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Introduction
      The objective of my report is to reflect on my academic and employability skills that I learned during the course, by analyzing and summarizing them. In spite of anything, it is very important to have the right and professional skills which are required in any job position.  Skills is a process that covers knowledge, abilities to perform certain tasks. The skills can be gathered and improved through work experience or study. (Indeed, 2020)
I will describe my own academic and employability skills such are paraphrasing, summarizing, referencing, CV writing, cover letter writing, time management skills. I also will do research to understand which skills I need to develop and which I have to improve more to achieve my goals in the future. Through my in-class exercises that I have done during my Moodle I will analyze my paraphrasing skills and will consider the importance of understanding them. 

Academic Skills
The national debates, dialogues or discourse has escalated around the concepts and approaches around school and career readiness. Influential educators and policy-makers around the subject have often called for lower and high-schools to implement or initiate programs to make the students ready for higher education and careers. The implication for these proposed policy-changes are dire, and they cannot be overlooked. To achieve such goals, educators and the entire stakeholders within the academic world need to impart in learners the academic and career skills that they need to excel in these fields (Achieve,2020). 
Academic skills make us university ready whereas employability skills determine our level of career-readiness. Generally, I learned that being ready for a career involves acquiring and reflecting around three primary skills. The first set of skills entails having and reflecting the central academic skills and being able to successfully apply the skills to real life situations and solve real-life problems while functioning within both the normal day-to-day contexts and job or work setting. The second set of skills includes having and reflecting the employability skills such as critical thinking, good communication, resilience, and teamwork, all attributes that play a core role in the career world. Third, having and applying job specific technical skills can significantly help a person develop a distinctive career path (Association for Career and Technical Education (ACTE)).
On the other hand, academic skills encompass concepts and skills that allow students to improve the career skills. Virtually every person needs these basic academic knowledge and skills to survive in the contemporary workplace and economic environment. The skillsets and knowledge allow learners to engage in academic activities without much difficulties and remediation. They differ from the employability skills which enables the individual learners to use their academic skills for career development and job context. 
         During my lessons, I managed to learn that employers look for employees who can use a multitude of communication skills to write intricate proposals, memos, letters, and technical reports and to orally participate in work-related spaces like departmental meetings and making presentations. Thus, I must acquire these skills.


