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In this essay, I will reflect on several employability skills for the workplace learned in this module. The term "reflection" refers to any intellectual and emotional actions people participate in to examine their past experiences and develop fresh perspectives (Boud et al. 1985). Thinking reflectively is about contemplating the actions taken and analysing past events carefully and from a variety of angles to maximize the value of one's experiences.
There are many reflection models that can be useful to better understand and interpret amazing and not-so-fantastic past experiences however in this essay I will be making use of Gibb’s reflective model to help me understand more about four of the many topics that impacted me during this module. Those topics are time management, CV writing, paraphrasing, and public speaking and giving presentations.

[bookmark: _Toc113398458][bookmark: _Toc113398852]Gibb’s Reflective Cycle 
Dr. Graham Gibbs, a research leader in the Department of Behavioural and Social Sciences at the University of Huddersfield, developed Gibb’s Reflective Cycle in his 1988 book “Learning By Doing”. A model for structuring the process of learning through experience. The six steps of the Gibbs reflective cycle are description, feelings, evaluation, analysis, conclusions, and action plan. 
Gibbs argues that learning requires more than merely having experiences without thinking back on them, those events can be soon forgotten, or their educational value might be lost. Generalizations or conceptions may be created from the emotions and ideas that come up during this reflection, and generalizations are what make it possible to deal with future situations successfully.
Essentially, the reflective cycle proposed by Gibbs gives structure to the process of learning from experience, through six stages. The first stage is the description of the situation, in this element of the cycle the individual will describe the situation in detail, recalling what happened in the situation, the date, and location, who was present, and how was the outcome of the situation. This process will help the individual remember how the experience occurred. 
The next stage is describing the feelings and thoughts about the experience, this is an opportunity to explore what emotions and thoughts the individual experienced before, during, and after the situation, this step allows the individual to understand the gravity of the whole situation. After this introspection, and understanding of how they felt, the next stage is evaluating if the situation was positive or negative, examining what went well and what didn’t go so well, and illustrating how the individual and the present people contribute positively or negatively to the situation. 
Following is an analysis of the situation, the individual will reflect on why things went well or not so well, what sense can he make of the situation, and what knowledge can help them better understand this experience.
The next stage is the conclusion, in this element of the cycle the individual may try to highlight knowledge gained from the experience make sense of the necessary skills that need improvement and think about what could have been done differently for a better outcome for everybody involved.
Lastly, and very important stage is the action plan, without this step the previous stages would be pointless, the individual has an opportunity to make an action plan for future similar situations describing what is he going to do differently in the future, and how can he achieve the skills needed to make sure that he gets a better outcome in the future. 
 
[bookmark: _Toc113398459][bookmark: _Toc113398853]Time Management 
Description: 
The topic I will be reflecting on was mentioned in the first week of the module Academic and Employability Skills, in this class, we learned about what is time management, its basic principles, and tools to help us introduce this skill to our daily routine prior to improving the use of time.
Time management, in general, refers to the creation of systems and instruments that improve efficiency and productivity (Ward, 2019). Good time management is also thought to improve our work-life balance and, as a result, our general fulfilment. This concept has been enlarged to embrace both personal and professional lives.
Ever since high school, managing my time efficiently has been an issue for me, deadlines, assignments, and schedules were never easy for me to handle. The fact that this topic of all was the first one to be discussed was very interesting to me.


Feelings:
When the topic was first introduced, I felt unsure of what I would learn and uncertain of how it would affect my life. Since I have trouble managing my time properly and a tendency to believe that there is no way to solve my problem, I had serious doubts about the effectiveness of the time management tools we were about to learn about and how would I implement them in my personal life.
By the end of the class, I felt more assured about the tips and tools presented by the lecturer which made me think that those are healthy and practical things to implement in my daily routine to improve my productivity.


