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Introduction
In this report, I am going to be reflecting and discussing on the academic and employability skills that I have learnt in this module and how they have helped me progress. I am also going to be reflecting on my skill gaps and suggest other methods in ways that can help me improve on my those skill gaps.

Learning about academic skills is a very crucial skill, as this helps the receiver become more efficient and effective at learning as suggested by (Staffordshire university 2019). Academic skills are vital as this will help you to have a good success in academic studies an also transferable skills in which you can apply to further career paths or introduce into the career that you are already in.

Employability skills are skills that are considered to be achievement in which it will help a person likely to gain employment as citied by (Mantz Yorke 2004) for example communication skills, interpersonal skills, personal skills, and numeracy skills are all factors that are considered to be part of employability skills

To help me write up this report I am going to use the Gibbs reflective cycle (1988) and discuss further the structure of the report, as this was something that was taught within the module. I will be using the different type of stages to explain how I applied it to my skills and it has helped me develop. The Gibbs Reflective Cycle (1988) is the cycle of description, feeling, evaluation, analysing, conclusion and then coming up with an action plan.

Description
For this module I was taught various methods of skills that will enable and assist me with a better understanding of work for both at the university and also in my line of employment. For example during the lesson, I have been showed and taught the different types of skills such as time management skills, academic writing which all consists of various factors such as paraphrasing, presentation skills, summarising, report writing and the use of Harvard reference style as well as communication skills

A very important factor that I have been taught and is also an everyday skill in most individual’s life is Time Management. Time management skill is an essential part of everyone’s day to day life. I have learnt to apply the “Eisenhower Method” at my place of employability as well other tasks that I face. The Eisenhower Method was introduced in the 1920s, everything you do all falls into 1 of 4 categories, important, not important and then decided if it is urgent or not urgent. 

After understanding the Eisenhower Method, it helped me to gain knowledge and manage my time effectively, I learnt how to recognise which task has more priority, and also how to effectively become more organised by giving my attention to tasks that are both important and urgent rather than spending my time on a task that is neither important nor urgent. So by applying this method it has helped me manage my time more efficiently.
 However, I still do need to improve my time management skills by recognising which tasks are important and urgent over tasks that are not important and urgent.
Another essential skill that I gained more knowledge about from the module is the employability skill such as the importance of communication skills. Communication skills are such an important factor, it is common knowledge, and yet, there are crucial points of communication skills that are mandatory. The main factors of communication skills is having the ability to listen to the information that is provided, then processing and using that information by following the instructions. 

I was able to understand the correct terms that are used in the business role that, the main skill being the “Oral Presentation” skill. In my job role, it is essential for me to always present my team with presentations, either individually or as a team. I learnt that the best method in producing a presentation is using Microsoft PowerPoint, as this is useful and helps put the message across without overloading with too much information to others. It is crucial to be clear whilst discussing the points from the PowerPoint so those that are receiving the information are getting a clear understanding of what is being explained. 
(Morgan P. 2017, p197) states that whilst giving PowerPoint Presentations, you shouldn’t over complicate the presentation or bore the audience by making the presentation unnecessary long. 

Written communication is an essential skill too that I learnt from the module, as I am constantly corresponding back and forth with others via emails. They must be formal, professional and direct.

Feelings
When I first started the module, I was feeling hesitant as I had been out of education for a while due to being in a full time profession for a long period of time. This made me feel quite anxious but at the same time I was feeling quite excited to be taking another path to help myself grow professionally and personally. I feel that I have grown confidence over the period of this module and I have gained a lot of knowledge and new skills that will help me further in my career and education. 

The time management skill has really helped me progress and taught me how to manage my time by learning which task is more important and urgent than tasks that are not so important. As before, I would always stress myself out and panic by giving the wrong task the attention that was not needed. By learning the time management skill it has given me a clear understanding and a stress free technique to manage my tasks more efficiently.
By learning key factors from the communication skills it enabled me to be communicating more effectively with others and taught me methods on how I can express myself in a professional and positive manner, so it is easier for others to get a get a clearer understanding of me. 