Employability Skills
 I am particularly interested in the positive employability skills that I need to master to excel in my career. Just stress on the importance of such skills, the Australian Government recently surveyed about 3000 Australian employers to determine the advice that they would give to young job-seekers, and the result is surprising. The surveyed employers stressed a positive attitude, motivation and enthusiasm, and being prepared to learn and take direction as the most desirable attributes of an ideal prospective employee. Additionally, the survey determined attributes like being punctual and dependable, being respectful to clients and customers, and showing a commitment to staying in the specific job for an acceptable duration as critical. The employers were also able to mention negative attributes that applicants need to avoid, including having unrealistic work expectations. Some of the specific attributes that they were able to isolate as negative attributes include being unprepared for the workplace’s demands, the level of compensation, and wanting to start at the top rather than striving to work their way up (Job Jumpstart, 2020). In other words, it is agreeable that in the contemporary world where the number of jobs is increasingly shrinking as the number of qualified applicants is fast increasing, having the right and unique employability skills can help any job-seeker pursue a career and land a suitable job. 
Generally, prospective employers normally look for specific skills and qualities in candidates when hiring them. This is one of the reasons why they conduct job interviews, screening, and by extension during the hiring process. Apart from the applicant’s academic qualifications or background, most workplaces are looking for practical experience and employability skills to ensure that the hired candidate will fit into the specific organization’s culture and perform their role effectively and satisfactorily (Clarke, 2018). 
Demonstrating the skills to the employer is just as important as having them. Virtually, every organization prizes candidates with excellent organizational, communication, and time management skills. Furthermore, to demonstrate employability skills to an employer, candidates should start right through how they conduct their job search. Writing a great curriculum vitae (CV) and showing up for an interview while prepared and in a timely manner suggests that one is both able to follow instructions and is reliable. 
My own reflection on my employability and academic skills
There are several other specific and critical aspects of academic and employability skills that I learned during this course. Since everyone knows how creative skills are important within the business world. For anyone to succeed in the contemporary world, one must have the essential academic writing skills. I did explore through the essential steps involved in paraphrasing, by practicing and exercising on the examples during my classes. My paraphrasing exercises can be seen in Appendix 1 below.  I was able to acquire more skills on how to summarize a source through either paraphrasing or summarizing, and also on how and when to use direct quotes in the work. Essentially, I was able to study the role of referencing when it comes to academic writing. Specifically, I was able to explore various referencing techniques, through an amalgamation of theoretical and practical exercises. I surely enjoyed the lessons and exercises in report writing. In today’s world, employers are looking for applicants who can write good reports and memos to add to their teams. Fortunately, I had learned to compare and contrast essays and reports, and how they are written. I learned the meaning of academic research, research-writing steps, and different sources. I did learn how to select the appropriate research topic and the process to use to develop a good research topic. I also explored reflective writing, its concepts, steps, and some of its steps and models. 
As the world is increasingly advancing technologically and computing skills have become integral components of every academic and work environment. The PowerPoint presentation skills and Public speaking skills are a subset of communication skills. I learnt that excellent public speaking skills will effectively train the employees and motivate them to work towards achieving the goals of the organization efficiently. Thus, the ability to make and deliver PowerPoint presentations is a highly valued skill as well. Therefore, at my lessons I learnt the basic and most effective methods and techniques of giving Power Point presentation, the role of non-verbal skills and other ways to understand and engage the audience as a speaker. In my opinion, the presentation skills that I took from my lectures make me more confidant, due to them I had improved also my communication skills. Before it, I did not have the full imagination and knowledge of the professional way of giving presentations but for now, I strongly can say that I have it.
Knowing how to write a cover letter is essential both in the academic and employment world. It helps the employer determine if the applicant would be able to fit into the advertised job role. I learnt that it is vital to provide a short but succinct description of one’s skills to the employer regarding their suitability for the job role and the unique impact that they would bring to the firm within a specific duration. It is also a basic requirement to align the personal goals and interests with those of the organization to ensure compatibility with the new organizational culture. Furthermore, the cover letter contains specific examples of the applicant’s past experiences that the employer might use to decide on whether their skills are compatible with the current role. Furthermore, the cover letter needs to contain some material facts and figures that make the company most deserving and outstanding within its operational field to ensure that it has excellent productivity, reputation, and financial returns. The cover letter ensures that the prospective employer aware of the introduction to the appendant curriculum vitae (CV) apart from introducing the applicant to the employer and their suitability for the new role. 
Most important to me was the lessons about CV writing. CV is also a vital skill that I learnt. Specifically, I had learnt in class about the important considerations to make when designing the CV and the contents to include. I found out that a CV has no page limit, a one-page CV is preferable as it leaves a good impression and imprint about the applicant as it is both brief and targeted. In my life, I had an experience of writing a CV, but I did not know some important steps, for example, in my CV was missed a profile part. This lesson gave me the ability to improve my CV better.  I also did learn about the top job interview terminologies and secrets that would ensure success. 
I would like to reflect further on my time management skills that I took from my studying at this Module. Turned out that the time management skills were so interesting for me. I really understood how essential it is for the academic and employment world. I learnt that I need to give more attention to my time management skills. I understood that by having good time management skills I can do all my things and tasks more efficiently, I can organize my job, my routine in time. It is a very important skill in the employment environment. Thanks to my lessons, now I understood which things are urgent and important for me and which one of them is not so urgent and I can divide them properly.




Conclusion
To conclude, I am happy that my learning about academic and employability skills was a success. I believe that the lessons and practical experiences will prove beneficial in my future prospects within the employment world. I must also close by saying that the lessons included a lot of useful information, sometimes was hard for me to understand but it is a way how we learn.  I got knowledge of new skills, improved my old skills, but I still need to develop certain of my skills to achieve my desire results.
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Introduction
Reflection on learning and practical experiences is increasingly becoming learning a requirement in high-school and higher-learning institutions. Generally, reflection entails reflecting on the incident, what has been learned, the outcome on both the current and future practice and the action plan. The whole process has its basis in the experiential learning discipline. According to Dewey (1939) people can learn better by doing and realizing the outcome of our doing. 
My primary intention for writing this structured academic report is to satisfy my course’s requirement to reflect on my learning during my module, using recognized reflection models. The primary topics that I shall mention include paraphrasing, referencing, CV writing, cover letter writing and giving PowerPoint presentations while using Gibb’s Reflection Model as the reflection framework. This model will help me to build my reflective report structurally.

