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In this report I will be reflecting back on the Academic and Employability skills I have attained over the first term of studying Business and how they have helped me develop myself. I will also be looking at gaps for the skills that I am yet to achieve and what steps I will be able to take to advance in those areas. There were many learning outcomes for this module which I will be looking back on. Some of these were to be able to learn study/research strategies and software skills to cope with effective study in Higher Education gain, confidence and competence as effective employees and to develop a range of employability skills such as reflection, time management and presentation skills. 
We had to first of all understand what we were learning, the purpose of the module and how it would be beneficial to us as individuals. The purpose of Academic Skills: “Academic Skills are all about helping you become a more effective learner at University level and developing the research and study skills that will help you now and in the future.” (Staffordshire University, 2018) The topics we studied in first term  that are classified as essential study skills are Essay/ Report Writing, Research and Library skills, Group Working, Independent learning, Reading Skills, Reflecting Skills, Communication and Presentations Skills and Time Management. In order for academic success and best learning outcomes we learnt that it was it was important for us to first or all identify strengths and weaknesses, so you able to use your strengths to an advantage where applicable and focus on areas that needed attention to work towards them. It was important to balance study, work and home life and academic skills taught us how to try to juggle all three by looking at theories and methods that help prioritise. 
“Employability Skills can be defined as the transferable skills needed by an individual to make them 'employable'. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee.” (Exeter Website 2018)The main skills that employers look for that we studied are:  Effective Communication and interpersonal skills, Effective Problem Solving, Organisational skills, Team Working, Self management, Analytical skills, writing skills and making use of digital technologies. We had practice of these skills especially as we had an assignment to complete this really tested our pressure, organisational and research skills. We learnt how to deal with juggling tasks, improving our writing. We did many group studies to ignite our thinking to progress and improve our analytic thoughts. We looked into writing styles and organised our study gathering relevant information. Employers look for these skills and someone who is able to carry out multiple tasks should the need arise; this would give me the potential to progress further and perhaps manage others.   
How I felt towards the whole module was up and down as some parts felt tedious and at the time it felt as though I could not fully grasp the concept of it. An example of this was the task based activities to summarise and paraphrasing unit as I was quite familiar with it already, we had to go through text and try to summarise the main points. Another an instance where we had to read a piece of text and paraphrase, which felt mind-numbing as opposed to looking into future career roles and identifying skills and skills gaps, which felt exciting and motivating building the drive to succeed even further. Once I looked into the skills I already had, I felt very enthusiastic and confident that with determination I would be able to aim higher and get the job I desire. 
I feel the skills that have really enhanced my personal character and I feel would impact me the most in the future were time management, prioritising and organisational skills. We looked at the Eisen Hower method which really enlightened me as it teaches you to organise your tasks within your schedule in a day against things that are very important and those you can actually disregard completely. Also adding to this was the Stephen R Coveys four quadrants which helps distinguish levels of urgency within the task. Some being very urgent to complete, some task may be important but do not need to complete straightaway and others can be planned ahead for. I felt that it was very resourceful for an administrative career in which there are many duties and tasks to complete within the working day and some which are continuous but just as important. I feel it was beneficial for my everyday life also, because it can be very easy to get carried away in trivial things .Initially I was finding it very hard to balance my everyday tasks with assignment work and felt pressurised as making time was frustrating. I felt much stressed out and doubtful if I would even be able to produce pieces of work that really represented my true potential .However, after learning to balance my tasks I was able to delegate some responsibilities and get assistance where possible and eliminate some things which were taking up unnecessary time out of my day.
After evaluating the module the segment that I found went well and which was most supportive and compulsory to my learning were the Academic Writing, Referencing and Report Writing. I felt like my language and writing and skills were quite sophisticated as I had good language and knowledge to apply to my writing, until we were taught all new advanced terms such as adverbials. A guide provided by our lecturer that really helped with academic writing taught me few main points to be aware of which were: Avoid colloquial language, omit Contractions, use passive voice judiciously, minimise the use of split infinitives and use the first person effectively.(Writing Studio, 2018) I did not have prior experience in writing a proper academic report before this course so many of the rules and strategies were all new to me and allowed me to enhance my skills to them to a higher level. We watched a few videos which were really informative in class with regards to essay structure and writing workshops which cleared a few misconceptions I had, such as how long a good paragraph should be or how many sentences it should consist of. We also learnt Harvard Referencing and the different ways we have to reference different sources, which was crucial to apply to all our assignments and was shown a location to the guide to keep referring back to every time we required.
The segment that I felt did not go as expected was probably some task based studies within the module apart they were not as engaging and interesting as other topics and in result I felt the atmosphere in the class was disengaged at times. Some were reading and identifying information as it seemed meaningless at the time but would help us ultimately. The task I felt I disliked the most was writing an account timeline of my daily tasks from morning to night for five day consecutively, as It felt it was quite repetitive and some things I was not able to measure on how long it took me as it varied daily. As we were not provided a table to insert information and we had to draw one freehand it was slightly time consuming and I think defeated the purpose of the outcome as a whole. It was supposed to breakdown and highlight how our time is spent and the length of it and whether we were using it effectively and productively.   
 Upon Analysis of my skills after completion of first term, I realised that there was many new additions to the skills I had developed academically and which would make me more employable. These were skills such as Research and Library skills: I had done intense research into the career I would like go to find out all the responsibilities and attributes which they look for. If it had not been for the previous assignment I would not have been able to identify that I posses many of the interpersonal qualities that the employers looks for such as communication which I am able to do very effectively both oral and written and is where my strengths lie. I have proven to take responsibility as I have taken it upon balance my studies with everyday tasks which enable me to multitask which is a key characteristic for many employers. I have acquired the ability for independent learning by doing my own research and also taking what was taught in the lectures and expanding on this by making use of the helpful resources which are not included in the lectures but provided to us should you have the initiative to learn. 
The skills that I was not really able to progress on were Group work and Presentation. There were not many tasks that involved us getting together in a group, communicating, working towards a common goal, task hindrances and a task that required team effort in general. We had class discussions and queried things we were unsure of but not any particular project that we were able to work on together. We were not able to work on any presentations or put our creativity to the test as the module mostly consisted of brushing up on our writing skills however many employers would like to see evidence of team work and competent in Microsoft package. I feel as though what could have been differently is to be given more exploratory tasks such as workplace role plays, Practise interviews with real interviewers where we would be able to validate our strengths/skills and how we have accomplished them. Also it would be an opportunity to talk about weaknesses and how we are able to improve on them but in a much more enthusiastic approach and real life scenarios. 
In conclusion I feel it was a very positive experience for me and I gained a lot of knowledge which I required to develop myself and come this far. I have been exposed to many new aspects of academic skills which I would not have achieved if it wasn’t for this module. I am constantly expanding on my employability skills especially on the writing and analytical skills, which I will need to constantly use in the future to analyse my duties my roles, identify what am doing well what i could improve on and better myself. However, I feel more emphasis should have been given to the use of modern technologies as this was complete lacking considering it was one of the learning outcomes within the module. Most of the IT that was used was outside of lectures which couldn’t really determine what levels we all were at as individuals or give us an opportunity to get familiar with new software and build on our knowledge. Many employers put IT skills as compulsory as the use of computers and Microsoft is widely popular and most common form of interaction used in businesses is Microsoft Outlook. Therefore it would be beneficial if we had more group work, more real work practices and development of IT skills in the future for for Academic and Employability Module.
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