[image: ]








	Student Name:
	Tatiana Calancea

	Student Number

	1908752

	Module Number
	BMSW4001_LON

	Module Title
	Academic and Employability Skills

	Lecturer
	  Lloyd Beharry 







Table of contents:


Introduction…………………………………………………….3
1.Employabily Skills……………………………………………3
1.2. Communication…………………………………………….4
1.2 Time management………………………………………….5
1.3 Team working………………………………………………5
2. Academic Skills………………………………………………6
2.1 Presentation skills……………………………………………6
2.2 Academic Reading………………………………………….7
3.Personal Development Plan……………………………………7
Conclusion…………………………………………………………9
List of references…………………………………………………10
Appendix 1……………………………………………………….11







Introduction
For the past three and half years am I am doing banqueting waitress at one of the best and iconic five-star hotel in London. Here I meet professionals and truly dedicated people. I was overwhelmed about all this new culture, manners and the mentality which surrounded me. When I had a lucky chance to talk to one of them, I felt that I am not enough smart and confidence to maintain an exciting and competitive conversation. I started to read a lot of biographical books to improve my vocabulary and boost my confidence, which is so vital for people who are starting a new life in a new country. Reading the books and working ten hours per day I was not satisfied by myself, I decided to try my best and apply for University of Wales, Trinity Saint David.
On my journey of applying to University, I was sure that I could handle and manage a lot of issues. I was trying to keep myself positive and confident. In this report I will use the Gibbs Cycle (1988) of description, feelings, evaluation, analysis, conclusion and finally an action plan to reflect on this module.


1.Employability Skills                  
Since I come to London, I did start a new chapter in my life, as a person I am flexible and friendly. I thought it is enough for starting a new career but was not at all. I have been at so many interviews to get a better job, and I was refused and noticed my poor experience and skills compare with people who took the job. From those days on, I did start to work on myself but, I found out that I do need a guide or better a course which can help me to improve my Academic and Employability Skills. Academic and Employability Skills course helped me to become more confident about communication skills, time management, team working and digital skills. I noticed changes in the way how sure I started to express myself, solved problematic situations quickly and efficiently.
For the starter, I was a timid student reason of the poor English vocabulary, but later teachers started to encourage me by letting to express myself and guided on the right way. Academic life becomes more attractive and the best resource of information on my way to improve educational and Employability skills.
Through the VARK questionnaire (Fleming and Mills (1992), I discovered that I am a student who visual memory more developed and I learn better by seeing things like diagrams, charts, flow maps, graphs, and all the symbolic arrows, circles, hierarchies and other devices.


 My personal SWOT analyse of employability skills which I find out on my working place at The Dorchester and went to the interviews.

	Strengths
-oral communication
-creativity
-listening skills
-flexibility
	Weaknesses
-problem solving
-negotiation and conflict resolution
-leadership
-team working
-time management

	Opportunities
-employability educational opportunities
-opportunities for career change
-professional development
	Threats
-lack of employability skills
-obstacles to career changes





1.1 Communication-
One of the keys to success is efficient communication (Meyer, 1928). Types of Communication are three: Verbal Communication (speaking, listening), Non-verbal Communication (gestures, facial expression, body language, touch) and Written Communication (writing, reading)	
 I have noticed that one of my weaknesses- written communication, by reason for weak vocabulary and informal way of expressing myself gave me a lousy experience when I been to the interviews. I was angry at me, and a long time couldn't move in the right direction or used to think that I will deal with that, of, course any functional changes come because I have done nothing for that. When we had in-class work, my paper was red by teachers notice and low mark, then most of my classmates got good results. I felt frustrated and could not believe in my smaller pieces of knowledge about written communication. One of the steps on the way to turn my weaknesses was paying attention very carefully on teachers lecture in the class, exploring Moodle and reading the specialized literature as, The business students guide to study and Employability, by P. Morgan (2017). The better results come to me after hard work- turned into confident and accurate manner of expression student



1.2 Time management-
 	Being a student at the University of Wales, I was working full time as being a waitress at The Dorchester, I been splitting myself to do all the tasks in the best way on both places. In this period, I realized how vital it is always to do at the right time the right job. After work I used to scroll social media rather than explore all university material. On first semester I was that student who left all the tasks for the last two weeks.  On that period, I become so stressful that I do not have enough time to prepare for the assignment, and I might miss the deadline because of my bad time management.  From those days, I changed so many things in my life was. I started to wake up early in the morning to and did all my staff. I understood that correct divided time - resulting in higher productivity and best achieving at working place, university life or family life. The 80/20 rule or known as Pareto's Principle says that 20 per cent of something always is responsible for 80 per cent of the results. This rule tells how we can use it more effectively to manage our time and many different aspects of our life. I was deeply surprised by doing the tasks on the right time gives me so higher satisfaction and having more ever a time for another additional work and hobby. Now, I know that in 24 hours I can go to University, then went to work, reading a book on underground practise gym at home. It is a good habit and prepared me mentally and physically as are a resistant team member on the professional company.