The Initial Experience
       Gragam Gibbs developed his reflective cycle (Gibbs, 1988), he demonstrated how a full structured analysis of a situation could be realized by applying prompt questions at each stage of the cycle. Gibbs reflective cycle involves the initial experience, description, feelings/reactions, evaluation, analysis, conclusion (general and specific), and personal action plan, in that respective order from the first to the last stage (University of Nottingham, nd). Contemporaneously, it is probably one of the most cited models in reflective learning and practice. In general, I will reflect on the actual lesson topics and activities, mention how useful they have been to me, while considering what I already knew and any learning I undertook outside the class and classroom. I will also analyze published literature relating to the specific topic. 
     There are very important, nowadays, to have appropriate knowledge and skills based on academic and employability world. Therefore, the universities, colleges have to impart in students the academic and employment skills needed to excel in the respective areas. (Achieve, 2020) 
To talk about my career skills, I can definitely say it significantly depends on academic and employability skills while being career-ready is also dependent on academic-readiness. 
Description
Fortunately, the module covered all essential academic and employment skills. The skills prepare students for future learning and careers since they reflect the basic academic and career skills that would enable them to pursue learning in higher-learning institutions with minimal remediation or challenges. 
Paraphrasing is the first component of the module that I shall describe. In the academic writing world, sourcing for other’s opinions and ideas is very critical to inform and expand own ideas. Paraphrasing is a tool that helps to express someone else’s ideas by using own words (Study.com, 2020).  During my learning I got knowledge of paraphrasing, I had learned the main steps how I need to paraphrase correctly and efficiently. Knowledge of paraphrasing gave me the ability to avoid plagiarism during my reports writing.  I can strongly say that for now, paraphrasing is a very useful tool in my life.  One of the essential topics in academic learning that I had learned in my module is referencing. Referencing is when you are using other people’s work and it allows the reader to find the original source that you have used (The Open University, 2020).  I can say that referencing is an essential tool in academic studying. In my classes I was able to learn various referencing styles and techniques. I also learned both referencing, in-text citations and reverencing at the end of the work. Furthermore, I had the ability to accomplish all my tasks by engaging in classroom lectures, exercises, and practice. All of this was really interesting for me. 
 CV writing is the third topic that I would like to reflect upon. CV is a kind of document/profile about the person’s working experience, skills, education, achievements which are helping to apply for the job. (Monster, 2020) CV writing is one of the most important lessons for me that is really gathered my attention and was really happy to attend this class. I took a good knowledge of the CV writing process from my lecturer. Thus, I learned how to design and write a good CV that is both eye-catching and informatory. By extension, I also got to learn about the important tips to keep in mind for a successful job interview. Most importantly, the employer can use participation in the interview to gauge communication skills, time management skills, organizational skills, personality and ability to take and follow instructions, and whether I would be able to fit in the organizational culture. I strongly  believe that my cv writing skills much better now than was before  because my CV significantly improves my chances of making it to the interview and getting the job as it demonstrates my academic qualifications, job-related experiences and other important skills like communication, time management and organization. 
The fourth topic that I had learned, and I would like to describe here is cover letter writing and is very important as well as cv writing. I will dwell a bit more on this part because the cover letter usually forms the first formal contact point between the employer and the applicant. It is usually the first item that an employer reads from the applicant (University of Wales, 2018). The cover letter should immediately indicate the position that one is applying for then proceed to give information demonstrating their suitability for being considered for the role. It is significant to   prevent or minimize any errors due to the application, one needs to follow instructions in the advertisements or recruitment directions. In terms of the layout and design, the cover letter needs to follow the standard cover letter and format and kept within the one-page limit (Smith, 2019).  Concerning the planning and tone, the cover letter needs to be tailored to fit a specific position and it should show originality but not cuteness. 
In my classes I found out a lot of useful information about cover letter writing. The cover letter needs to be styled around the use of the correct grammar, short sentences and paragraphs, the context organized around logical and reasonable order, and with the right punctuation. Furthermore, the content of the cover letter is very critical. One needs to be specific and avoid the use of general statements,  I need to show that I have researched the company and covered the facts, focus on what they can do for me as the employer and what they would contribute to the organization, I need to tell how my personal qualities and skills match the employer’s needs, and I need more focus on the employer’s need for a worker rather than the need for the job. I learned that knowing how to write a cover letter is vital for both the academic and career world. It enables the employer to determine whether the applicant would be able to fit into the role that has been advertised. It is also a basic requirement to align the personal goals and interests with those of the organization to ensure compatibility with the new organizational culture include specific examples on the applicant’s past experiences that the employer might use to decide on whether their skills are compatible with the current role. It also offers the employer a rough snapshot of the applicant’s capability and suitability regarding their personality and portfolio in relation to those being sought.        