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[bookmark: _Toc56950755][bookmark: _Toc60425388]Introduction
Academic skills can be defined as the core skills of a student. Core skills include several skills like critical thinking, reflective practices, academic writing, presentation skill and referencing and many more.
 Reflection denotes the process of shedding light on the actions, experiences and thoughts of an individual regarding an event or incident using their own words. It is particularly useful in generating insights about the experience or feelings concerning an incident and evaluating them based on their impact on the self (Cottrell, 2003, pp.170-184).
Graham Gibbs developed the Gibb’s reflective cycle in the year of 1988. It helped to include a structure in learning from the experiences through six steps like description, feelings, analysis, evaluation, and conclusion and action plan (Constantinou et al., 2020). Gibb’s reflective cycle has been used in order to write about my experiences on the academic skills. Within this study, time management, referencing, paraphrasing and CV writing skills have been discussed.
[image: Diagram of Gibbs' Model of Reflection.]
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Description 
Time management is one of the topics that were discussed within the segment of Academic and Employability Skills module. I can say that this subject is not only interesting for creating a good work environment but also it helps to in our daily life. Managing the time on daily basis can lead to a healthy and good life as well. Time management can be defined as the process to plan and controlling the amount of time that is spent on different kinds of tasks along with increasing the self-efficiency (Kirilov et al., 2015). Pareto’s principle was used to identify the time taking tasks. The Eisenhower Method and Eisenhower Matrix used in order to prioritise the tasks.  
Feelings 
It can be said that the concept of time management was known to me and I have used this skill. The skill was used through me as the instrument of improving my efficiency. However, before when I used this tool, I had no idea how complex could the subject be. I still remember my feelings while it was being discussed in the class that I was very much confident that I have enough knowledge about this topic. With the proceeding of the topic further I realised that I had a shallow knowledge on this topic. Among the usage of three principles, I found out Pareto’s principle to be the most interesting one.  
Evaluation 
The usage of Pareto’s principles provided me the benefits to managing the time more effectively in the workplace. Through applying this principle, it included the benefit for me to found out that most of the tasks that are completed through me on daily basis in the daily work schedule are much of the time-waters. The usage of Eisenhower Method included the benefit for me that I got to know about the five SMART objectives like Specific, measurable, achievable, realistic and time-based (Morgan, 2016).  However, within the SMART objectives I did not know that which attainable tasks were (Lawlor and Hornyak, 2012). Therefore, using Eisenhower Matrix provided me the benefit of prioritising my tasks and making them achievable. 
Analysis 
The tutor described that how much important it is in order to use the time effectively. Along with the discussion of effective time management we also spent our time in doing some activities in the class. Within the activities some tasks were included like how we spent our time in the last few days along with making the list of activities. The list was made along with the allocated time in every activity. The positive side of this activity was that it made me realise that how much time is wasted for the daily activities. This also helped me in a positive way to analyse that how the wasted time is stopping me from being efficient in order to achieve my goals. I analysed my own development and management plan and changed it in a way that will help me to achieve my set goals. Eisenhower Method is also known as Eisenhower Matrix helped me in a positive way to prioritise my tasks. [Refer to appendix1]

Conclusion 
Within the conclusion I can say that studying this topic was really an interesting experience for me. I can figure out that the knowledge of managing the time has been improved through me and now I am more confident about this subject. 
Action plan
The tendency of being distracted from the tasks that are needed to be done but with the new knowledge and proper setting of routine I can more competently concentrate on those tasks that will help to achieve my goals.
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Description 
Within the academic and employability skills references can also be considered as one of the skills. The usage of proper referencing has been included within this topic. Referencing can be defined as the process of using an information source for ascertaining of a topic or a statement (Santini,2018).
Feelings 
While learning about references I realised that this topic can also considered as the interesting one. Through the subject I acquired a lot of information about how the referencing is needed to be done and the need of using several information sources and providing the proper determination for that information source.
Evaluation 
The study on references and exercises on it in the class provided me the benefit of understanding the better and right way to use the reference (Marsh and Campion, 2018). It also provided me the benefit to avoid the plagiarism as well through acknowledging the contribution of the writer and researchers of the information that I used in the assessment. The study also helped me in providing benefit to write down the assessments as well. 

