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The purpose of this report is to produce a reflective paper that highlights the skills I have leant in this module and to explain how what I have learned has helped me develop my academic and employability skills. I aim to analyze my strengths and weaknesses, what I have improved on and what skills still need to be improved.
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This is a reflective report about the skills I have learnt in this lecture, I have learned about reflection cycles such as the Gibbs cycle of reflection and Driscoll’s model of reflection.  I will be using these models of reflection during this report.
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[bookmark: _Toc396863467]Figure 2.  A Model of Structured Reflection 
(Eastern Institute of Technology, 2018)



Reflection is an important instrument in comprehending our experience and learning from it. It has been accepted for quite some time that reflection is a very important constituent professionally and in occupations. Although reflection is an important and valued part of education there is now an increasing acknowledgement of the benefits of reflection at work and the positive outcomes it can provide. (Boud et al., 2006, pp.3-4)


Time management skills, during my lecture on time management I felt that there was not much I needed to learn, as I believed I had very good time management skills due to my experiences at work. I felt that I had always managed my time very efficiently at work and always completed my work on time to a high standard.

Although I was good at managing time in my professional life this module made me realise that my time management was not as good in my personal life. I had been managing my time around my work in order to be successful and never thought about the effect it was having on my personal life.  This lecture has helped me view time management in a more complete way. I now feel that I have better time management skills in life generally at home as well as at work.

My studies on time management highlighted the fact that I was only managing a part of my life well at the expense of another part. The more I learnt about this topic the more enjoyable it became as it opened my eyes to new ideas and ways that I could manage time and improve my life in general.

The charts, lists and rules such as Pareto Principle and Eisenhower grid were extremely beneficial to me and helped me understand more practically how to manage time. I believe this lecture has helped me improve my time management skills and has been very beneficial.
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Effective communication, during my lecture on effective communication I learnt about types of communication such as verbal, non-verbal, written and body language. I have always had a good dialogue with people both socially and professionally, I had never considered that my communication skills could be or needed improving. Initially I did not think that this skill would benefit me much and that it was only something that I needed to memorise for my report.

Covering this topic helped me understand that communication was more than just talking, it made me realise that the way we present ourselves our body language, how we listen all contributed in the communication process. This was something that I had never considered before. This module has helped me to understand what communication really is.

I now think more about listening more as part of the communication process and pay more attention to the fact that other factors contribute to how I communicate and how the message is received.

I now feel I am now more aware of how to communicate effectively and efficiently and hope to keep on improving my communication skills as it is extremely important at work, especially at management level. This lecture has helped me to improve my communication skills


Academic writing skills is an important skill used for writing reports, essays and papers. It is useful for knowing how to present, structure and correctly word essays professionally. It is a skill I will use throughout my university life and career. 

This was not a lecture I was looking forward to as English is my second language and I was quite nervous when I heard the words academic writing skills. 
I have learnt about how to correctly structure a report, what words I could or could not use and How to properly reference my work.

Correctly referencing my first term reports was quite challenging at first but I quickly learnt how it should be done, although not perfect I am quite good at this skill and am surprised at how easily I picked it up. 

Finding the correct scholarly sources was much harder than I thought it would be. Having to read through books and reports and then analysing the work was not so easy at first. Practising my research skills while finding sources for my reports has really helped me develop this skill.

Academic writing continues to be quite challenging for me and is probably my biggest weakness. I get help from my husband who corrects my grammar and points out how I can improve my sentences. I hope to continue improving on this skill however it will probably be one of the hardest skills for me to master.

As a non-native English speaker, I was very shy when communicating in English and was always worried about making mistakes. This lecture has helped me overcome some of those fears and I now feel more confident when speaking and writing in English. I still have much work to do improving on this skill.

Research skills is a skill which involves searching for information, sources through various mediums. I had a very basic knowledge of research skills before starting this lecture. I was very interested and keen to learn about this skill, I was aware it would be very beneficial to my work at university. Correct research provides me with knowledge, information and can back up what I am saying in my report or essay. 

This skill was more difficult and time consuming than I thought it would be as I realised I needed to find the correct information and that I could not use everything that I found. Finding out about the different types and methods of research such as primary sources, secondary sources, quantitative and qualitative research has been very helpful. 

Analytical and critical thinking skills help in analysing and solving problems and information. I had no feeling in regards to learning about analytical and critical thinking however as the lectures progressed I felt quite frustrated that my analytical skills were not to the standard I thought they were. 

Having to write reports and analyse the research I had found contributed towards the improving of these skills as it forced me to start thinking and looking at things in a different way. This lecture has definitely helped improve my analytical skills and I believe I will continue to improve during my time at university, however I am not at the level I would like to be at. 

A CV and cover letter is essential when applying for a job. It lists all the skills, qualifications, experience and professional achievements of an individual. When I started Learning about how to properly write a CV and cover letter during this lecture I was very pleased as I could see that it would increase my prospects of finding and being able to apply for a better job. There were many things I did not know about this skill. I did not know that my address should not be written on the CV. I also did not know about the different letter types such a s natural, formal and informal. I have learned how to start, structure and complete these types of letters.

Note taking is an important skill that helps you focus on what you are listening to and process useful information while disregarding unimportant information. It is not possible to write down everything that is said in class or in a meeting therefore taking notes effectively and efficiently is a very important skill. 

I have learnt that it is important to note ‘how, why and when’ while taking notes, using symbols instead of full words, taking down key ideas and, how to create a skeleton of what I need then fill it out.  Note taking is a very practical skill to have and can be used throughout my academic and professional life. 
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In conclusion the skills that I have learned during this module have vastly improved my employability prospects and helped me grow and develop as a person.

I now have a greater understanding of many skills and topics that I feel I can use and take advantage of. This module has enabled me to analyse and critically think about skills that I thought I was very good at and believed did not need improving.

I thought that subjects such as communication, effective team working and time management were common sense and that everybody had these skills. It was only after I started this module that I realised I was improving on and learning more about these skills for the workplace however the most surprising thing was how useful these skills were in my daily life.

Speaking English as a second language meant I was always quiet and shy about coming forward or conversing in English if the topic was too complicated. I have now become more confident and less worried about making mistakes and feel that I can continue to learn and improve due to the time I have spent and experience I have had doing this module.
 
Apart from gaining new skills I am pleased that I have developed and improved skills I already had, some I was good at and learned to analyse and understand more about, some skills I was not as good as I thought and have improved.

There are many skills that I still need to improve and learn more about however, I feel due to the skills I have gained and improved on so far that when this course is finished I will be able to apply for jobs that I would not have been confident applying for previously and that I will have a higher chance of getting the kind of job I want.
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