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Introduction.

As a student on at the University of Wales(UWTSD)  on the Certificate of  Higher Education in Skills for the Workplace course, I have been asked to write a reflective report on the Module Academic and Employability Skills taught during  term one and the current term two of the  academic year. There are many models of reflective writing including Kolbs Learning theory and Gibbs reflective cycle. The Gibbs model will be used in this report to reflect on my learning experience on the module 
“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.” (Gibbs, 1988) 

TERM 1

Description and  Feeelings

In the first term I learnt, amongst many, six crucial employability skills which has progressed my development. They are Communication skills, Team-working, Presentation skills, Time management, Academic report writing including  Harvard referencing and Interpersonal skills.  

· Communication is the ability to listen, process and interpret information and follow instructions. It  covers verbal, non-verbal and written communication and listening. (Anon., n.d.)  What I have learnt about communication skills has helped me to gain confidence  in giving presentations using gestures, eye contact and body language. My ability to listen actively and handle conflicts better in group situations were enhanced considerably. This first term on the course was my engagement in formal education in nearly forty years and found it quite challenging with a great deal of anxiety and self- doubt. I took comfort and reassurance from feedbacks from my Lecturer, Sylvia Hoffman, and  gained more confidence in the realisation that I have largely retained my grammatical and spelling skills.
· I learnt about team-working  briefly(with Dr Dhas) in terms of  Synergy, which means that productivity or output of the team is greater than the sum total of the individual members of the team. This made me put more effort to cultivate the skills of working in a team rather than the socially inadequate loner I have always been.  Tuckman’s theory (Tuckman, 1965) of stages of team development validates this  idea of increasing productivity through team working 
· I learnt about the  four broad strands to  presentation skills; preparation , structuring, delivery plus identifying and using visual aids such as Powerpoint slides and charts.  The process preparing slides has enabled me to use and improve my beginners level of Microsoft excel and numeracy skills that I had acquired through book-keeping and VAT analysis for my business and submitting my HMRC self assessment myself.  
Being able to give a good presentation is essential and seen as part and parcel of life in the workplace and business community (Morgan, 2016).
· Learning about time management has been the most valuabe skill I acquired in this module. I learnt about the Eisenhower box method which divides task into boxes of urgent/non-urgent and important/non important in order to choose tasks to  prioritise, delegate or postpone. In addition, the extremely useful Pareto 80-20 rule which, especially for a mature student combining work with study,  has taught me about prioritising and achieving 80% result from doing the top 20% of my priority list. Research such as that by George et al.(2008) shows a correlation between a student’s ability to manage time and their academic success and also that being good at it is very important(Britton and Tesser, 1991) (Morgan, 2016). It was a struggle
· I have learnt about academic report writing, as distinct from reflective writing, using paraphrasing, summarising and the Harvard referencing method to validate sources and avoid unfair practise including plagiarism. This has been a tough learning curve from my schooling experience where information can be regurgitated from books for written work. I have stuggled with learning to reduce similarity figures on my submission as well as being elated at mastering the skills of academic writing.
· I have learnt about interpersonal skills which has given me the ability to work in a team within the class group and prepare a presentation with team mates. I was able to negotiate with members of the team by building rapport and gaining understanding of different thinking and perspectives. My problem solving skills were enhanced by the brainstorming sessions while my weakness with time keeping were exposed to lead me to self improvement.

