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Academic and Employability Skills: 


Introduction:
The aim of this report is to reflect on the academic and employability skills which I have acquired during this module. I shall be using the Gibb’s reflective cycle model 1984 to assist me on completing this assignment. This study looks at the description, feelings, evaluation, analysis, conclusion and action plan. Moreover I will also have an in-depth look at the David Kolb learning cycle of concreate experience, reflective observation abstract conceptualisation and planning active experimentation. Conclusively I will write a reflective feedback summary of what has been learned about the academic concepts introduced in this module; including, academic writing, research methods and referencing techniques. 

In the first term we had ten modules of learning. Time management& employability skill, gathering relevant information & reflective writing, academic writing/ language & grammar, vocabulary sentence structure graphs, Howard referencing, report writing, academic writing summering & paraphrasing, using. Computers and e learning to support learning, word processing & creating PDFs reviewing of referencing / assignment workshop.
Introduction to personal & Professional development Identifying skills:

In week one we learnt the Introduction to personal & professional development Identifying skills. I have learnt the skills I have are communication skills, Time Management skills, Decision making, ability to work under pressure, resolve conflict and leadership skills. From my personal development skills, I have learnt how to improve on my communication skills with people from different backgrounds clearly ,effectively, verbally, face to face, on the phone and email. I have also learnt to receive people when they talk (being fully engaged) and the ability to follow instructions and as well provide a positive freed back.

IT/ Computer
I have the basic computer skills and also developed more computer skills and knowledge of how to use the computer such as Microsoft Office, specifically, word and excel. Which has helped to be faster and delivery a higher standard of work for my work and in the university.

Team work:
I have good team work skills, I have learnt to work as a team in a positive and organised way. By working as, a team I am able to learn more about my colleagues as well as achieve our goals and work load. 

Time Management & Employability:
I have learnt the importance of  good time keeping and what  difference especially when I’m going to work or an appointment. It creates efficiency in all tasks. I have learnt how to use my phone to set it for times in line with my diary tasks which I also use to review the use of my times for improvement. 

Gathering relevant information:
I have learnt that whatever experience I have faced regarding work, university and personal life I should write it down, take time to think about the situation. I have learnt to take notes which has helped me extend my attention span, it has also helped me retain what I have learnt in the lesson and at work.  I reflect on the information and how to improve on the situation for one time. To help me with process I keep a diary about my daily activities as well as refer to my monthly planner every evening. I have learnt the importance of prioritizing things mainly at my work place. (e.g. having a list) according to urgent/ important. This skill is very important because it helps to avoid procrastinating/postponing things.


Academic Writing/ Language & Grammar Vocabulary sentence structure graphs.
academic writing/ language & grammar vocabulary sentence structure graphs has helped me to understand how to use most words in sentences, as well as understand what words are used to explain things, verbs and nouns. Academic writing has enable me to learn how to develop an argument about a topic as well as express my point about the topic using supportive evidence. I have also learnt how to keep notes about the topic as well as plan how to write my assignments. This has helped me not to get confused when writing the assignment.

Howard referencing:
I have learnt that when referencing it is important to write the author(s) name and details followed by the title of the book publication, edition and page if relevant.  This can be used when referencing to someone’s work.  I have learnt how to apply the Harvard system to my text/sentence using the bracket, author’s name, date of publication followed by the page number if needed. I now the importance for one to reference who(s) words have been used. I now know that referencing helps reads to find original texts / webpage to read. I also know that referencing helps if you need to check something later i.e an assignment you may be doing. It has given me the confidences and assertions where the information has come from. I now know that giving the source helps other people aware the work is not yours.







Report writing:
Learning about writing a report has help me to learn how to plan / brainstorm about and process information about the topic I need to write about . It has also helped me to learn and structure how to write my report. I have learnt when it comes to report writing I need to come up with a plan so my ideas are complementary of each other, comprehensive and conclusive.

Cv writing/ cover letter:
Before I can write a cv and a covering letter I need to do my research about the kind of job I am applying for, what are they looking for, the type experience/ skills are they asking for and inconclusive, what the company is attempting to achieve. What type of training and development programme the organisation has for their staff? And what kind of policies do they have. Once I am confidence then I can apply for the job. I have learnt the do and don’t write in the cv such as not to put your name on the top of your cv and make sure the cv and cover letter is spell checked before set out. 
My experience-  to write about the experiences by reflecting back on the training, volunteering to jobs that relate to the job I have applied for. i.e. personal skills, leadership skills, term work and communication skills etc.
In a CV I have learnt how to convice the organisation I, am the best person for the job by the way I structure and word my sentences.
I learnt why a covering letter is important. when writing a covering letter, it should consist of four paragraph for structure - this will help me when writing a cover letter. They are one page long to ensure the reader stays engaged. The first paragraph is about introducing myself to the prospective employers by using descriptive words not too long or too short. The second paragraph explaining my prospective employers I am the best suiter for the job out ling my skills and goals. The third paragraph I Should offer my opinion on what I can give my prospective employers. This could include my good management which I learnt from the time management & employability lesson, team work communication and leadership skills. I learnt that I should thank them and sign the letter using my first name first. 




Reflective writing:
David Kolb’s model of leaning (kolb,1984) to help me with my reflective writing. This model has help me to understand myself more as person. It has also helped me to be able to express my feelings, thoughts and actions through pen and paper. I am able to write about my experience of my day either at work / university, reflect and evaluate on what I did with my day why I did what I did, (my thoughts / feelings) and I will be able to implement the changes that need to take place to achieve better results next time.

Analysis :
For the first term I felt overwhelmed about the situation as it’s been awhile since I was in a classroom setting. Prior to the lesson I was so excited as I was going to learn some new things to better myself as a person and to grain more knowledge education wise and to help me help me progress in my career. The most overwhelming experience was the first for lessons of getting in to a routine having to change my time management to fit in with my time table. I have learnt how to paraphrase. This is good because it will help me to know how to write my main ideas without plagiarizing.

Conclusion: 
Looking back a lot of things went wrong because it’s been a while that every in went back to school we spent most of our time as our time in the first stages of norming and performing stages as a group, that by the time it came to assignment writing it was too late (for me) if I spent most of my time listening to the teach I would not had found writing the assignment. But then again it been over two years since I last wrote an assignment. 
My action for the way forward is, 
1. Set myself daily tasks
2. Read more i.e. newspapers, and books by reading more you learn more vocabulary.
3. Set myself daily tasks of way to improving on myself. Tasks daily 
[bookmark: _GoBack]4. Write two sentences a daily describing my day at work either using interrogative sentences, complex sentences, compound words, misplaced modifiers. I believe by doing this daily it will help me improve on my academic writing and communication, sentencing structure and paragraphs.
5. Practice referencing more with my work and how to write a reference list.
6. Practice using a daily dairy.
7. Learning to accomplish the tasks set dairy.
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