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[bookmark: _Toc5028560]Introduction:


The purpose of this document is to reflect on my learning and identify the key learning points I found useful since beginning my studies. I will attempt to describe key skills I was taught, how I felt learning and using the new skills, whether I already had these skills, if so, how I have used the skills since learning about them. I will further show through this report how I intend to continue developing my skills sets as part of my personal development plan. 

In the course of one of my modules, I was taught how to write and present a report and as part of that lecture I was also taught about the GIBBS module of reflectively writing.  The Gibbs module of reflection provides a structured approach to reflection and has been adopted by many professionals when teaching and writing about reflective topics. Although the Gibbs Module of Reflection is only a tool to use when writing a reflective report, I will attempt to apply this principle to this report to demonstrate my understanding of the principles of the Module.

Fig 1:
Gibbs Reflective Cycle.
Source Google scholar Images
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[bookmark: _Toc5028561]Description:

Following my A’ levels studies, I decided against continuing my studies into higher education, as I had developed strong interest in business, having come from a family with a strong business and manufacturing background. I joined the family business, working as part of the sales processing team. I soon progressed through the ranks until I decided to pursue a carrier in sales and marketing and decided to continue my sales development experience elsewhere.

It quickly became very apparent that my carrier progression was going to be limited due to not having any certificated qualification to present to my employers. I then decided to enrol in a university certificate programme in other for me to continue my carrier progression in my chosen field

The certificate programme is designed to provide the background knowledge on applicable employability skills required to be successful and relevant in today’s market place.
Most of the skills although taught in the programme, are more relevant when describing individual or personal attributes, but are equally important as they help to identify the ability an individual has to complete a task.  As part of my newly acquired skills set, I have segmented these in areas they most affect my learning process, grouping them into academic and employability skill sets.





[bookmark: _Toc5028562]Feelings:

Following the enrolment and completion of the initial part of my certificate programme, I realised that some of the modules being taught highlighted skill sets I already had and using daily. At first, I found this a little strange as I was presenting my experience in the lessons using some of these skill sets.
I felt confident using these skills but realised there were a lot of room for improving on the skills as I applied them incorrectly to my work. I learnt that some of the skills were more relevant to academic studies, even though they are very much used in most professional field. Example of these skills are, writing skill, how to structure sentences, paraphrasing, how to draw up a quick summary and conclusion, report writing, how to structure and present a professional report, presentation skill, some key tips and rules on presentation. I feel even more confident using these skills now as I have learnt how to better apply them to my academic work.




[bookmark: _Toc5028563]Evaluation and Analysis

Skills are those personal attributes that enable me to do something well or to complete a task or object. Having learnt about the different types of skills and how these skills are classed I will begin by evaluating the impact my academic skill has made in my learning since enrolling in the programme.
Academic skills are those skills I have and learnt that will help me in completing my academic programme. These skills are sometimes known as personal or basic skills. These skills although taught in programme, are skills which I have developed over the cause of my life. Some examples of these basic skills are, reading skills, writing skills, Listening Skills, Thinking Skill and Oral communication skills. Basic Skills are very important skill set to have as they form the foundation on which I further develop other skills set I may need in my professional life.

[bookmark: _Toc5028564]Reading Skill

As part of my Reading skill development, I learnt how to organise my reading, when presented with new materials. The Importance of reading Abstracts in books and journals when researching, these will help me narrow down my research, get to the required subject area quicker while giving me an overview of the research topic. Within this I learnt why its important to make notes and write down or highlight important pages for reference or reflective purposes.

[bookmark: _Toc5028565]Report Writing

This was another interesting topic I was taught as part of my academic skill set development. I learnt how to structure a report, the important considerations to make or take when setting out a report plan, such as who the report is for, the context of the report, expected outcomes and necessary research needed to complete a report. This topic was an eye opener as it highlighted so many common errors, I had become used to when writing a report. I am now more confident when producing a report as I now understand the importance of gaining good understanding of the report topic together with the required research, this will help in planning the report structure and completing the report quicker and efficiently. I now use this process whenever I am writing a report.

[bookmark: _Toc5028566]Oral communication

I further learnt about Oral communication and listening skills as part of my basic skill set development. Communication is a process of exchanging information between parties via medium. (Mishra, 2014) In her article skills that employers want, Mishra Krisha defines communication as the ability or skills through which an individual can transfer their thoughts ideas and information (Robert katz, 2010). Communication is pivotal to my daily activity. I learnt that this skill is firmly tied with listening and speaking skills. I learnt that for me to effectively communicate with my peers, I must simultaneously apply these three skills sets at the same time when communicating. 
I am more aware and attentive when being spoken to remembering not to speak at the same time as the other party, allowing me the opportunity to fully understand what’s been communicated, recognising other associated non-verbal communication cues, before formulating a response.
Learning and understanding this process have helped me immensely in my personal and professional life. I now confidently take part in important work discussions as I can provide more analysed response due to my improved listening skills.
I believe I can still improve on these skill sets as communication strategies continue to evolve and have developed a stop-think-response strategy to help me to continue improving these skills.


