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Introduction 
 

The objective of this report is to conduct a self-reflection on what I have learned 

on the academic and employability skills module, during the first and the second 

term. Analyse some employability skills such us, cover letter and curriculum vitae 

writing skills. Evaluate some academic skills namely: paraphrasing, summarising 

and some interpersonal skills such as critical thinking and time management. 

Throughout this report, I will reflect on each of these skills, with the aim of at the 

end, being able to identify which of them are or not my strengths and my action 

plan to improve the weaknesses. 

According with Husebo, O’Regan and Nestel (2015, cited in Jasper and Rosser, 

2013, p.368) reflection is a process of evaluating past events, to see what was 

done wrong or not, to learn from mistakes so as not to repeat them in future 

events. Which means that a self-reflexion is a capacity to go through your own 

past actions, reflect about it and learn with it. Reflexion is not just reflecting or 

reminding something that happened in the past, the main objectives is to go 

through past events, analyse them, extract some new information that grants you 

a better understanding of what to do, not to do and how to do it (Paterson and 

Chapman, 2013, cited in Moon, 2004, p.133). 

There are several models that can help or guide to a good reflection however, 

the most spoken on this module was David Kolb, Honey and Mumford, and John 

Gibbs. 

 

David Kolb (1974)  
 
McLeod (2017) points out that Kolb’s reflective cycle (appendix 4) is based on 
four stages: the concrete experience (having an experience), reflective 
observation (reflect on the new experience), abstract conceptualisation 
(conclusion, learning from the experience) and active experimentation (apply 
what you have learned). According to these, for an effective learning the learner 
must go through all the four stage of the cycle, and each stage leads to the other 
one. They can enter in any stage of the cycle but they need to follow is logical 
order.  
 
Kolb says that based on the learning cycle, is possible to differ four learning 
styles: diverging (feel and watch), assimilating (think and watch), converging 
(think and do) and accommodating (feel and do). For him, the learning style 
differs with different people, and may be influenced by variables as environment, 
culture etc. (McLeod, 2017).  
 
Honey and Munford (1986) 

Peter Honey and Alan Mumford model was created based on the Kolb’s theory. 

The reflective cycle (appendix 5) is based on four stage: have an experience, 

review the experience, conclude from the experience and plan the next steps. 
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The four reflective stage leads to a four effective learning styles: activist, reflector, 

theorist and pragmatist respectively. To the effective learning is necessary to 

accomplish all the four stage of the cycle (Cepeda, 2018, p. 56).  

 

John Gibbs 1988  

Gibbs reflective cycle (appendix 6) is based in six stages: description (what 

happened), feeling (what was your feelings), evaluate (what was good and bad 

about the experience), analyse (sense that you can make from the situation), 

conclusion (what have you learned) and action plans (what to do if it happens 

again). According to Gibbs reflection begins with experience and effective 

learning occurs after going through all six stages of the cycle (Husebo, O’Regan 

and Nestel, 2015, p. 369). 

 

This self – reflection report will be based on Gibb’s reflective cycle. According 

with Timmins et al. (2013, cited in Rolfe et al., 2009 and O’Donovan, 2006, p. 

1372), is the reflective cycle most used in educations institutions and I chose it 

too because for me, it is the most composed and leads to a more detailed 

reflection about the situation. The six stages allow to know all the variants, 

particularly the feelings, that may have determined or influenced what happened. 

 

Description 
 

In October 2019, I started a course in Certificate oh Higher Education (Health and 

Social Care) at University of Wales Trinity Saint David. The course has six 

modules in total, and one of them is the subject of this self-reflection, Academic 

and Employability Skills. In this module we spoke about various subjects, but 

mainly about skills, as we can see by the module’s name. However, as mentioned 

on the introduction, I will focus particularly on academic skills, as paraphrasing 

and summarising, employability skills, as cover letter and curriculum vitae writing 

skills, time management and critical thinking skills. We need skills to accomplish 

many tasks, I just never thought about them and how important they are until 

attending this module.  

