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Reflection on academic and employability skills
INTRODUCTION
Conway define reflection as “a process of looking back on what has been done and pondering on it and learning lessons from what did and did not work… The act of deliberation, when practitioners consciously stops and thinks what shall I do now?” (Conway 1994).
This reflective paper will focus on how this module has helped me to develop my academic and employability skills from week one to the end term two. When I started higher education I was excited I thought  this is what I wanted to do all my life, my children are all grown so now is my time. I assumed I was mentally prepared for classes but as the weeks went by I realised that wasn’t the case and that left me feeling disheartened. I started thinking what did I get myself into.
MAIN BODY
TERM 1 
In week one we introduced ourselves both lecturer and student, and I started to familiarised myself with my surroundings , this was a short lesson and was the base of things to come. I imagined myself back in school sitting at my desk excited as a young girl going to secondary school for the first time unsure of what to expect. The  first half of term one was as expected I learned about the different types of skills both academic and employable. Employability from what I can remember is an achievement. I get to know the main skills employers are looking for when recruiting, these include communication, interpersonal skill, personal skills, numeracy skills and general awareness skills my  understanding of these skills and my personal attributes have opened my eyes to what is expected of me as a graduate. What I thought I knew and was good at suddenly seems foreign . I knew I had those skills but now know I had to improve them to gain a better employment and to be more successful.
Week four was like going back to school where we were reminded of the four types of sentences simple, complex, compound and complex compound and how to structure them. Anita the lecturer then asked the class to write a reflection of the day, in doing so I was surprised at often I do this throughout my life as I am always telling my children about growing up in Jamaica . I was able to linked two short sentences to make a complex one. These simple exercise increased my writing skills.
Week five was an eye opener for me because that week I learned that I have to paraphrase what I researched and had to reference my work. This was another blow to me as I thought I could just write my thoughts and not worry if someone before had used the same words. We were thought how to write a report, this was what was expected from us a 2000 word report on academic and employability skills. This I thought would be easy but turned out to be a bit challenging.. 
The second half of term one my determination set in I realised this was not going be easy therefore I had to dig deep to fit my studies in with my job and home life which at time is very tiring and stressful. 
Referencing was a struggle seeing this was new to me, the difference in referencing a book, journal article and website was confusing. I tried my best but still believe I need to improve. 
In week seven we were thought about summarising and paraphrasing. We were given a paragraph to summarise this was not a challenge as I realised I was able to do with little effort. This just prove to me the exercises we did throughout the term did  helped developed my writing and communication skills. 
In the final two weeks of term one, I attended the workshops organised by tutors to assist students in their bid to write reports and submit it before the deadline. Knowing that I had someone I can talk to when struggling with my work was a comfort to me. The sessions  was very informative and helpful, tutors were there to assist me and guide me in whatever I needed help with. I was very grateful for their help and support, this I believe helped me to get the grades I got although I believe I deserve higher marks for the late nights and early mornings I stayed up to complete my assignments.

TERM 2

Term two begin with a review of employability skills I was happy when Sylvia the new tutor began by going over what was done in tern one. I was relieved when she reviewed interpersonal skills I knew I was working on them but felt more confident talking about my ability to work alone and also part of a team. I can tell my manager is more confident leaving me in charge of the office when there is an emergency. I was even told by another colleague that since starting my course I am more confident in my communication . My personal skills escalated I’m less stressed when working under pressure, and is able to find time for relaxation. This is a result of working on my employability skills.
Job hunting was discussed we were taught there are two basic types of CV a general for speculative approaches and a job focus CV and how to tailor a CV  according to the job. This has come in handy as I’m now in the process of applying for a new job. I will be doing a job focus CV tailoring it to a specific job and focusing on my strengths this I come to realise is numeracy skills. In preparation for a job interview one should research the business. knowing the history and the aims and objectives of the business is a bonus. Short video clips was shown in class to help us grasp the theory of writing a C V and preparing for an interview, these were very enlightening.
In week three we focus on research, this can be done in a variety of ways including surveys these are used to gather primary information on peoples thoughts and feelings on certain issues. Desk top whereby one get general information on a particular topic. I could not believe that I was doing research for the pass twelve years my son is autistic and I am always looking for different ways to help him. I used primary source by asking anyone with child of similar condition. Secondary source is going on the internet  and even getting brochure from hospital. Doing all these thing but not putting a term to it was a lack of knowledge. 
During weeks two to eight of term two we focused on presentation, public speaking and reflective writing. The below example show Kolb’s reflective cycle (S C Fernandez 2015). This is one of five samples of reflective writing discussed in class .


                      [image: Kolbs experiential cycle]
 The reflection cycle was mentioned in term one unfortunately I didn’t spend much time on it  because I was more interested in academic and employability skills, a requirement to do assignment one. After doing research on these I realised what my soft skills were, listening and speaking. 
A practise session on presenting in class was a little uneasy for me seeing this was my second time. Being away on holiday and missing two lessons did not help. Before presenting I was nervous, however I keep reassuring myself I will be ok so when it was my time I was more relaxed. I was aware my eye contact wasn’t always there so I had to keep reminding myself to look at the audience. Maintaining eye contact is a way of keeping the audience attention. This I used in a different  module and  was successful.  Looking back to term one I feel my communication skills have developed I was more confident standing in front of the class just talking to my fellow students was so much easier. I was less nervous and my voice was more audible. 
Analytical and critical thinking was part of a lesson. We were taught the differences between these two skills. Critical thinking is when one is able to ask why, where, when and how something is done. Critical thinking is a form of intellectual discipline that accentuate the logical combination of distinguishing facts and opinion. Someone is a critical thinker depending on the question they ask and also importantly the answers given whether they are being cautious. Critical thinking can be helpful in my professional life, if my manager ask me do to something I will be able to ask why and make a decision whether to do so or not.
Analytical thinking help us to make decisions. These skills help us to perform efficiently. Examples of these are organising  communication, problem solving, report and research skills. Analytical skills are used in my work environment if my colleagues want to have a meeting with management I’m the one they come to organise this. I have learned that in order to improve analytical thinking skills I can add these simple activities to my daily life try to learn something new every day, join a book club, voluntary work and play brain games example puzzles. I took up the challenge and is now adding various puzzles to my hobbies. I also learn that analytical thinking encourages critical thinking. 




CONCLUSION
This module has helped me to develop my academic and employability skills namely communication, I T, organisation, research, time keeping, reflective, personal and interpersonal skills. This has impact greatly on my job I can communicate fluently at an academic level. Researching information has become an everyday practise for me, knowing what to look for and simplifying it makes getting what I’m looking for easier.  Academically I  have enhance my career prospect.
Looking back from the beginning I should have spend more time practising and revising what I was taught in class. It took me a long to build up the courage to get  back into education and I loved every bit of it. Even when the journey get tough I still stick to the tasks. Sometimes I felt this is too much but I keep reminding myself of the results and how this certificate can help me getting a promotion at work or even changing job. 
I wish I did this a long time ago but as the saying goes “ it’s never too late for a shower of rain”. My time at university was well spent and I have no regrets.
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