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Introduction 
Employability illustrates an ability of the individual in effectively acquiring proper desired employment opportunities post completion of their academic life (Di Gregorio et al., 2019). The purpose of this assignment is to properly evaluate proper understanding of the Gibbs reflective cycle along with the different steps like descriptive, feeling, evaluation, analysis, conclusion, and action plan that are essential in the development of different academic and employability skills. This report provides a detailed illustration about the concept of Gibbs reflective cycle along with proper detailed analysis of its steps to develop academic tools like personal development plan, referencing, CV and cover letter.   
[bookmark: _Toc57485116]Gibbs reflective cycle 
Structured and developed by Graham Gibbs in 1998in order to provide proper structure to have an effective learning experience of the students (Sekarwinahyu et al., 2019). It provides a proper framework to me in order to have a proper and developed learning experience by conducting effective examination along with providing a proper cyclic nature that effectively lends itself particularly to have a proper and repeated experience.  It provides me with an effective knowledge and idea about the different options that would assist me in optimising my learning as well as develop a proper and structured plan that assists me in having an effective and broader assisting me in my learning and planning of the different things that I have either achieved or am focused in achieving. Gibbs Reflective cycle consists of six different steps like description, feelings, evaluation, analysis, conclusion, and action plan (Li et al., 2020). This structured framework provided by Gibbs Reflective Cycle allows me to have an all-round improvement of my skills along with effectively identifying my level of proficiency in each skill through the effective implementation of this cycle. 
Gibbs reflective cycle provides me with an opportunity to effectively identify a way that assists me in having good work through the experience. The implementation of each step assists me in having a proper stand-alone experience that I am required to face regularly in order to have an effective development of my skills. Initially the implementation of Gibbs reflective cycle in different circumstances by collective utilisation of each step but currently every step in the Gibbs Reflective cycle is sufficient in the development process of the individual (Dhaliwal et al., 2018). Action plan in this model also assisted me in having a general view towards the application of your developed skill in the future.  
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Figure 1: Gibbs Reflection Cycle
(Source: Constantinou et al., 2020)
[bookmark: _Toc57485117]Description 
This steps assists me in effectively describing and understanding the learning activity that I have developed during learning of this module like knowledge of performance development plan(PDP), referencing, structuring of CV as well as making a cover letter. While learning of this module I analysed that various personal and employability skills like communication, problem solving, ICT and teamwork were weak. Therefore, in order to effectively develop each of my skills I was required to develop a proper performance development plan that enabled me in having a significant improvement as well as effective development of each of my skills. Proper structuring of performance development plans resulted in me having an optimised and enhanced personal and employability skill (Rimmer, 2018). Moreover during this module, I was also able to effectively understand the importance of referencing. During this module I was required to develop different academic literature on various topics. In order to have an effective development of these academic papers various information and data were needed that I effectively collected from different online resources like journals, books and articles. Therefore, in order to give the original source of the relevant and authentic information proper credit in my academic literature I regularly used referencing that assisted me in having a proper academic conduct.  
I also effectively learnt proper methods to create an attractive CV so that it could create an impact on the minds of the recruiter and have a positive influence in order to improve my opportunity to get my desired job. The module assisted me in having knowledge key points that are required to be included in my CV in order to make it more informative that helps the recruiter in having a detailed understanding and idea about my proficiency technical skills along with the level of knowledge I have gained during the course (Jaakkola and Aarikka-Stenroos, 2019).  The module also enabled me in effectively developing a cover letter. I was able to learn proper structure of the cover letter in order to make it effective as it would enhance its efficiency in providing my appropriate introduction to the employer as well as enable them to have a proper insight about my different soft skills, motivation as well as behavioural attitude. Knowledge of effective framing of the cover letter enables me to portray myself in an effective way and thus positively influencing the employer. 
[bookmark: _Toc57485118]Feelings 
This module has assisted me in acquiring knowledge on learning different personal and employability skills like performance development plan, referencing, CV and cover letter. I feel confident with acquiring proper knowledge in effective development of personal  development plans as it has helped me in learning and developing personal and professional skills like communication, problem solving, ICT and team work that has reflected in improving my academic career (Bintani, 2020). I also feel motivated as an understanding method that I could use in order to provide appropriate references of the data or information collected from different authentic and credible sources. Being motivated through my recent learning of referencing has provided enormous support in creating high quality academic literature and providing proper credits to the original authors of my used information or data.   
Moreover, proper, and structured creation of the CV has assisted me in feeling encouraged in finding a desired job post completion of my course. The encouragement provided to me by the knowledge and idea to develop an understanding has resulted in me creating an attractive CV that would improve my employment opportunity (Chen et al., 2016). Additionally, the additional knowledge and idea about making a cover letter has also boosted me in feeling confident about my employment opportunity as an effective cover letter would assist in providing detailed information about my level of knowledge and skills.   
[bookmark: _Toc57485119]Evaluation
The proper evaluation of various aspects during the learning of this module is necessary in order to understand my good and bad experiences. While learning this module I was effectively able to learn new tools that have provided a boost in my learning experience like structuring a personal development plan, referencing knowledge, creating a CV and cover letter. However, I faced different challenges in learning these tools (Diakite and Zlatanova, 2020). I was able to effectively structure the personal development plant but however, faced challenges in having an effective understanding of the allocation of proper time frame that I may require in order to effectively develop personal and employability skills. It also assisted me in understanding that I am required to improve my communication, ICT and problem-solving skills whereas I am proficient in teamwork. Thus, it impacts on the efficiency in my process of development (Shaheen and Hameed, 2020). 
I was deeply benefitted by the idea of providing proper credit to the original author of a source of information or data through reference. However, there are large various standards of doing reforms like Harward and APA which also comprise of different formats of referencing a journal, book, article, or online source thus creating a strong confusion. I have learnt a Harward method of referencing in order to avoid confusion and give proper credit to the original author (Alliez et al., 2019). To make my CV more informative I was incapable of the proper structure along with being unable to effectively prioritise which information I am required to provide. It thus hampered the efficiency as well as effectiveness of my CV. Moreover, the availability of different formats of the cover letter online made it difficult to analyse the use of the most effective and attractive format of the cover letter which would provide a detailed information of my soft skill to my employer. 
[bookmark: _Toc57485120]Analysis 
I made proper progress in my learning of different tools like personal development plan, referencing, CV and cover letter for effectively optimising my academic and employability skills due to the availability of many effective resources. However, different structures and formats of each tool did create a challenge selecting the optimum and most effective formats. The personal development plan did provide proper support in effectively expanding my soft skills that resulted in enhancing the effectiveness of my CV and cover letter (Sautter and Zuniga, 2018). The major reason for me in having a significant improvement in preparing a better-quality academic report is the effective use of proper referencing towards the extracted data or information. This collective development in my skills through personal development and the additional knowledge of referencing has resulted in significantly improving my academic career.  However, an attractive CV along with an informative cover letter provides a significant employment opportunity post completion of this module (Hirata, 2019). Therefore, proper, and effective implementation of these tools benefits the learner and assists them in having a proper analysis and understanding of their strengths and weaknesses. 
[bookmark: _Toc57485121]Conclusion
I was able to effectively optimise the level of my academic performance by significantly enhancing my knowledge and understanding of the different concepts and ideas. I was able to effectively apply a personal development plan in order to effectively improve different skills like communication, problem solving, ICT and team work. However, I could also have used this in order to improve my time management skill and researching skill that would have benefited me in improving my efficiency as well as quality of the academic literature required in the module in the future.  I also learnt different methods and standards of referencing and have effectively implemented it in optimising the quality of my academic report of this module. I was also able to understand and learn methods of creating a proper CV that have resulted in making a positive impact on the employer as well as enhancing my employment opportunity. Proper knowledge and understanding of different formats of the cover letter have enabled me in making an informative cover letter that provides detailed information about my soft skills to the employer.  
[bookmark: _Toc57485122]Action Plan 
	Objectives
	Tasks
	Success Criteria
	Resources
	Time Frame