 

Feelings 
 

The first day of academic and employability lessons I was apprehensive, anxious, 

happy and nervous. At first, I was very afraid. Afraid that my English was not good 

enough to communicate and I wouldn’t be able to understand the content of the 

lessons and complete my assignments. At the same time, I was happy for the 

opportunity I had and very excited about the contents that I was going to study. 

During and at the end of the class, I was very surprised, after all it was not as 

complicated as I was imagining, and mainly there were things that I deal with 

every day, and that I have been learning over the years, I just never realised that.  
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During my years of study, I have been developing my academic skills, although I 

had never studied about it, thus it was as if I was familiar with something that I 

didn’t know what it was. Some of them, like paraphrasing and summarising, I was 

already, somehow, good at it. However, I cannot say the same about 

employability skills, especially cover letter and curriculum vitae writing, I had to 

improve in this matter as well as in critical thinking. Critical thinking has never 

been my strength however, on the other hand, I have always been good at 

managing my time.   

On the second term I was calmer, happy to be able to move onto the second term 

and a little disappointed with me because of my grade on my first term 

assignment. By the end of the term I was even more disappointed, not with me, 

but with my classmates as I felt like they were there just to learn how to do the 

assignment, every day was the same, the lecture had to explained the same 

matter about the assignment all over again.  

I believe that now I am in a better place than when I started, but there are always 

areas to improve.  

 

 Evaluation 
 

The module, made me realise that academic skills are fundamental for our 

academic path. Among all that we study, I will talk about paraphrasing and 

summarising. Paraphrasing is the ability of to explain in your words what has 

already been said by someone else and summarising is the ability to make a brief 

summary of what has been said by someone else. Both are very important 

especially on academic writing: report, assignment, dissertation, giving more 

credibility to your work. A good example is when you are explaining the content 

of a book to someone. I love to read, especially romance books, and whenever 

someone asks me about the book I'm reading, I have to give a brief summary of 

the book. 

 

The module made me realise as well, how important employability skills are, since 

they are the skills that makes a person employable (Gravells, 2010, p.19). Within 

various skills belonging to employability skills, those that really needed my 

attention was cover letter and curriculum vitae writing skills. Cover letter is a 

professional letter that briefly introduces the candidate to the employer and is 

accompanied by the curriculum vitae, which is a document that provides the 

employer information such as academic qualification, professional experience 

and mainly the candidate's skills (Morgan, 2017, p. 339). As we can see both are 

extremely important, because they are the gateway to the professional life, they 

are the first contact that the employer has with the candidate, and the first 

opportunity that the candidate has to impress the employer.  

 

We also talked about critical thinking and time management. Critical thinking is 
the ability to question, evaluate, analyse, synthesise information received, 
collected, observed, lived, felt, etc. (Snyder and Snyder, 2008, cited in Scriven 
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and Paul, 2007, p. 90).  Critical thinking is very important because is the key to 
learning. According to Morgan (2017, p. 69) a good example of these skills is 
when the students can identify errors, gaps etc. committed by others mainly by 
the teacher, what I understand perfectly. As teachers we do not expect them to 
make mistakes, sometimes we forget that they are also human beings. Time 
management is the ability to manage the time you have in order to finish all your 
tasks on time. Managing time effectively is important to achieve goals, increase 
performance amongst other things (Grissom, Loeb and Mitani, 2015, cited in 
Britton and Tesser, 1991; Jex and Elacqua, 1999, p.774).  
 

Analyses 
 

With this module I was able to improve my academic skills, as I mentioned above, 

I already had some knowledge on the subject, however I was able to improve 

more and I did a class exercise on the first term, with regards paraphrasing and 

summarising, that is available on the appendix 2 and 3 respectively. According to 

the lecture I had good paraphrasing and summarising skills, which I believe I had 

the chance to develop further because of the assignments that I have been doing.  

 

My employability skills, was the one that benefited the most, in fact I hardly had 

an idea of what it was important to take into account when writing a cover letter 

and curriculum vitae. Not that I never made them before, but after the teacher's 

explanation I saw that I was, what the teacher called a lazy person, that I was 

doing some big mistakes. Please do not judge me, but sometimes, I didn't even 

have the patience to read the all the job roles. However, I can say that, I was able 

to develop a lot in relation to cover letter and cv writing, although there is always 

room for more development, at least now I am receiving feedback from my job 

applications. 

