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This is reflective report about our Academic and employability skills module. In my opinion reflection is a way of success. Because by reflecting in a particular topic we can solve problems, increase/improve quality/quantity etc. that give us a victory or success. In this report I’m going to describe about some of the important topics we have covered in classrooms, my understanding, their importance, their usage and skill gaps as well. in simple words what I’ve learned from this module, why they are useful to me and how can I improve myself by using them.
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Academic skills are mainly about make students more effective at the university level with study and research skills for now and for the future. Academic skills are the skills that improves your professional life as well as your personal life. I have learned so many things during my lesson in this module that I didn’t know before, these  helped me a lot in my professional life as well as in my personal life. Now I have a clear structure of the areas where I need to focus on in order to make myself more academic.
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Academic writing style for me a way to communicate/write clear massage to someone in a formal way. Deliver a clear and well-structured massage that the receiver can understand easily by following the academic writing style. When I’m writing a formal communication/essay I need to follow some of these academic  writing techniques/tools to deliver a well-structured clear massage.
· Language and grammar: use good and formal words, use grammar perfectly. Don’t make grammatical mistakes. Understand good paragraph structure .
· Paraphrasing: Is so effective when you are writing an essay. For example: you need to include someone else’s information in your essay, you can’t just copy and paste. What you can do is paraphrasing, keeping the same meaning/ideas but changing the words/ideas. It is so important remember that uses of unnecessary or compatible words can ruin your whole process of paraphrasing. I normally follow these steps to paraphrase: Read carefully and think about the topic, try to understand the idea. Then write it in my own style, double check to make sure about the meaning/ideas are almost same but words and sentence structure are different. And finally cite original source.
· Summarising: Summarising is a shorter version of longer contents, where you need to read full text, understand key points, and write it in a shorter version with your words. For me summarising is final outcome/expected outcome of your project/study. 
Personally I have improved a lot in academic writing, as I’m using it in my personal life as well. But there are lots of areas to improve for exmp: grammar, paraphrasing. I think I need lots practise to improve those skills.
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Cv is the best way present yourself in order to get a job. When we are looking for a job, CV is the most important thing. That is what employer see first. Creating a good cv gives us the chance to get an interview call, an interview call gives you the chance to get the job. 
 For an interview, the first impression is so important. Thereafter, we need to focus on our body language. A good body language is essential. After that, we must concentrate on our communication. Communication needs to be clear and organized. Don't try to convince your employer by talking too much. That's a thoughtless  way to convince employers. A clear discussion about the roles and responsibilities is essential. Don’t forget to communicate in a formal and academic way. Make them feel that your well prepared and educated as well. 
Personally now when I go for a job interview I know what to follow and things to avoid. I feel comfortable as well because when you know about something very and your well prepared obviously you feel comfortable. 
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Re= again, search= search, basically research mean search again or again search. When do we research? When we have something already but we are looking for something else for exmp:  improvements/increase, something different, solutions etc. Research is lot  similar to analyse. Especially in business research is more used. In every business problem is something so common. So there are lots of problems that can be solved by doing research. I personally think research is a good option to choose for businesses. There are lots of type of researches, here are some exmp: 
Desktop: research  is basically doing research in internet or other type of research in computer.
Interview and conversation: research  is like interviewing people to gather information or opinion.
Survey: research is like collecting opinion from a group of specific people.  
Community investigation: research is like investigating something in basis of some specific topic.
Case studies: research is like analyse someone else’s study in order to find problems/improvements etc.
[bookmark: _GoBack]According to (NHS, 2018), Some research is essential to determine the most compatible treatment for patients. It plays a major role in the discovery of new treatments and ensures the best possible use of existing treatments. Research can find solutions to unknown issues, fill gaps in knowledge and change the way health professionals work. Research has no ending, so to improve in research skill we better continue our research. 
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Referencing techniques


