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A. INTRODUCTION

As part of my assignment I will prepare a reflective report regarding my experience before and after the course of Academic and Employability skills from Certificate of Higher Education in Skills for the Workplace at the University of Wales: Trinity Saint David.
At first, I was not sure what to expect from this program, or this course specifically, but I was excited to test my knowledge and learn. When I started the course, I was surprised to learn there are so many tools that could help me understand and prepare for any career. 
In order to make a more structured and detailed report I will be using the method of reflective writing introduced by Graham Gibbs in 1998: Gibbs Reflective Cycle.
The Gibbs Cycle refers to six stages (Gibbs' reflective cycle, 2020):
· Description – stage where a person describes the experience;
· Feelings – the stage where you express your thoughts and feeling about the experience;
· Evaluation – this stage is the part where you evaluate the experience;
· Analysis – after understanding what where your feelings and what happened you can analyse the experience;
· Conclusion – drawing conclusions about the experience and what could have been done differently;
· Action plan – this stage helps prepare a plan on how to manage the same type of experience in the future.

B. DESCRIPTION

Before starting the course, I had little to no knowledge in regard to the tools that could help me define my strengths and improve my weaknesses as well as how many skills exist. In my opinion many skills that I have learned about were a given to any individual, but this course made me realise the kind of advantage would bring me knowing about each and every type of skill.
From the Academic and Employability Skills course I have expected to learn more about my skills as an individual and as a professional. My expectations were exceeded because not only I have learned a lot about myself, but I had learned some tools that can help me into growing my career. 
During the first and second term of this course we have discussed about numerous subjects.
In some classes we have discussed about topics such as how to organise our time or how to identify our skills.
In others we have learned about more theory-based subject such as: the SWOT analysis, the Personal Professional Development Plan and how to paraphrase a sentence.
After studying the necessary information in order to be able to write our assignment we have learned how to write an academic essay, how to reference the books, journals or websites we are using and how to write a report.
Some of the most important topics we have learned in the second trimester are: how to prepare a cover letter and a CV and what is reflective writing.


C. FEELINGS

I feel as this assignment would have been much easier if I had managed to organise my work more appropriately. As such writing it I find myself struggling a little to remember my feelings and thoughts regarding what I gave learned and what I have discovered about myself.
When I think back on the start of the course, I remember I was excited about learning more about employability as I wanted to advance in my career, and I thought this will be the best way to do it. 
By writing the assignment for the first term I realised that I have more strengths that I was aware of. This course has made me realise that some of the things that I thought would not matter to an employer are actually important: such as time management skills and the communication skills. 
Personally, I think I have evolved during this class as I have started to better understand how to write a CV and a cover letter in order to attract more potential employers.
Another topic that I have found useful was the Personal Professional Development Plan which has helped me more that I could imagine by outlining the actions I should take in order to achieve my goal.
[bookmark: _GoBack]Having learned about so many tools that can help me in defining my career has been the reason I have enrolled for this program and I have not been disappointed, it has been one of the best decisions that I took.
The reason why I chose to apply Gibbs’s method of reflection is because in my opinion, this is the most structured and easy way to present a reflective report.

D. EVALUATION AND ANALYSIS

Among the different topics we have discussed during class we have also talked about skills. This has helped me identify my qualities as skills and it has also helped me prepare a SWOT analysis for my previous assignment. 
As a result I have learned that technological skills have never been part of my strong suits and, at the beginning, I struggled with the online courses and the assignments, but as the first term has passed, I managed to improve this skill and be better than before. Although I have more knowledge in this regard, I am sure that I still have a lot to learn in order to be able to be confident in using this skill.
Making the SWOT analysis I have managed to understand my strengths and weaknesses better, but also get a clearer picture of the opportunities that I have, as well as the threats that I may face.
Preparing the SWOT analysis has also helped me prepare the Professional Development Plan that has been a part of my assignment in the first trimester. I have realised what skills I need to improve, and I prepared a plan in order to achieve all of my goals on a short period of time and on a long period of time.
Another skill that has impacted my professional life the team management skill. I have always been an independent worker and I have been working towards improving this skill in order to have a better performance in a team.  
During the course I found really helpful to learn how to prepare a better CV and cover letter. I believe this will help me stand out to the employers among other applicants. On this topic I have learned what are the main elements that have to be included such as: name, professional title and contact information, as well as the fact that we have to update our CV for each job we are applying for and underlining the qualities they are asking for.
One other topic that has helped me really much in writing my assignments has been the one regarding how to paraphrase. According to Paraphrasing (2020) paraphrasing means restating the information read in a text in your own words.
Referencing has been something I never really knew how to do, but after studying in this module I have understood the actual process of this topic. I have learned the importance of this topic in an assignment in regard to the plagiarism. When writing assignments student refer to certain works of professionals when doing this without referencing the publication, they are writing from they are assuming their work for their own which is unethical.
This course has made me understand the difference between an academic essay, a report and a reflective report. 
While an academic essay represents a set of ideas meant to form an argument (Essay Structure, 2020), a report is more structured, and data based. (LibGuides: Written Assignments: Reports, 2020).
The difference between the academic report and the reflective report is that while the academic report is based on facts and data, the reflective report is based on what the person writing is feeling in regards to a subject and then further analyses the progress come to a conclusion.
Reflective writing refers to “a form of personal response to experiences, situations, events or new information”.  (Reflective Writing Guide | UNSW Current Students, 2020) 

E. CONCLUSION

From this module I have learned a lot of new topics that I have not encountered before, and I did not know their meaning.
I have come to the conclusion that I have evolved a lot since the beginning of the course, due to the fact that I now can understand better how to present myself in front of an employer. I have learned all the necessary tools and they are now at my disposal.
During this course I have started to improve my skills, because I have understood what qualities I have that are actually considered great skills in the professional life.
I have decided to use Gibbs’s method of reflection because this method seems to be the most structured and clear way to present a reflective report. 
As Jiddu Krishnamurti said “There is no end to education. It is not that you read a book, pass an examination, and finish with education. The whole of life, from the moment you are born to the moment you die, is a process of learning.” and I truly believe what he said, as even when we will finish this course we will still have a lot to learn, and we will be in a continuous learning phase.

F. ACTION PLAN

After studying this course and having all these tools at my disposal I will start by preparing a more structured CV and a cover letter in order to showcase all of my strengths and appeal to employers. I will adapt my CV to each job I am applying to in order to highlight the skills I have for that specific job.
I will also put into action the Personal Professional Development Plan I have prepared in the last assignment in order to grow even more as a professional.
I plan on investing more time into learning English at a higher level in order to able to communicate more efficiently with the people I am working with. I will accomplish this by taking some online classes while the current pandemic is still in place, because this has been one of my biggest problems in my career.
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