Furthermore, the cover letter needs to contain some material facts and figures that make the company most deserving and outstanding within its operational field to ensure that it has excellent productivity, reputation, and financial returns. The cover letter ensures that the prospective employer aware of the introduction to the appendant CV apart from introducing the applicant to the employer and their suitability for the new role. I had learnt about how to write professional and excellent cover letters for job applications and I was introduced to the fundamental academic research skills, including the meaning of academic research, how to choose research topics, different sources and the research writing process.
The final topic that I would like to describe is on giving PowerPoint presentations. PowerPoint presentation tools and skills are invaluable in the contemporary work environment because they make it easier for me to summarize and present key points about topics in simplified and visually supported forms. I was able to explore at my lessons some of the most effective strategies for applying PowerPoint and advanced presentation skills. Tied to this topic were the basic public speaking skills and the essential body languages that I need to apply when doing the presentation or speaking in public (University of Wales, 2018). All those entire topics are very important for me, and I would like to improve them more in my future. 
Feelings/ Reactions
I must state that I had a mixed experience of enjoyment, exasperation, and overwhelming feeling during the entire learning. Searching for sources and referencing proved to be hard for me, and at first, but after my lessons I began more confident by writing my references, I got proper knowledge of it. I strongly can say that my referencing skill got improved but I still have to work on it. I am really happy and grateful to the university and lecturers for CV writing and cover letter classes. They were so saturated with great and useful information and I found out a lot of new things for me and for my further development. Paraphrasing lessons managed a bit difficult for me for the beginning, but I still enjoyed them. I took the knowledge that I did not know before about how to paraphrase correctly avoiding mistakes. I had understood that paraphrasing is not just important for the academic world but for the employment environment as well. The Power Point presentation lessons were extremely helpful for me during my learning, I gathered interesting information from my lessons that I did not know before. I found out how to give presentation effectively and how to keep the audience’s attention.
It dawned on me that I needed to conduct more extra research and personal studies on my academic and employability skills to keep up with the rest.
Evaluation
I did a thorough study of several academic writing stages and techniques to gain a clear understanding of what the whole process entails. Source attribution is critical because it makes me source-aware and shields me against writing plagiarized works. I have learned how to evaluate the suitability of a source. Additionally, I have been able to learn and internalize the various research methods and processes entailed in academic writing, the importance of writing good cover letters, how to write excellent CVs, paraphrasing steps and techniques and making and giving PowerPoint presentations,  amongst others. I am set and competent in these areas. 
Analysis
I can categorically state that at the end of this course, I have improved on and developed new academic and employability skills. I am confident that I can now satisfactorily handle any project or assigned task in record time, write a cover letter and CV, successfully participate in an interview, conduct academic research, make and give PowerPoint presentations, conduct research and reference my writing. 

Conclusion
The topics that I have covered have enabled me to successfully realize the learning outcomes of being able to analyze published literature relating to a specific topic or subject area and produce a fully referenced, appropriately structured academic report, reflect on learning using recognized models of reflection and research and present findings in a variety of formats on a range of employability skills and collect and analyses feedback on their delivery. One of the goals for this is to gain confidence and competence as an effective employee by developing a range of employability skills such as reflection, time management and presentation skills.
Personal Action Plan
To be successful in a career it is necessary to have respective academic and employment skills. Although I have acquired and improved on these skills, I still believe that reaching the point of excellence is still a work in progress. Thus, I need to engage in further learning and practice in these areas in the future to improve the required skills. 
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Ex.2. Complete the blanks In such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is aiready given.

1) There will be a few changes around in the office. (announce)
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2) He doesn't write to me as frequently as | wanted.
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3) We were concerned about her health.
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4) You weren't careful, so you made so many mistakes. {(had)
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2 Y Wik wo _Aeavs od Ave Lupys X

Payas poexw tdoteSclns) of 33/ Whke Wavl ont Bab g,

Lecturar’s comments:

ase—

ecturer's signature: VAL, Date:

\4—/\:/\-1





image1.png
%

Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




