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[bookmark: _Toc28987419]Introduction
This report reflects about the academic and employability skills I have developed during studying of this module, which I can transfer to my workplace. All of us already have the employability skills which companies are looking for, but we do not realise it. By learning this module, I have developed different academic and employability skills such as communication, teamworking, leadership, problem solving, self-management and positive attitude.
[bookmark: _GoBack]‘’In 2010 7.8% of UK’s population was unemployed and the number had risen since then (Economy Watch, 2010)’’. ‘’In 2018 graduate vacancies were supposed to rise over 16% (Prospects, 2008)’’, and by the year 2012 they were expected a fall of 1.2pc in contrast with the rise by 1.7pc in 2011 (Peacock, 2012).
[image: ]
I am also going to talk about the in-class activities and group exercises which we have done in both terms and how these exercises have improved my academic and employability skill, I have come to know that which skills I have got before but have not realised it until I have put them in practical. I am also going to discuss about which skills I need to improve and which efforts I can make to improve them.





[bookmark: _Toc28987420]Reflective Report

[bookmark: _Toc28987421]The University Experience
Being not an English speaker, it seems very difficult to fully understand the lectures and communicate with my class fellows. In the start of our course we were briefed that our course consists of six modules and three terms. We are going to study four modules in term one and term two and remaining two modules will be taught in last term. By that time, my main worries were the capability of adjusting to the different academic environment and blend in with people from different origins and environments.
[bookmark: _Toc28987422]Lectures and In-Class Activities
In Academic and Employability Skills module the subject would be given in the lecture while after further development at home with individual study, the subject will be discussed in group exercises and activities providing a deeper understanding of what we have learned during lectures. This module is assignment based so we must do a written assignment at the end of the term.
[bookmark: _Toc28987423]Assignments
Academic and Employability Skills module consists of two assignments, one at the end of term one and the other which will be at the end of term two. Time management and planning are very important when preparing for assignments.
In term one our assignment was to write a report in which we must provide an analysis of relevant employability skills that I have or need to develop in future to gain credibility in search of employment opportunities, in which I have to consider the perspective of an employer trying to recruit.
In term two I have to produce a reflective paper explaining how the learning in this module has helped me both my academic and employability skills. And also reflect on any skills gaps and suggest ways how I can improve on these gaps.



[bookmark: _Toc28987424]Personal Analysis
[bookmark: _Toc28987425]SWOT Analysis
The SWOT analysis conducted at the beginning of the course shows some of the weaknesses that need strengthening in order to succeed in my course goals. The strengths and knowledge I brought from my previous education and experiences were overthrown by my lack of knowledge in the relative subject and I am facing a new challenge by studying in a new country.

Threats can be reduced by start studying more at home. Opportunities to learn about academic and employability skills and develop throughout the course and can implement them in practical life and workplace. I will be able to work on my weaknesses using a proper routine and timetable to reduce any distractions and can consult with my lecturers and class mates to improve my academic writing.
Strength
I have good teamworking and conflict management skills. According to my self-assessment test I have a good mark in communicating and problem solving. I am a very good team worker and problem solver and I can build on ideas with other members and as team leader I usually make plans to allocate tasks to the group members and to make sure they are happy with them and enjoying what they are doing.
I am good at communicating with people because I have worked as a customer assistant at a supermarket for four years and it was my job to communicate with the people and dealt with their enquiries and complaints face-to-face, over the phone and via email.
 I am good at conflict management as well because I investigate the root cause of the conflict and then communicate with the people involved. Then look for a best solution to resolve this conflict so my co-workers will be facilitated on an equal level.
Weakness
I have started study after leaving my high school 4 years ago, so I am totally out of touch with academic writing. But by writing some assignments at the end of term one helped me a lot to get back on track with academic writing and my lecturers have helped me a lot. 
My grammar was poor as well because where I came from English is not our first language and few subjects are being taught in English. So, it was very challenging for me to adapt to grammar but as I start learning I got improved and is getting better as time passed.
I am easily distracted by small things when I start studying. I am trying to be focused and clear minded when I start revising my lectures and completing assignments.
Opportunity
I have a good opportunity to enhance my academic and employability skills while studying this module that will help me in university and at my workplace as well.
I can increase my employability skills through this module which can help me to seek better career in the job sector.
I can also learn few digital skills that can be useful to operate certain technologies such as computers.
Through this module I can learn how to conduct researches using various methods that are available for doing research projects.