1.3 Team-working –
At this very moment, I can say how vital team- working is and how genius results we can achieve in this formula. Team working helped me to become more tolerant, patient, improving the skills as a good listener, which is vital on working as a team. By following Bruce &Tuckman the five-team working stages which are including Forming, Storming, Norming, Performing, Adjourning. I was amazed to see how my other team members are performing better than me and give me a reason to work harder on my academic and employability skills. Trying to classify my process of learning by Kolb's Model of Experiential Learning (D. Kolb,1984) - I will say Active Experimentation - because I been to study how to work efficiently on teamwork. I improved my written communication skills to become more flexible and got the ability to work under pressure and time management

2.Academic Skills               

The skills which I must improve to have a bigger chance of Employability are Presentation skills and Academic Reading.
Academic reading -  my weaknesses, since I started to practice this course I am trying to face with academic text, the problem is specialized vocabulary which I am struggling to remember the meaning, but unfortunately not all the times are prosperous. I am trying to push myself and train my memory on that because it is playing a vital role in my future career.

2.1 Presentation Skills 
I convinced myself on that when I was the first year at University in Moldova, where I suppose to have a speech. I have been prepared a lot for that practised speaking in front of people, trying to look in the rooms and share ideas, thoughts with people who were in front of me. On event day, I got one of the useful and meantime stressful lessons in my life. When I start my speech, I become so anxious, stressful, and missing the main ideas to say to the auditorium, I looked at people and saw fake smiles or looking at outside. As are the result, I left the stage in the middle of the speech.
From that day on I started to work harder on myself, recording my speech, improve my diction, become more confident and of course using PowerPoints on the way to deliver the ideas more softly and professionally. Day by day success came to me and changed my life by getting my first job at the airport, at that time was my dream.






2.2 Academic Reading
 I should recognise that academic reading is still weaknesses in my academic life.  I was more surrounded by people speaking Romanian language, which is my native also Russian and Ukrainian the words I am speaking as well. As are results, I was still thinking and reading more in Romanian and after translated into English.
 My skills and efficiency of academic reading was very low. Starting from my low vocabulary and manner of expression was the same conversation between two friends, so far from academic requirements.  I knew how it should be like, but I cannot unlock myself to do the things right. 
The Business Student's Guide to Study and Employability (P. Morgan, 2017) become one of the first books which helped me to understand the better new culture of expression and improved academic reading. I have to say that I noticed some evaluation of how I am expressing myself educationally, but always it could be better. I can see a similar new opportunity to develop myself continuously, growing up as a good listener and professional communicator and reliable team member who can do the job in the best way. 
 I become more relaxed, I got new units of value as are a professional and correct manner of expression. My luggage of knowledge becomes more significant, which will help to get a new job after I finish this course.




3. Personal Development Plan:

	Job/ Skills
	How?
	How long?

	Obstacles

	Lawyer
	University of Law
	3 years
	I still have to apply

	Communication Skills
	By practising every day speaking in front of students, friends and trying to deliver my message in the efficient way.
	I did start, but I still must practise, especially in the three years at University and being surrounded by professors to give feedback.
	. I do have excellent skills in oral communication but are not enough for severe such position.

	Technological skills
	Working more on special legal program.
	 In time- all three university years
	Poor knowledge on legal IT program.

	Time management skills
	I do have these skills, but always pushing me to improve it.
	All 3 university courses.
	I am stuck between what I have to first- The urgent tasks or The important ones.

	Team-work skills
	I do have this skill, as I am flexible person on are team working process and good listener.
	
	No obstacle

	Critical thinking skills
	To stay focus in order to make the decision and weight all The pros and cons.
	At university courses.
	No experience on legal environment.

	Legal research
	 In all university period, I must practise techniques and learn how to locate and synthesize legal authority.
	All university period
	No experience but a lot of ambitions to study in legal environment.






Conclusion:
I am proud of myself by deciding to come to the University of Wales. I can confirm that I changed my life on the best side. I become more confident on the manner of expression; I can take decisions through critical thinking and paraphrase author's idea on my own words, as well I can fill all the ticks on Word, PowerPoint Program. I still working on the way to excellence in academic reading, it is my little weaknesses, but with the teachers support, I will turn on strengths. At my working place, I become more confident; I can express my point of view with more arguments. I started to get the best feedback from our clients.
Is never too late to improve ourselves   skills because the world is changing every day and we must become more flexible and professional.

















List of References

E. R. Lai (2011) Critical Thinking: A Literature Review [online], p.2.Available at: https://images.pearsonassessments.com/images/tmrs/CriticalThinkingReviewFINAL.pdf   (accessed:1May,2020).
·  J. Segovia., T. Noga (2003) Students' Evaluation of the Use of Blackboardо In an Introductory Accounting Course, AIR Newsletter [online]. Available at: 
.http://college.cengage.com/accounting/resources/instructors/air/spring_2003/segovia.html  (accessed at 1 May, 2020)

·  McLeod, S., A. (2013) Kolb - Learning Styles [pdf] Retrieved from     www.simplypsychology.org/learning-kolb.htm, available at: http://cei.ust.hk/files/public/simplypsychology_kolb_learning_styles.pdf  (accessed at 1May,2020).
·  Morgan P. (2017) The Business Student’s Guide to Study and Employability, London, SAGE Publications Ltd.
· University of Leeds, Academic Skills (2020) [online] available at https://library.leeds.ac.uk/info/14011/writing/106/academic_writing ( accessed:1May 2020)
· Vark - a guide to learn preference (2020)  About [online]. Available at: https://vark-learn.com/introduction-to-vark/the-vark-modalities/ (accessed at 1May 2020).
·  Wilson C. (2010)  Culture Work: Bruce Tuckman’s Forming, Storming, Norming & Performing Team Development Model,[pdf].Available at: http://sst7.org/media/BruceTuckman_Team_Development_Model.pdf (accessed at 1May, 2020).




Appendix:1
[image: ]
























2

image2.png




image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David