 

Critical thinking skills is a subject that I need to improve the most and this 

experience served to confront me with this reality, to question and analyse my 

actions. Although, this still remains one of my weaknesses, it is difficult for me to 

question, or doubt of something that was said to me by someone who is in a 

higher position than me, mainly the lecture.  

Time management has always been one of my strengths, even before I studied 

it in this module. I have always been very organised; I like to control the time I 

have in relation to the work I have to deliver and I always try to use the most of 

the time I have in an efficient way. 

 

Conclusion 
 

This module, provided me essential tools that helped me to develop myself. 

Looking back, on where I was before, without proper notion about skills or how 

important they are, although they were part of me. I never stopped to think, that 

it was an ability that I had and that was very important and it could help me in the 
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future or could differentiate me from other people. After these two terms, I am 

very familiar with the importance of each skill and the importance it represents to 

a person and also how important is to continue developing and gaining more 

abilities. 

 

Despite all the initial fear, my journey was not so bad, in fact it was quite pleasant. 

I have done some mistakes as well, in particular on my first assignment on the 

first term, I did not dedicate myself as much and that was reflected on my grade. 

If you ask me if I would do something differently, I will say yes. I would pay more 

attention, participate more in the classes and dedicate myself more doing the 

assignment especially on the first term. 

All the experience, helped me to get confident on my capacities and abilities, not 

being afraid of making mistakes as I can always learn from them. 

 

Action Plan 
 

The module allowed me to learn about my abilities, those that are my strengths 

such as time management, those that are my weaknesses, mainly critical thinking 

and those that need some attention. On appendix one, I made the professional 

development plan (PDP), in which I identified the abilities that need to be 

developed, their importance and what are my actions plans to develop them. 
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Appendix 1 - Professional Development Plan (PDP). 
 

Objectives/ 
Skills to 
improve 

Importance 
Do I have it or 

Not 
Action plans Revision day 

Critical 
Thinking 

Is essential to 
develop your 
knowledge 

I do have a lot to 
improve on critical 

thinking 

Develop the 
ability to question 

through more 
readings, more 

research and see 
more news etc. 

In 4 months, by 
the end of the 

course. With one 
more term, I will 

be able to 
develop even 

more my skills, so 
by the end of the 

course I will 
reflect in all my 

developed skills. 

Self-
confidence and 
self-motivation 

Is the key for 
success and to 

achieve your goal 

I do have some, 
however still need 
some improvement 

Try to thrust more 
in myself and on 
my capacities. 

Leadership 
Very important 
employability 

skills 

I may have or not 
leadership skills, I 
did not have much 
opportunities to be 

a leader, and 
those I had I let to 

other people 

 

I first have to take 
advantage of the 
opportunities that 
I will have to lead 
and then discover 
what needs to be 

improved. 

 

Referencing, 
Paraphrasing 

and 
Summarising 

Give more credit 
to your research 

In average I am 
good in these 
skills, but I do 

need to be 
excellent 

Do a lot more 
exercises and 

research. 

Job application 
 

Important to find 
a job. 

I have some, but 
do need 

improvement 

Read and pay 
attention in all 

aspect of the job 
roles and 

compare the job 
required skills 
with mine. See 
some tutorials 

Writing and 
reading 
English 

Important to 
communicate, 

express yourself 
and to 

understand 
others. 

I do have some of 
these skills, but 

need some 
improvement as 

well 

Expend at least 
10 minutes every 
day doing some 

reading and 
writing 
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Appendix 2 - Paraphrasing in class exercises. 
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Appendix 3 - Summarizing in class exercise. 
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Appendix 4 – David Kolb reflective cycle. 
 

 

         David Kolb reflect cycle (McLeod, 2017). 

 

Appendix 5 – Honey and Munford reflective cycle. 

 

                 Honey and Mumford reflective cycle (University of Wales Trinity Saint David class lecture notes, 

2020).  
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Appendix 6 – John Gibbs reflective cycle. 

 

 

      John Gibbs reflective cycle (Husebo, O’Regan, and Nestel 2015). 


