attention of the audience must be captured.
·  A summary of the main ideas must be made.
·  Must talk with few details but to the point. 
· The speaking must be clear and distinct.
·  Always try to maintain eye contact and do not turn your back to the audience. Also avoid reading from the slides.


After using all these essential aspects, I managed to deliver a good presentation and I received a very good feedback, considering that it was the first time when I produced a presentation.
· Academic writing-Paraphrase – in the paraphrasing process, the words are changed with synonyms but the structure and meaning must be the same. When a paraphrase is made, the source needs always be specified and mentioned as a reference. In the first term of University, when I was learning about this topic, I have done some class exercises, I practiced the paraphrasing and that helped me increase my knowledge.


Evaluation and Action plan

Since I started studying at University, I discovered new strengths but also weaknesses, regarding these topics described above. One of my strengths is communication writing, I discovered that I could express myself much easily by writing than speaking, and this helps me complete my tasks that I have at University. Another strength that I discovered and developed is that I can do good teamwork, I completed my task when I was working in a group and, I helped my colleagues when they encountered problems. My main weakness remains speaking in front of an audience, but by practicing this process more, not being shy and maintaining eye contact, I am determined to turn that weakness into a strength. I also need to improve some employability skills and to increase my knowledge. However, I am very confident and positive to finish my studies with good grades and start a career as a Social Worker.

Conclusion

[bookmark: _Hlk39222009]In conclusion, step 5 of gibs model, I feel that I have refreshed my abilities, some of them still must improve, as I specified in my action plan. The topics that I have discussed, helped me to understand how important they are and how I can use them in the future to start a new career. I used Gibs' model because the structure helped me reflect every step and I found the process of reflection very helpful, is the way that I discovered myself.
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