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Introduction 
Along with academic competence, students in the 21st century are expected to master a variety of skills that are necessary for employment. Even a few of these abilities are necessary to have a successful academic assessment experience. The abilities of time management, academic writing, reflecting, public speaking, and presentation are only some of the ones that were covered in this course and have been chosen for inclusion in this report. The essential collection of literature has also been brought into the discussion here. The Gibbs reflective cycle was utilised to analyse the learning experience associated with these capabilities.
[bookmark: _Toc123893686]Time Management 
A person's ability to organise and plan how they will allocate their time to their various pursuits is an essential component of effective time management (Whitney and Ochsman, 2013). If an individual is successful, he will end up working smarter, not harder, which will allow him to do more in a shorter amount of time. Time management is the practice of planning and exercising conscious control over the amount of time spent on particular activities, in particular, to increase effectiveness, efficiency, and overall productivity. 
Time is limited and it places a variety of demands on an individual concerning their profession, their social life, their family, their hobbies, and their commitments (Williams and Reid, 2011). To guarantee that the majority of their work is completed within the allotted time frame, a student or an individual can implement any number of time management strategies that are available to them. A person has more time to appreciate and spend engaging in a variety of activities if has time management skills. 
The students shall plan their days so they know what to do at what point in time. Always set a deadline for personal work to help to achieve those timely. Procrastination is the enemy of managing time properly hence one shall find and employ ways to terminate procrastination. Students can prepare a priority list to prioritise different tasks and complete those from more important to less important.
[bookmark: _Toc123893687]Academic Writing
Academic writing is a formal writing style employed in universities and scholarly publications (Sawaki, 2016). Teachers frequently require students to compose several sorts of academic writing as part of their assessment. No matter the topic, academic writing follows the same writing method. Everyone adheres to precise conventions regarding content, organisation, and style. As it pertains to academic writing, the objectives and priorities of various disciplines vary. In scientific publications, for instance, it is essential to clearly and precisely describe the procedures and results upon which the study is based. In the humanities, however, it is vital to develop convincing arguments utilising evidence to prove anything (Bailey, 2017). 
Academic writing employs clear and exact language to guarantee that the intended message of the paper is easily understood by the reader (Piscitelli, 2012). It entails being as precise as possible and avoiding terms or phrases that can confuse the audience. Although jargon is widespread and frequently required in academic writing, it shall only be used if the intended audience is familiar with it. Aside from these, it is essential to use only reputable sources and the established method of citation.
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A reflection is a form of analysis in which the author discusses a real or imagined event, encounter, or memory and adds a personal reflection on its significance (Gibbs’ reflective cycle, 2022). A reflective essay is not merely a descriptive essay. The author revisits the recollection to record the specifics, emotions, and significance. It examines what went well, relates what occurred to the rest of one's life, and focuses on additional learning. The more a person develops this skill, the more likely they are to consistently challenge accepted procedures and think creatively.
In such writing, the author seeks to portray their mental process. In academic writing, however, the first person is complemented by the third person since the author might present proof based on perspective. As a sort of metacognition that assists students in analysing their thought processes, reflective writing is frequently employed in academic contexts (Cottrell, 2010). 
It is especially beneficial for students and practitioners in composition, teaching, and health-related disciplines since it facilitates reflection on their activity. Examples of academic reflective writing include portfolios, summaries, and journals, among others. Reflective writing is not exclusive to academic writing because it frequently takes several forms. Reflective writing is an essential tool for enhancing Learning Power. It helps integrate cognitive, logical thinking with how people feel and act.
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The art of public speaking consists of not only conveying a tale to an audience but also delivering a message to them through the medium of a story (Boeuf, 2022). The students will benefit greatly from developing this skill, as it is directly related to how they can capture the attention of the audience as well as provide information to them. A successful public speaker can hold the attention of the people listening to him or her (Baukens, 2017). What an individual hopes to accomplish by addressing a specific audience is the single most important factor in determining how effectively public speaking can serve its purpose. 
It's possible that the same speaker, with the same tactical goal in mind, could deliver a significantly different speech to two different audiences (Goldstein, 2017). The goal is to bring about a change, whether it is in the feelings, thoughts, or behaviours of the audience. Although it is called "public speaking," it is not always necessary to transmit one's message to the audience. Additionally, it can be utilised to persuade other individuals at the place of employment.
A presentation is quite similar to giving a public speech in that it consists of a speaker sharing information with an audience. On the other hand, presentations are often demos or introductions that are intended to inform, convince, inspire, motivate, build goodwill, or offer a new idea or product (Laskowski, 2012). Because students are obliged to give presentations on a wide variety of subjects and concepts throughout their time at university, having strong skills in public speaking and presentation is essential for achieving academic success there. Aside from this, in modern times,
[bookmark: _Toc123893690]Reflection Model
Gibbs' Reflective Cycle is a model that was developed by Graham Gibbs in 1988 to give structure to learning from experiences (Gibbs’ reflective cycle, 2022). This model offers a cyclic framework for examining experiences well to reflect upon repeated experiences. Gibbs developed this model to give structure to learning from experiences. 
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Figure: Steps of Gibbs Reflective Cycle (Gibbs’ reflective cycle, 2022)
Working through an experience using this paradigm is beneficial since it enables one to comprehend the experience's development as a whole (Bilyk, 2013). This could be a singular event in one's life, or it could be a circumstance that they find themselves in regularly. In the beginning, Gibbs recommended its application in recurring circumstances; however, the elements and concepts can also be applied to an individual event.
[bookmark: _Toc123893691]Reflection on Time Management
	Description
	Time management’s importance, how to execute it and the practice of this skill were focused on in the course. It aimed to ensure the students know how to use the most effective use of their time. 

