

1.
I am a full time student who is currently studying Certificate of higher education skills for the work place at University of Wales Trinity Saint David. Throughout the academic and employability skills module I have learnt and experienced a variety of topics such as: barriers to learning and essay writing, Harvard referencing, time management and communication, essay feedback and report structures and presentations.
2.
According to Gibbs, (1988) It is not sufficient to have an experience in order to learn. Without reflecting on this experience it may quickly be forgotten, or its learning potential lost. Reflective learning is a way of letting students to take a step back from their learning experience to help them develop critical thinking skills and improve on their future performance by analysing their experience. This type of learning, which helps move the student to change their way to learning can include a range of activities including self-review, peer review and personal development planning. According to The University of Sheffield “Reflective learning can be applied in a number of ways including keeping a reflective journal or log – particularly useful in reflecting on, for example, work placements or year abroad. This type of activity can also serve as a tool for Personal and Academic Support Tutors to generate discussion about employability issues with your tutees”
3.
Kolb (1939) states “A four-stage cyclical theory of learning, Kolb’s experiential learning theory is a holistic perspective that combines experience, perception, cognition, and behaviour.” Kolb’s theory is in four stages; these stages are concrete experience which is the first stage. This is where the student experiences an activity, in this case is was Harvard referencing. The second stage is reflective observation, this is where the student reflects back on an experience, the student was given lessons on the process of Harvard referencing and given exercises to practise the format for the correct way of Harvard referencing. The third stage is abstract conceptualization, this is where the student attempts to conceptualize a theory and what is observed, during this stage the student put their knowledge of Harvard referencing to their use when writing a report. The fourth stage is active experimentation, this is where the student tries to plan a test for a forthcoming experience, although the student has learnt how to use Harvard referencing there is sometimes a slight confusion on the different ways of referencing form different sources such as books, online articles and journals it is always best to keep practising and researching the correct method and putting it to good use when it has been understood correctly. According to Kolb, (2013) “To learn from their experience, teams must create a conversational space where members can reflect on and talk about their experience together.”