	To improve my communication skill
	I am required to read proper online books on communication skills. I am also required to effectively implement the Shanon Weaver model in order to effectively enhance my communication skills.
	I would consider my communication school to be improved if I would be able to explain my thoughts and ideas to others as well as understand what others are trying to say effectively.
	· Extensive training session
· Reading online books on communication

	3 months

	To improve my problem-solving skill
	I am required to effectively analyse the root cause of the problem as well as providing prompt solutions.  I am required to watch proper analytical online videos and read different methods of problem solving.
	I would consider a successful completion of problem solving skill if I am able to analyse the problem and reach the main reason for the problem along with provide effective solution to resolve it. 
	· Watching online videos
· Reading online books
	5 months

	To improve my ICT skill
	I am required to regularly use different tools of ICT. I am also required to read different uses of the ICT skill and practice them.
	I will consider my ICT skill to be successfully improved if I am able to effectively implement it in improving my academic performance. 
	· Computer or laptop
· Internet 
· Online books and videos			
	2 months



Table 1: Action Plan
(Source: Created by Learner)
[bookmark: _Toc57485123]Conclusion
It is concluded from this report that proper understanding of Gibbs reflective model assists in providing a detailed understanding and development of academic tools like personal development plan, referencing, CV and cover letter. Different steps of Gibbs reflective cycle have also benefited me in understanding different steps in order to have a significant development of these academic tools.  
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