Evaluation 

I started to realize the importance and improvement effective time management can make in every kind of business as well as in personal lives, understanding that time management is vital for everyone. One might distinguish priorities and establish deadlines for them with the help of conscious control over the amount of time spent on daily tasks. In this way, one could successfully complete organizational and personal goals within the allotted time. (Mohammadi et   al,  2014)
Time management is a skill that allows individuals to be productive, and efficient and it was very useful to me to have the opportunity to learn several tools to be successful either academically or professionally.
Some of the tools for better time management mentioned in class are making to-do lists, prioritizing activities from high to low importance, defining a timeframe to conclude those and most importantly creating realistic goals for yourself allowing breaks, and considering mental health.
Dating back to 1981, George T. Doran published the paper entitled “There’s a S.M.A.R.T. Way to Write Management’s Goals and Objectives” introducing one of the most famous goal-setting tools, the S.M.A.R.T goals, the concept is rather basic. Every SMART written goal should be recorded using the following guidelines. Must be specific, and have clearly spelled out the intended result, and what is hoped to accomplish. The goal must be measurable, there must be a method to gauge advancement, and achievable, the objective is feasible given the resources at hand. The goal should also be relevant, it must be part of a larger picture, have clear motivations and lastly, the objective should be time-bound meaning, with a specific date for when it can be accomplished.
Personally, I found this lesson to be very useful and important because it provided me with a huge amount of knowledge about how to practically apply time management tools in my daily life.
Analysis 
Discovering these tools, especially S.M.A.R.T goals, abled me to get a deeper comprehension of how to realistically set goals for myself that may benefit my daily tasks and obligations, and I felt more confident about resolving my time management problems.
Although it was not easy, these methods opened my eyes to new ways of analysing how my time is being spent and organized, helping me optimize my academic life as well.
Effective time management skills are often associated with greater academic achievement, and I believe that if I try to implement them in my daily routine would help me with organizing and prioritizing my assignments and classes. 
Conclusion
The practice of ineffective time management habits such as procrastination results in poor academic and overall performance, for example, stress, demotivation, and low to no productivity can turn out to be self-sabotaging and unhealthy in the long-term leading to unaccomplished goals and regrets. 
It was unbelievably impressive the way I was enlightened by this lesson about the huge impact time management has on everyone’s lives. 
Time is precious, and its use must be mindful and careful because is one of the few things in the world that cannot be replaced, and once wasted, there is no way of getting it back.
With this lesson, I learned the huge importance of my time and the use I make of it.
Personal Action Plan 
From now on I will be making changes in daily habits that will help me make a significant difference in my time management issues. These changes involve reducing my distractions to eradicate procrastination, setting S.M.A.R.T goals that will help me plan, prioritize and organize my time effectively, set time limits for goal accomplishment, and practice discipline. 
In this lesson, I had the opportunity to learn not just theoretical facts about time management but also practical ways to make a difference in my academic and personal productivity.

[bookmark: _Toc113398854]CV Writing 

Description 
By week eight of this semester, the topic was CV writing, in this class, we had an opportunity to enrich our knowledge on how to write a modern, efficient, and professional CV.
A CV, short for the Latin phrase curriculum vitae, which means “course of life” is a brief document that highlights a person's distinct abilities, character, experience, and accomplishments, it is a summary of a person's educational and professional background, is typically used when applying for jobs.
This was a very interesting topic for everyone in class because CV writing is a part of everyone who intends to get a job. The lecturer explained to the class the do’s and don’ts of CV writing and presented examples and templates of a good CV along with tips for being noticed by employers.

Feelings 
I felt that this topic was very important since the beginning of the class, it really caught my attention, and I noticed that the rest of the class seemed to feel the same way. 
My thoughts at this moment were that I should make the best of this learning opportunity and pay extra attention to every detail explained by the lecturer to gain the skills needed to make a concise, clear, and comprehensive CV that will motivate employers to want to meet me.
This class without any doubt made me more aware of my previous mistakes when writing a CV, I realized that before entering this class I had little to no knowledge of how to write a professional CV and by the end of it I was feeling a lot more confident about writing my next CV.




Evaluation

In my opinion, CV writing is an essential employability skill because CV is typically the first point of interaction you have with a potential employer, giving you the chance to leave a positive impression. It is used to convince your potential employer of your qualifications and the advantages of having you on the team. The CV is essentially a marketing tool, it is much more than simply a summary of your professional background; it is your ticket to a new position. By this, I mean that the CV is made for selling yourself and showing the value you can bring to a team.
To properly write a CV is important to know how to gather truthful and most relevant pieces of information about your academic and professional life along with personal contact details, most importantly must have no misspellings and be concise with no more than two pages. Some people may think that as much information you share in a CV is better but is argued that unnecessarily extensive pieces of information can be prejudicial to getting the desired position since it can be difficult to catch the recruiter’s attention and interest with so much irrelevant information in front of their eyes. 
The class was definitely a very positive experience for me, and I believe that the rest of the class felt the same since we were very attentive and ready to make questions about the subject.
Analysing 
Analysing my new knowledge made me reflect on how many CV’s I’ve done wrong in the past because I simply was never taught how to properly write one, just been pushed into writing Cvs without having a good lesson on how to create one. This reflection helped me make sense of the mistakes I was committing on this topic and how common those were among new employment seekers.  One of my usual mistakes in  CV writing was presenting an unoriginal personal profile, I had the bad habit of using generic phrases like describing myself as a” hardworking and problem-solving individual” although, these are great qualities I learned that employers are looking for more clear and relevant information that can better describe myself, the skills I gained through my life experience and how they can relate to the position I am applying for. 