In UK currently most of institutes are using Harvard referencing style. Probably it’s the most used referencing style. Structuring references is like showing respect to a particular topic. It gives an opportunity to make writing more genuine and valuable with resources. (UNSW, 2013)You can recognize the work of other authors and researchers by reference. Reference is also a way of giving credit to the authors you borrowed words and ideas from. Reference is a way of prove the claims and assertions in your own assignments. By citing your showing your marker that you know the field in which you work. 
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Employability skills are a set of skills and attitudes required for a job. In another words skills that makes you more employable is employability skills.
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Analytical thinking is a kind of thinking that helps to solve the problem quickly and efficiently. If you have a specific problem or you need to find out what the problem is, analytical thinking is the best way to identify or solve this problem. It is also linked with problem solving. It is also helpful to identify  the problem or information. Analytical thinking is one of most common technique used in modern businesses currently. But I personally think that’s not enough, lots of businessman still remain with their old ideas old techniques. 
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For me thinking something so deeply is critical thinking, is not a negative thinking about something. It is one of the most desired skills in every industry and workplace. Good knowledge of critical thinking can help you to find out a conclusion from a set of information and helps to identify between useful and less useful information to make a decision or solve a problem.
According to (NEED, 2011-2018) website * A way of thinking about particular things at a particular time; it is not the accumulation of facts and knowledge or something that you can learn once and then use in that form forever*  Critical thinking skills is not a theory or thing that you memorize once and use it for the rest of your life. In my opinion it’s not a transferable skills.
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Figure 1 Critical thinking skills (Balance, 2018)

According to (Doyle, 2018) these are five top five critical thinking skills. A good knowledge of these five skills can make you a strong critical thinker. 
Critical thinking skill is not only for professional life or workplace it’s also useful for personal life.
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In this stressful and time pressured life we need to be very careful about time management. Everyone has 24hours in a day, but some are really good in their daily to do-list and manage to finish their task very easily and smoothly. And some struggles a lot to finish their. That’s because of their good/poor time management. In my judgment I’m very good in time management, since I was a kid I have been learning about good organization of time. Good organizational skill is essential for good time management. According to (Mayberry, 2015) It is more important to manage time than simply increase productivity. It can also bring considerable health benefits. When time is intelligently managed, its reduce stress level and improve the quality of life.
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Figure 2 Stephen covey (time management matrix) (Stelian, 2017)

Here we have Stephen covey’s time management matrix. This matrix is so helpful to prepare a daily to do list in order to manage you time effectively. There are 4 parts in this matrix the 1st one is urgent like you have some bills are going to expire very soon. 2nd is important but not urgent like maintaining relationships. 3rd one is not important like spending time in Facebook. And the 4th one is time wasting like some phone operator calls, junk mails. So it’s easy to prepare your daily to do list by following this matrix. In my opinion it’s also so important to understand prioritizing in order to make a perfect daily to do list.

[bookmark: _Toc534477437]Presentation skills

What is presentation? In my opinion presentation is presenting something or yourself to your audience or customers in order to sell a product or achieve a deal  etc. Sometimes people use present their products in purpose of publicity for exmp: Apple/Samsung every year organize a big presentation party to present their new products. Obviously their main target is sell the products. I think with a well-organized presentation you can do a good publicity and a good publicity increase possibilities of good sell. I remember my first ever presentation in my life. It was in our class with no preparation at all, it was like surprise presentation. Presenting 3 interesting thing about your friend. I remember that moment I was so afraid and nervous. My thinking was like present as fast as possible and return to my seat. Anyway I did my presentation successfully, but wasn’t a good presentation. I reflected lot about that presentation, and I found areas to improve like: communication, body language, confidence and nervousness,  infect in my last presentation I did so well by focusing on  those skills.
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Now I can realize that there are lots of things I didn’t know before doing this module. Now I have good awareness of my skills as well. I have improved in those skills even where I used to be good. I have  found better ways to implement my skills. Academic and employability skills both are so important skills for every students for their professional and personal life as well. Personally I’m so comfortable and confident  now in those skills. But not overconfident because there is always a possibilities to improve. Need more attention especially in those skills where I’m not good and also where I’m good because I don’t want myself to stop improving and learning as well.
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