	Feelings
	I feel this is a skill that everyone shall learn and keep practising. This skill will allow one to progress in his career and personal life as well. I used to struggle with procrastination, however, it has helped me to reduce my procrastination level.


	Evaluation
	I have successfully managed to employ some of the techniques to manage time efficiently. However, I am still very poor at managing time. 


	Analysis
	The good side of this experience is that I learned more techniques to manage time and the negative side is that only learning these techniques is not sufficient. Practising is the only way to utilise the experience which was not up to the mark.


	Conclusion
	This skill shall be practised for a long time with patience. Upon making small changes for a long period, I can achieve the optimum level of time management. 


	Action Plan

	I will utilise the techniques slowly and for a long time. I will keep adding more changes in my daily life so that, ultimately I become fully skilled in time management after graduation.
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	Description
	The teacher has illustrated different academic writing and how to write those properly. It included the fundamentals of academic writing.

	Feelings
	I am blessed to harness the skill as it has brought up the opportunity to score better grades as academic writing is used for assessment in the academies. 


	Evaluation
	Showing the actual academic writing as an example and how those were prepared is the positive factor. I have not felt there is any specific negative side to this part.

	Analysis
	Upon practising and taking guidance from the teacher, I can become a more skilled academic writer.

	Conclusion
	This skill is essential for the freshers as it allows them to learn the fundamental of academic writing which is required in future.

	Action Plan

	I will employ the techniques in the next courses and discuss them with the course teachers to improve them further. 


[bookmark: _Toc123893693]Reflection on Reflection Writing
	Description
	The benefits of reflection and different model of reflection has been taught in this section. The teacher also gave assignments to reflect upon the overall learning experience.

	Feelings
	The experience of reflecting is something I am fond of. I reflect upon myself weekly. However, I learned how to reflect systematically.

	Evaluation
	As I used to reflect upon myself, I have found it very relevant to me. However, I believe there are more reflective writing processes that could not be taught here.

	Analysis
	The challenge was to reflect systematically which was not easy as I was used to a poor method.

	Conclusion
	I have successfully reflected upon my experiences using a different model. These models provide scope to think differently.

	Action Plan

	I will employ the learning in my personal and academic reflective writing to have different ideas about my experience. 


[bookmark: _Toc123893694]Reflection on Public Speaking and Presentation
	Description
	The course has covered how a student can be a good public speaker and presenter. It has shared the tips and tricks a skilled person in this area uses to give a good performance in front of an audience. Although the course contents were developed for a basic understanding of the skill, the practices have helped a lot to progress.

	Feelings
	I was very confident about public speaking as I have prior experience speaking in stages and in front of a crowd. However, I have not performed for a long time. Hence, once I went to give a presentation I was feeling uneasy. However, the uneasiness went away when my peers started to cheer me.

	Evaluation
	The experience of public speaking or presentation is very different from reading the theories or books on this skill. Practice can never be substituted with anything else. I think the opportunity of having hands-on experience was the positive side. However, the limited time to practice more and the lack of further sessions on this skill is the negative side. 

	Analysis
	The challenge of this experience was to make the presentation with intention. It implies that one may tell something to others randomly and that is very easy. However, keeping an objective of delivering a certain message to the audience while not spoiling their attention was challenging for me.

	Conclusion
	The session helped me to regain my confidence in public speaking and presentation. However, I am far from calling myself a skilled person in this area. Practices and more feedback are required to improve the skill further.

	Action Plan

	I have decided to become an expert in public speaking and presentation witing 6 months. To achieve this I will attend public speaking sessions with professionals and practice with my peers every week. I will participate in different programs that will provide me with the floor to perform, guidance and feedback.


[bookmark: _Toc123893695]Conclusion 
In today's technologically advanced world, organisations are seeking competence. Students with the appropriate skill and efficiency can successfully undertake any position. This paper demonstrated how a student practised vital abilities necessary to excel in academic activities and future careers. It demonstrated how the learning process of the learner improved and what a student might do to further strengthen the skill. Everyone might reflect on their learning process to identify the positive and negative aspects of their experience and to progress further.
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Skills Required
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Leadership skills

+ The ability to get everyone on
board, even if they disagree

 The ability to provide regular
feedback

 The ability to speak simply and
effectively
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