This made me feel more positive and confident in myself as it resulted in my participating in class discussions and putting me out there from my comfort zone. 
With written communications it really helped me in communicating professionally via emails, in my profession, emails is a strong method of communication. So by learning the basics and the professional manner of typing up an email and ensuring I keep things formal nevertheless I am also clear of putting the message across is important and has really helped me professionally in that sense by keeping my professionalism.

Evaluation
When I look back at my experience, I can see that the lecturers played a crucial part in assisting students like me to understand the skills that are needed for academic and employability roles. The positive outcome of this learning curve is that it will assist me in the future for my career, as I will be able to pursue bigger opportunities with the skills that I have learnt, it has also helped me recognise the skills that I do already have, and how I can improve those skills which will help me grow more personally and professionally.
In my opinion, I feel that the timetable we had was not so effective, as it was changed suddenly to later classes to the afternoon, which made me lose motivation to learn as it was late in the day. So, to stay motivated, I made sure I interacted with the class and lecturer, making sure I asked questions when unsure of a topic or a certain situation.

Analysis
During my time studying the module, there have been many positive outcomes, such as the communication between me and my lecturer allowed me to have a better and clearer understanding in the work required, this gave me confidence and reassurance that I am heading in the right direction towards my goal. On the other hand, I faced a few disruptions in class, and I feel like due to a small minority, I missed out on my learning opportunities. In regards to this situation, I learnt that the best way to deal with this is to ensure you are not encouraging the disruptions and making sure I am focused on my goal, which is to learn the importance of academic and employability skills. 

Although it was a negative situation, the lecturer handled it very well and made sure the class was left on a positive outcome. The lecturer genuinely made me feel at ease during the 1-to-1 sessions, and cleared up any confusion that I had, they ensured I had understood and processed the information correctly before moving on. The lessons were always productive and engaging in groups was always encouraged, this enabled me to learn and process the information more effectively rather than constantly getting information from the board. The lecturer also motivated us all to write one hundred words a day to help prepare us for the assignment styled essays; this was very encouraging as it prepared us for the work.






Conclusions
In conclusion, I feel the Eisenhower Method (1920) is the strongest one that I have personally applied to my personal and professional life as it has taught me better time management skills, as mentioned before, I would previously struggle with prioritising work tasks, and this has helped me identify and become more organised with my role at work. I have learnt to recognise and grow from my weaknesses in the skills that I had lacked and have improved various factors, such as presenting PowerPoint Presentations to others and learning different methods to address the topics required and not overloading them with unnecessary information, so others are able to process the information in a more efficient way. 

What I do need to improve is my research skills, the reason for that is that I am still learning the fundamentals and the correct ways to research for the information I require, this will therefore allow my work to be more effective and reliable. In addition, this will then help me advance myself at university and future career path. 


Action Plan
As mentioned before, by learning and putting the Eisenhower Method (1920) into action, I would definitely improve by managing my time more effectively and ensuring I am meeting deadlines and being more punctual. Instead of leaving tasks to the last minute I must prioritise the tasks by giving my attention to the important urgent jobs, and give less attention to the jobs that are not that important and do not require my time or effort as much. 

I will put this into practise more, not just with work, but also in my basic everyday life with errands that are needed to be completed, this will then help and assist me by turning into a routine and I can apply this method to everything, everywhere. This will enable me to reach my targets that I set in a structural manner. 

To improve my research skills, I must plan out and look for the correct resources that are needed for the topic. I can do this by going to the library, and looking for the right materials such as articles, journals, books and the internet.


Gibbs Conclusions
By putting Gibbs Reflective Cycle (1988) into action and writing this has helped me reflect back onto the modules and what skills I have gained, it has also taught me my strength and weaknesses, and the skill gaps that I lack. By reflecting back on my feelings, evaluating and analyzing the skills, I can see the pattern of the cycle of any learning skill from this module and how it has assisted me to progress this far. I must stay motivated and follow my action plan to achieve the goals that I have set for myself, by following this cycle it has helped me identify and improve my skills, I gained confidence and have learnt various skills set that will assist me in the future personally and professionally in my education and will open up different career paths for me.
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