Threat
Having less time for studying due to part-time jobs and other responsibilities can affect my learning most of the time.
Distance and transportation can also affect my learning process since I have to come from a place that is kind of far from the university which means attending classes is difficult.
During class I have also learned the different types of skills that individuals can have. The first is the adaptive skills which is the basic skills that shape our interactions and interpersonal capabilities. Academic skills that are developed as we study. Then there is the transferable skills which can work with different scenarios and is useful when it comes to using a set of skills that work with any kind of workplace and the job-related skill which is similar to the previous skill but it is tied to a specific job and cannot be used in other scenarios or different workplace.
[bookmark: _Toc28987426]Organizing study
Everything is required to be organized whether it relates with study or workplace tasks. Usually these tasks are time bound. So, keeping things organized can minimize the risks of mistakes and can make the outcomes efficient when the task is complete. This is what we had learned from the class and aside from this basic knowledge, we had been introduced to the methods of organizing things through tools such as to-do list or SMART objectives which can help to organize things. To-do list essentially includes set of tasks that need to be completed within specific time limit at daily or weekly basis. SMART objectives can be used for setting up longer goals to accomplish without difficulties.
[bookmark: _Toc28987427]Note taking
In class we learned how to take notes. This is a process that helps with learning a topic through taking small information out of larger texts to memorize the important factors that are in the topic. For instance; taking key information from a theory to understand the basics of the theory (Maund et al., 2017). In other words, it is a smaller version of a larger text and usually contain page numbers sometimes for reference. Notes do not contain the same texts from original and usually have spaces around for updating purpose. It can help with highlighting key information of a subject.
[bookmark: _Toc28987428]Language and grammar
This is related with academic writing. When we started to learn how to conduct academic writing, there were several subjects related to it and this is the first and foremost aspect of writing. We were taught that sentences should be aligned to each other to maintain the sentence structure with this. Sometimes, it is better to make use of paragraphs to keep different aspects of the topic separated and easier to understand for the readers. Making use of appropriate vocabulary is also necessary which means right words and sentences should be used in the writing.


[bookmark: _Toc28987429]Paraphrasing
Another technique that we learned from the class is to paraphrase a text from original source. In academic writing, plagiarism is unacceptable, so paraphrasing can be useful in brining the same meaning of the original information while explaining this with different set of words and sentences to avoid plagiarism. This is to maintain the original meaning of a topic through summarizing the information rather than writing the exact same information (Morgan, 2016).
[bookmark: _Toc28987430]Referencing
Another important part of writing a topic is to make use of references. This is basically a list of sources that include information on specific subject that can be used in the writing with citation. This is similar to bibliography, but we learned that it is not the same in terms of characteristics. In theory; bibliography is a list of sources that were used for consulting on a subject while referencing is a list of sources that have are rather being used in the citation.
[bookmark: _Toc28987431]Report writing
This is a process to explain a topic using own understanding as well as using other sources of information to relate own understanding of a subject. Report writing essentially explains a topic in detail, analyses issues related with it and then forming possible solutions that can be mentioned in the recommendations which can help with tackling the issues (Greetham, 2013). When there is a report need to be written; it has to maintain a specific structure. In class we learned that reports should start with title page with the title of the report and the name of the writer as well as whom this is written for. Then comes the acknowledgement where the report mentions the target readers for this report and methods are mentioned. Table of content includes the list of all the topics that have been explained in the report along with the page numbers. Abstract covers a summary of the report (McMillan et al., 2006). Introduction begins the report with the aims and objectives. Methodology explains the methods that have been used in writing the report. Findings include the information that have been collected to analyse the issue in detail through graphs and statistics. Discussion section includes explanation on the findings and then conclusion and recommendation where the overall understanding is shared in the report along with possible solutions that can be taken to tackle the issues (Pears et al., 2010). References come with list of sources that were cited during the report. Appendices include extra information that helps readers to go into details on a topic.
[bookmark: _Toc28987432]Summarizing
This is a method to explain larger texts containing useful information into smaller texts that includes the gist of the larger texts to make it easier to distinguish the key aspects of the topics. Usually summaries have to maintain the similar logic of the original information while also having words and sentences that are not used from the writing to avoid plagiarism in the writing. It also contains the citation of the original information.