TERM 2
 
Description and feelings 

1. I have learnt how to write a CV(curriculum vitae)  and the cover letter that goes with it. On CVs, I have learnt how to structure the document to within two pages at most and to exclude my full address from the CV unless the job application requires people in the local area. I found this strange that my address will not be included on a document for selling myself to an employer but now understand the ethical and security issues involved in modern  society. The structure and sections of a cover letter were shown in clear steps by my lecturer that it would enable me to easily write my own cover letter in the future. It was particularly useful to learn the formal and semiformal endings of the letter depending on wether it was through email and wether or not the name of the receipient is known or not. Thus ‘Yours faithfully’ for an unkown name as opposed to ‘Yours sincerely’ for a named contact.
2.  I have learnt about research methods and the skills needed in research. Research is  the systematic investigation into and study of materials and sources in order to establish facts and reach new conclusions(English Oxford Dictionary). I have learnt about qualitative and quantitative research, empirical(with participants) and non-empirical  methods, primary and secondary sources. Primary sources are original documents like diaries, letters, manuscipts and surveys and interviews.
3. Further work on powerpoint presentation skills was revisited and I have learnt more details. Powerpoint presentation is basically a visual presentation where images and pictures speaks louder than many words. The idea is that less is more giving rise to the 8 seconds rule, the 66(USA highway) rule which means six lines per slide and six words per line, using smiles and moderate gestures. I also learnt the idea font sizes of 24-28 for texts and 32-34 for headings with a new font called HELVETICA  being visually pleasing. Integration of media and visual information like pie and bar charts means there is usually no need to repeat the information in word. I found the detailed information difficult to absorb but feel that by keeping good notes and with practice I should greatly improved the quality of my slides in the future.
4. I have learnt about Analytical thinking which will help me to  which will help me to improve the improve the analysis of different aspects of the two reflective reports I need to produce this semester on Academic and Employability Skills need to produce this semester on Academic and Employability Skills and Managing Enterprise in the 21st century.century. Various examples of analytical skills needed include data analysis, creative thinking, effective research and organisation, most of which are usefulresearch and organisation, most of which are useful for my report. Exploring the thought processes and learning how to improve my analytical thinking skills such as being more observant and paying attention to detail will enhance my analytical thinking skills for academic work and in my workplace. Ie. Improving my analytical skills will enable me to get higher grades of merit and distinction in my academic worl at university. 
5. Finally, I have learnt about  Critical thinking as distinct from analytical thinking. Critical thinking requires looking at the arguments for and against a project, report or theory and reaching a logical conclusion whereas analytical thinking uses analytical skills to breakdown the process for a better understanding. The most cited work on critical thinking was developed by Benjamin Bloom and colleagues known as ‘Bloom’s taxonomy’(Bloom et al.,1956). It is seen as a hierarchical set of skills by which work is typically assessed with the essential thinking that students who demonstrate the skills at the lower end of the hierarchy will tend to do poorly in their assignments. On the one end of the scale, reproducing knowledge simply requires a good memory wherea it is impossible to evaluate ideas unless you can understand them (Morgan, 2016)

Evaluation and Analysis

Looking at all the various skillsets that I have acquired over the two terms they have come at a pace which I have not coped with very well but that has been mainly due to time management issues and a particular sill which I have often struggled with;  my reading speed in researching sources of information. I have found the subjects of communication, powerpoint presentation,
Excel spreadsheet skills which requires numeracy skills quite enjoyable to learn and make use of. However the academic rigour of reading through journals, articles and books before summarising and paraphrasing I have found very difficult either because I read too slowly or I simply do not have enough  time to study. I wish there is a source  or way of improving my readind speed without losing understanding
On the skills of time management, even though the Pareto rule gives me optimism of getting through the clutter of too many things to do including studying and getting a work life balance for the family, the skill of prioritising from the list of tasks in order to achieve the 80% success rate from the 20% of the tasks has not come as easily as the theory suggest.

Conclusion(General)

I find the relective writing itself  quite monotonous as a writing style but it is meant to be beneficial to me personally in the process of learning according to Gibbs(1988). I will therefore have to work at it to get better at writing a reflective report in the future as it forms a part of the process of self improvement for developing one career either in academia or in the workplace.

Conclusion(specific)  
 The subjects included in the module Academic and Employabilty skills have improved my skill sets greatly since the beginning of the course.  However challenges still remain for me in the area of time management and study skills which I may seek help with through the Library resources. I have a considerable skills gap on the use of  Microsoft Excel and all the resources available on Powerpoint software.   
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