4. 
There were quite a few topics in this module that the individual enjoyed, there was one in particular that was enjoyed and that was doing presentations, the reason for this is because doing a presentation was something totally out of the individual’s comfort zone and by preparing and delivering really boosted the confidence. By doing presentations It helped to interact and communicate with other students when being put in teams and bringing out the best in each other as well as helping each other when a team member required help. Stated by Duke, (2017), communicating effectively with clients and colleagues is one of the most essential skills a candidate can have.
[bookmark: _GoBack] Feedback was received and although it wasn’t the greatest feedback it did show what needed to be improved and what was useless of the PowerPoint. Research was done well and references were used, however it could have been improved by using more references and sources as not many were used. Feedback for knowledge and understanding the subject was good as it was discussed very well, also the presentation was analysed well and good points were put forward. Body language is an area that needs to be improved as there was very less body language.  According to Christopher Voss “Body language and tone of voice – not words-  are our most powerful assessment tools.” The individual and their team made sure they had all the correct information needed to present their presentation, notes were made on small cards which made it easier for the team as having too many notes on a large piece of paper would not have looked very good. PowerPoint was used in the correct way for a presentation with appropriate fonts and backgrounds Another topic that was enjoyed was learning about time management and realising the importance of time management and how it affects an individual everyday life. According to the University of Greenwich “Using time effectively is important for successful study. Use the time available in the most appropriate way for you.” By learning about this it helped to gain more knowledge and understanding of time management. There were exercises which were done in class which helped relate time management to day to day basis, as well as watching clips during lectures about how time management has helped people and by doing that what they have achieved. Robinson, (2006) states “It takes a lot of discipline, practice, and preparation to put on a good presentation and even knowing what you need to know can be hard.”
The individual has knowledge and understanding of the report and skills as a strength as it was taken in to account however it could have been gone into more detail with and elaborated so there is a better understanding in what was being discussed.
As well as all of the above researching with different methods was enjoyed as it was something new and interesting for the individual, learning about online articles, e-books and journals, also visiting the library and finding the relevant books to research from. It was interesting to see how each of these methods provided information in different ways and then paraphrasing certain parts was challenging which was some of a difficulty but once got the hang of it was enjoyable as it was also helping the individual learn new words.
Having to use IT skills was liked as if refreshed the mind on how Microsoft word and PowerPoint worked, it was also great to put together presentation with PowerPoint as it gives a chance to test out the effects and fancy backgrounds and fonts. IT skills were bettered as typing got faster with the experience of report writing as well as doing practise tests online. Now the individual has got much more confidence in IT skills and feels like there is an accomplishment and doing work no longer takes as long as it used to which was quite frustrating at the time, now without any frustration or hesitation the individual is more than happy to be set a task and just get on with it rather than delay the work and stress out over it. The individual has learnt that if you put your mind to something you are not entirely comfortable with you can very quickly gain that confidence, all it takes is being in the right mind frame and setting your mind to it.
5.
In this module of academic and employability skills the least enjoyed topics were essay writing and Harvard referencing, reason to this was as the individual has been out of education for many years it took time for things to sink in and it was quite hard to remember certain things in certain formats, but once the individual had got the hang of that it took practise numerous of times to finally start getting it correct. After getting the first few attempts wrong the individual then started to Harvard reference correctly therefore it was one of the least enjoyed topics in academic and employability skills module. Essay writing was another topic which was not enjoyed very much in this module as the individual was lacking IT skills, again this due to being out of education for so long and having forgotten how to write in an academic way, however by doing exercises and work sheets in lecture and research it helped the individual practise the correct ways of essay writing. According to Le Breton, (2014), it is so important to try new things and push yourself out of your comfort zone.
Another topic that was least enjoyed in this module was report writing, as the individual has never done report writing it was something new and a lot to take in to remember the layout and headings and what was relevant to put in the report and how to format it. When writing a report there was some difficulty understanding what information needed to be under what headings and what some of the headings actually meant. However, after many drafts and feedback the report was written well and the final report was submitted. According to Durham, (2013) As well as learning from others, be prepared to be the teacher too. Having an open, free spirited mind will draw others towards you who will also want to learn from you too.
Quotes were difficult to put in as the individual struggled with the way it is meant to be set out, things like the inverted commas being used incorrectly was an issue so therefore it is important that the individual correctly wrote down the quotes. Depending on one source too much is another issue that the individual had come across, relying on one source too much for information does not give the chance to see the different points and views, also using one source may not be reliable so it is important that if possible more than one reliable source is used as this could also suggest an alternative point of view.
Grammar, punctuation and typing errors need to be looked into, it is important that it is proof read prior to submission as once submitted there is no way to edit or make any changes which will impact on the grade that is to be received so therefore by doing all of the above and checking the chances are slim of any errors being made. It is also better to proof read various of times not just once as the first time round something could have been missed.

6.
There main strengths which applied to the individual was time management as this helped keep things in place and up to date. Time management was a vital key skill as it is needed in everyday life to life whether its work related or education related. Communication Is another strength as communication is required in everything, a person is required to have good communication skills as it makes it easier in many ways. Being a good communicator also boosts confidence which people sometimes lack so therefore being able to communicate in different ways is a strong point. There are many different ways of communicating such as:  written communication which is included in letter, emails, texts (SMS) and online via social media. Physical communication is another form of communication this includes body language, eye contact, gestures and body posture. Facial expression again is another form of non-verbal communication, by seeing someone’s facial expression shows how they are feeling and their emotions for instance if someone is smiling they are happy if someone is frowning then they are unhappy. According to Pulsifer, “Communication is one of the most important skills you require for a successful life.”
However along with strengths there are also weaknesses, for instance of the weaknesses is IT skills the reason to this is IT is required nearly everywhere these days so it is really important to have some knowledge on how to use Microsoft office (word, PowerPoint, excel etc) being a student and having to do presentations and assignments IT skills are definitely required therefore it is important to learn and remember common IT skills. Having been out of education for so long it was quite difficult for the individual to get the hang of writing academically and trying to write things in certain ways and formats. Being out of employment for the student for a certain amount of time also has impact on the student as they tend to forget the knowledge that was learnt for certain programmes. However, there is help available which can help the student gain more knowledge in their weakness skill such as student support.
7.
It is recommended to improve on such skills which affect the individual as a barrier there are options to overcome that, taking an IT course to better yourself is one, by doing this it will make it much easier for the student as well as practising. There are practise tests online which can help the student get better at typing and feel confident after getting the hang of it.  Practising makes perfect so it is vital that practise is required at the correct time. There are many ways of recommendations as well as courses and practise tests. Drop in sessions or extra student support is another option recommended.