Analysis 
The topic was taught along with providing sufficient knowledge about how to referencing in the assessments that are provided to the students. I downloaded the Harvard Referencing Handbook and the included publications within the handbook helped me to understand the various formats of the referencing style.  I also got the knowledge of expressing the reference details in Harvard style. It also provided the information about putting the references in an alphabetical manner within a reference list. All this helped me positively in learning the referencing style properly and using them in the assessment within a proper manner. 
Conclusion 
I can conclude that the whole study on the references has helped me to use the citations and references in the assessments more competently. The usage of proper references has helped me to gain more knowledge from many writers and researchers. 
Action plan 
I will try to read more publication that have used the Harvard referencing style in order to enhance my knowledge more about the use of references.
[bookmark: _Toc60425391]Paraphrasing 
Description 
Paraphrasing is one of the topics that were discussed as the Academic and Employability skills. The skill has been used through me within various segments of my academic life. Paraphrase can be described to express the meaning of some sentence and through the usage of different words (Al-Ghidani and Fahmy, 2018). This helps to create a more accurate clarification of the written or verbal something. This helps to formulate someone else’s idea in my own words. 
Feelings 
While the discussion of paraphrasing I remember that I had little knowledge about the subject. However, with the progress of the study on this topic I found out that it was interesting due to the knowledge included in the topic. I can say that that it effectively helped me while writing my assessments within the academic year.
Analysis 
The teacher described the importance of paraphrasing in order to complete the several assignments that were provided within the class. Along with the discussion of the importance of the subject the teacher also provided us with an exercise. The paraphrasing exercise included several tasks and questions. Within the exercise, there was a question which consisted of a sentence and I needed to find out the closest meaning sentence of the provided sentence in the question among the options. There was another exercise of paraphrasing some sentences as well. It helped me in a positive way to learn the paraphrasing more easily. Paraphrasing also help me in a positive way to express my knowledge in a competent along with using someone other’s knowledge in my own words. [Refer to appendix2]
Evaluation
Paraphrase has provided several benefits within my academic skills. This skill has provided the benefit to me to avoid plagiarism issues within my assessments. We need to use several books and guides in order to complete our assessments. Without the usage of paraphrase it was impossible to write those assessments incorporating sentences and information from those books. Paraphrasing provided the benefit to write the information in the assessment without any issue of plagiarism (Rogerson and McCarthy, 2017).
Conclusion 
It can be concluded that now I can use paraphrasing within my assessment and can competently include several information to complete my every assignment. I can also say that this skill is much important in order to use the books and guides information in the study.
Action plan
Within the action plan I have decided to complete more paraphrasing exercises through paraphrasing different sentences.
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Description 
CV writing can also be considered as one of the academic and employability skills. The full form of CV is curriculum Vitae; it refers to the document of personal marketing that is used to describe my skills to the prospective employers (Cottrell, 2003, p.208). The CV is required while applying for any job. Writing a CV needs to include talking about myself, my professional and educational history along with my achieved skills and abilities.
Feelings 
My learning experience of CV writing topic was definitely exceptional and interesting. I can remember while discussing about the terminology of CV writing I was much confident that the knowledge of writing a CV is already known to me. I felt that I already know a lot of information about how to write a CV. However, the through learning the topic in the class I gained more information about CV writing. 
Analysis 
The topic was described and discussed in detail through the teacher in the class. The topic included various techniques and methods of writing the CV as it is a major document in the purpose of getting a job (Cañibano and Bozeman, 2009). The exercise of writing the CV has been done through writing my personal CV. Through the learning of writing the CV in a proper technique will help me positively to write the CV after doing some research. It also included the positive result like using the important information in the CV for a proposed job role that I am applying. The positive effect of learning this topic was that I have been able to increase my existing knowledge about the most effective ways of writing my CV. 
Evaluation 
Through the proper learning of CV writing technique have been benefitting for me. Through writing a CV in a proper technical manner the objective of my point of view on the offered role could have been provided efficiently to the employer. It has benefitted me in presenting my values to the employer along with the proper identification of them (Sandström, 2009). It will also help me to impress the employer through the speculative approach to the prospective company. 
Conclusion 
It can be concluded through me that proper technique of writing a CV has helped me in improving my skills to represent myself in a better way within a document. I have competently been able to enhance my CV writing skill. 
Action Plan
I will try to write my CV in a more technical way to represent myself to the employers. It will help me to gain a better and proper job according to my skills.
[bookmark: _Toc56950757][bookmark: _Toc60425393]Main Conclusion 
The whole study is based on writing a reflective report in achieving several kinds of academic and employability skills. Four academic and employability skills have been taught in the class like time management, paraphrasing, references and CV writing. The learning experience of each skill has been described through Gibb’s reflective cycle. Including the proper knowledge of each skill has helped me to complete several assessments in a proper manner including a large range of information from various writers and researchers. The proper technique of CV writing has helped me to impress the recruiter through providing a good perspective about me.  
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Paraphrase Exercise
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Paraphrasing Exercises

adapted from http://web.jjay.cuny.edu/~esl/paraphrasingI.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
a.  25% of babies are born to mothers who are adolescents.
b. One out of four adolescent mothers has another baby before the first baby reaches his second
birthday.
A quarter of adolescent mothers gives birth when their first born is two.
25% of adolescent mothers become pregnant again when their first babies are two yearsold.

oo

2. Ithas been reported that the richest one percent of Americans own 40% of the country's wealth.
a.  Therichest 1% are 40 times as wealthy as the rest of Americans.
b. If the gap between rich and poor continues to grow at the current rate, the richest one percent will
soon own 40% of the country's wealth.
40% of the country's wealth is in the hands of only 1% of Americans.
d. 99% of Americans own 40% as much as the richest 1%.

o

3. The judge was relieved when the jury was finally ready to announce its verdict.
a. When the jury announced its verdict, the judge was relieved.
b. The judge asked the jury to arrive at a verdict.
. The judge welcomed the prospect of an imminent verdict.
d. The jury welcomed the judge's relief.

4. Research data suggest that girls who witnessed maternal abuse may tolerate abuse as adults more than
girls who did not.
a. Women who witnessed the abuse of their mother as teens are more likely to become abusiveadults.
b. Women who observed the abuse of their mothers when they were young are more likely to

endure abuse themselves.

Women who were abused as children are more likely to abuse their own children.

d. Girls who testify about maternal abuse tolerate abuse as adults more readily.

{ad

5. Martha thinks that the issue of adolescent problems is important to writeabout.
a.  Martha thinks that adolescents like to write about their problems.
b. Martha feels that writing about adolescent problems is worthwhile.
. Martha believes that the dream of most adolescents is to write something important.
d. Martha thinks that adolescents can write about their problems.