[bookmark: _Toc28987433]Conclusion
Through this report I have explained my understanding from the lectures in the class about the knowledge that were shared with us as well as how our skills developed from various learnings. While these are mostly about different methods for effective writing; these can be useful in the career sector especially when finding information on a subject and then analysing it for workplace purpose of the organization.
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The learning exercises presented in the class
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Personal SWOT Analysis



Strengths:
Communication
Teamworking
Problem Solving
Conflict Resolution


Weaknesses:
Academic Writing
Grammar
Easy Distraction


Opportunities:
Academic Skills 
Employability Skills
Digital Skills 
Research Methods




Threats:
Lack of Study Time
Transportation
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Write in a symbol alongside each of the meanings below,
and vice versa.

a) ‘is the same as’
b)
c) ‘causes’ or ‘leads to’ or ‘results in’

d)

e) ‘is greater than’

f)

a) ‘grows’, ‘rises’, or ‘raises’

—

‘varies with” or ‘changes according to’
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Possible Answers

a) - ‘is the same as’

b) + ‘in addition’

‘causes’ or ‘leads fo’ or ‘resultsin’

m—)

‘not clear to me’ or ‘is that true’

‘is greater than’

! ‘important point’

‘grows’, ‘rises’, or ‘raises’

‘varies with” or ‘changes

— ‘is caused by’, results from
—~
=2 according to’
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Exercise 1: Paraphrasing (Bailey 44)

There has been much debate about the reasons for the
industrial revolution happening in eighteenth-century Britain,
rather than in France or Germany.

could be paraphrased:
Why the industrial revolution occurred in Britain in the

eighteenth century, instead of on the continent, has been the
subject of considerable discussion.

Which phrases from the original sentence have

been replaced with synonymous phrases in the new
sentence?
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Exercise 1: Paraphrasing (Bailey 44)

Changed
much debate = considerable discussion
reasons = why

eighteenth-century Britain = Britain in the eighteenth
century

rather than = instead of
France or Germany = on the continent

Unchanged
the industrial revolution
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Exercise 1: Paraphrasing (Bailey 44

Note that an effective paraphrase usually:

has a different structure to the original
has mainly different vocabulary
retains the same meaning

keeps some phrases from the original that are in common use
e.g. 'industrial revolution” or ‘eighteenth century’
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Exercise 2a: Paraphrasing (Bailey 45)

Match the underlined phrases with synomymous
phrases in paragraph 2.1

A focus on demand may help explain the UK
origin of the industrial revolution. At that time
workers’ pay was high, but energy from coal
was inexpensive. This encouraged the
development of inventions such as steam
power, which enabled bosses to save money
by mechanising production (Allen, 2009).
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Synonymous Phrases — 2a
o N [ =

Studying demand factors
British location

High wages

Cheap energy

The steam engine
employers

Economise on labour by spending on
coal

Afocus on demand

UK origin

At that time, workers’ pay was high
But energy from coal was inexpensive
Steam power

bosses

Save money by mechanising
production
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Exercise 2b: Synonymous phrases (p45-46)

Match the underlined phrases with
synonymous phrases in paragraph 2.1
(b) The reason why Britain was the birthplace of
the industrial revolution can be understood by
analysing demand in the early 1700s, according
to Allen (2009). He maintains that, uniquely,
Britain had the critical combination of cheap
energy from coal and high labour costs. This
encouraged the adoption of steam power to

mechanise production, thus saving on wages
and increasing profitability.
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Synonymous Phrases — 2b
(oviginal ______________[Parphrased |

British location Birthplace

studying Analysing

Early eighteenth century Early 1700s
Particular combination Critical combination

High wages High labour costs
The steam engine Steam power
The mechanization of industry Mechanise production

Economise on labour Saving on wages
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Exercise 2c: Paraphrasing (p46)

Match the underlined phrases with those in
paragraph 2.1

(c) Allen (2009) claims that the clearest explanation for the
UK location of the industrial revolution is seen by
examining demand factors. By the eighteenth century
cheap energy and high wages were both aspects of the
British economy. As a result, the mechanisation of
industry through inventions such as the steam engine
and mechanical spinning was profitable because
employers were able to save money on employees by
spending on coal. At that time, Britain was the only

country with significant deposits of coal.
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Synonymous Phrases — 2c
orignal —————_[Paraphrased |

Best explanation Clearest explanation
British UK

Found by studying Seen by examining
features aspects
Consequently As a result
economise Save money

labour employees

No other country had Was the only country

Abundant fuel Significant deposits of coal
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