[bookmark: _Toc5028567]Thinking Skills:

Thinking skills is perhaps the most important skills to have, as it encompasses all areas of my academic and personal development. Within the skills sets are problem solving skills, decision making skills, and critical thinking skills. The most prevalent of these skills is the critical thinking skills.

[bookmark: _Toc5028568]Critical thinking 

Critical thinking is the development and use of information beyond memory and repetition. (Morgan, 2017). Critical thinking is the ability one has to identify gaps, errors, assumptions and weaknesses in other peoples work or communication. This skill allows me to the ability to give structured argument when discussing specific topics and detailed interpretations to demonstrate understanding of the subject matter. This skill has been particularly helpful for me when making decisions. I can evaluate situations better, taking time to approach all areas of a view point before reaching a conclusion. Critical thinking skill have also helped me in becoming more confident when solving problems or faced with a challenging situation. 
Problem solving is the process of moving towards a goal when the part to that goal is uncertain. (Martinez, 1998).
I am faced with complex and simple situation every day, from loosing stuff to missing appointments and to more complex ones as finding happiness or gaining an academic qualification. Developing and learning more about how to apply critical thinking skills have meant I am better prepared in dealing with such daily tasks and situations. I am more aware of my interactions between my experience and the requirement of the demand or objective, helping me to reach conclusions and make informed decisions faster and effectively.


[bookmark: _Toc5028569]Peoples Skills:

People skills are the type of skills I have that support my interactions with others. These skills are also known as employability skills and are more desirable in a professional environment. 
Confederation of British industries defines employability as a set of attribute skills and knowledge that all labour market participants should have to ensure that they have the capability to be effective in a work place. (Mishra, 2014). Within these employability skills are 
Effective communication skills: this is the ability an individual have to send and receive information effectively ensuring all important communication ques such as verbal and non-verbal que are considered before transmitting any form of communication in a work place.  Communicating effectively is a skill which I am developing since understanding the principles surrounding it. I now pay more attention to other communication cues when communication with colleagues.

[bookmark: _Toc5028570]Time management:
Time management is the effective use of allocated timescale when completing a specific task or objective. Understanding the importance of prioritising when planning, has made me more proficient in using this skill. I now ensure I consider ongoing tasks in my personal life when considering a plan and including alternatives on how to meet the set task, in other to achieve the goal. As part of developing my time management skills, I also use the EISENHOWER principle of objective setting. The principle is known as SMART Objectives, smarts stands for specific, measurable, Achievable, realistic and timed. Using this principle have helped me become more efficient in setting and completing objectives.

[bookmark: _Toc5028571]Team working;
Team working, I further learnt about the principles of effective team working. Understanding what it means to be a part of team, the complexities and dynamics surrounding a team and how important having this skill is in todays market place. According to Mishra Krishna, Team working is high on the list of skills employers look out for when recruiting, as it encompasses other interpersonal skills such as negotiation skills, leadership skills, ability to be more sensitive and considerate to other people views. I believe I have these skills but have since developed more on them since enrolling on my study programme. I use these skills during in class group work, preparing group team presentations, and leading team meetings at work. I find this skill an invaluable skill to have as I know it will help open employment opportunities for me following my academic programme.

[bookmark: _Toc5028572]CV and Job Interview Skills:

As part of my employability skills development, I learnt how to create a Curriculum Vitae. How to set out my work experience, ensuring I start with the most recent, how to set out my academic qualifications and what personal contact information to put on my Curriculum Vitae. I also learnt how to structure a cover letter and the importance of including on when applying for a job. 
This module also taught how to prepare for job interviews, steps to take when preparing for an interview such as, making sure appearance is good, making sure I have ready answers for the common interview questions, making sure I prepare questions for the interviewer. 
I found this insightful and have since updated my Curriculum Vitae in line with my newly learnt skills, created a standardised cover letter ready to use when applying for positions.

[bookmark: _Toc5028573]Presentation Skill: 

Presentation skills are the skills needed to visually present information to group of people using a tool. I learn the key aspects in presentation, what to include in a presentation, and what sort of time scales to allocate to a presentation. I learnt about the six to six rules, which means that no more than six sentences comprising of six words should be on each presentation slide. this will allow for a maximum of eight seconds to read the content of each slide. the use of appropriate font sizes in slides and the need to use reverse text to highlight important information. I believe that learning about this will make me more confident in delivering future presentations. 





[bookmark: _Toc5028574]Conclusion:

Skills are an important attribute I have and strive to develop in the course of my lives in other to continue in my personal development. Gaining an in depth understanding on these skills sets and how to use them towards my personal development will undoubtedly improve my chances of gaining employment once I complete my academic programme. I will continue to develop all aspects of these skill sets where ever I can, ensuring I apply the relevant principle that will show I have and can use these skills.
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