Conclusion
The lesson learned from all of this is that firstly, is important to always have an open mind for new learning and have in mind that there is always room for improvement. I also learned from this experience the importance of having a well-structured CV focusing on my skills, experience, and education rather than irrelevant and overloading generalizations about me. 
Personal action plan 
I plan to change my way of writing CVs that turned out to be wrong and incomplete to start a different and more efficient way of selling myself to employers. To accomplish that I will start by creating a new CV for each different job offer rather than use the same CV for every one of them, this way I will make my CV unique and adapt to every job offer, highlighting the more relevant skills needed for the specific role I am applying for. 
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Description
In week four of the semester was discussed the topic of paraphrasing, which entails using your own vocabulary to rephrase words from another source while crediting your sources. By doing this, you maintain the original text's meaning while avoiding plagiarism and show your understanding and ability to communicate this knowledge by utilising your own words.
In class, the lecturer explained what paraphrasing is, and its importance in academic writing along with some explanation videos and paraphrasing examples. After understanding what the concept was, we had the chance to go through some practical exercises which we completed as a group. This week was very practical and focused on academic writing principles. 

Feelings
I particularly felt very good and engaged in this class, I would describe myself as an experiential learner, I learn by doing things so making exercises with the lecturer’s mentorship made me feel very comfortable learning and practicing a new subject.
At the start, I was having some difficulty rephrasing sentences that were in this exercise but soon I began to get a grasp of the concept and feel more confident about making them on my own. This was a great class and very interesting to me.

 Evaluation

This was a valuable class and an important topic to be discussed especially because paraphrasing is a tool often used in academic writing to support knowledge, and to help authors express their understanding of the topic without directly referring to their source however not forgetting to acknowledge it. Paraphrasing will always be present in my academic life so it is essential for me to learn how I can use it correctly to avoid plagiarism in my essays. 

Analysis
There are various paraphrasing techniques that can improve my paraphrasing skills, these skills can help present phrases with the same meaning as the source but differently by, for example, using synonyms or changing word order along with necessary grammatical corrections. 
The main techniques of paraphrasing presented in that class were simple and easy to understand and practice, and the instructions were reading and fully understanding the text in case, followed by making lists of the main and most important ideas, and finally changing the structure of the text using my own words without changing the meaning of it.
 
Conclusion

By the end of the class, there were no questions about the topic passing through my mind giving me amusement for the fantastic learning experience I participated in. 
The lesson I learned from this experience is that practice makes perfection, or at least is a huge help to learn and master any topic. With the help of the great examples and exercises completed in class, I was able to understand the concept and try to correctly put it into practice.
Personal Action Plan 

My personal future goal is to master the techniques of paraphrasing, to do that I will practice with different types of exercises and be persistent without the fear of making errors.
Is very important for me to learn this skill because of its impact on academic writing, as a student is essential for me to have the ability to clearly express myself and present ideas in writing. 

[bookmark: _Toc113398856]Public speaking and giving presentations 

Concrete Experience 
One of the final assignments of the module Employability and Academic Skills was to prepare a presentation for the stage where I would examine my employability skills in light of my planned job or business and discuss the abilities I now possess and those I need to develop in order to succeed in the selected area and include references from published works to show that I am knowledgeable about that topic and create a PowerPoint presentation to accompany. 
Was a 5 to 10 minutes presentation, and it went very well, and I was able to communicate the message I intended.

Reflective Observation  
For me this was one of the scariest presentations of my academic life, this was the first time I had to speak in from of a university classroom, and plus not in my native language. By the first time, I was informed about this assignment felt scared and even thought that I was not capable of completing it.
One of the things that scared me about speaking in front of an audience was the language barrier, despite knowing how to speak English it is still challenging for me as a not native speaker to express myself clearly under public pressure.  
My biggest help to gain confidence to complete this task was the knowledge gained in week seven, in this class we had the opportunity to try once before the big presentation day, to make a quick presentation with no pressure to make help us feel more comfortable with speaking with an audience. This was very helpful for me, making me feel more confident with talking in front of the class. 
In my next presentation, I intend to improve my body language and confidence during my speech and enrich my vocabulary in the English language.

[bookmark: _Toc113398857]Conclusion 

This whole experience was very interesting and sometimes challenging for me, but most importantly I am sure that I gained a lot of knowledge that will stay with me for life. 
All the topics were clear and simple to learn and practice and valuable for my employability skills improvement.
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