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INTIRODUCTION:
Academic and Employability Skills is the transmittable skills required by independent to make  them  employable  and  through  in addition with admirable practical understanding and subject matter, employers common form of achievement of skills that they want from an employee.
Being ambitious you will have to demonstrate to employers that you have the control to express practical skills they need as well as the wide range of employability skills . The employability skills present the relationship between the academic studies and classify employment. The five best employability skills , communication ,Team work,  Problem solving , Self- management, Planning and organising , Learning, These skills provides to efficient working relationship between working with different people ,ages, gender, race ,religion. 
I am reflecting   my   learning this module  and  I am going to refer to Gibb’s reflective cycle 1998, the experience ,description, feeling ,reaction plan ,conclusions specific and conclusions general. And l am going  to mention 
I  acquired  the knowledge of understanding , the reason  why l should achieve higher Education. This is going to be put me in a better position  and  job  security because l will stand a good chance once l have complicated  my higher education studies.
The seven topics   l was taught in this subject  are:  Paraphrasing, Summarising, Continuing professional development, Followership, CV writing , covering letter, critical thinking and Analytical thinking . Each of these topics l learnt  a lot  from it  and I am going to write about each topic.
Paraphrasing this is the changing of words from direct quote his or her own way of phrasing , l have learnt to practice exercised word order and changing word order , l have been able to learn how to think because in this topic we have to apply thinking in it to be able to summarise, paraphrasing and summarising , you have to be able to write and then summarise so that you can be able to show your reader , your lecturer that you have understood the source well enough to write it in your own words.
Summarising is the short clear description that gives  the  main facts or ideas of texts, passage ,lecture etc.  A report  is  written the next step will be summarising and once summarising is done then the report will be ready to be  published either in news papers or on television and also on radio. so that people can be able to listen and read and understand , as it is stated that we summarise to report the ideas or work on another writer in own work , so this makes it easy to read the report the ideas and understand the main facts or ideas and also you get to know the whole meaning of  the report and also to be able to identify the key ideas in any written report and this is one key part of summarising.
I have been able to know the techniques and the techniques are as follow ,identify the key ideas , take notes, organise them in a logical order, link the ideas concisely . l will mention the techniques one by one and l will start with identify the key ideas, in this technique this helps the reader what is written is all about because the summary , once summarised anyone reading the context will be able to identify the key ideas , take a note it’s also another techniques it helps someone to understand the written document and makes anyone to succeed in attaining the all information and it can help someone as well to be more faster when taking notes and assess them.
Organising in logical order this technique helps someone to make  a good preparation for the event chosen to do a presentation for an organisation he or she will be presenting.
Summarising techniques is the link , the idea concisely , in this technique l will say you have to use a few words in order to express the idea briefly and straight forwardly ,in this technique can help anyone to paragraphs and speech to be able to use a few words that he or she choose . These two topics have been so useful to in my learning the certificate in higher education skills for the workplace, l have managed to understand the differences between paraphrasing and summarising and now l am able to use both topics in a correct way. It is stated that learning is a process l will keep on learning more about paraphrasing and by the end of my course l will be able to know more about paraphrasing and summarising.
CONTINUING PROFESSIONAL DEVELOPMENT.
Is the expression applied to express the learning movement professionals taking part in to develop and improve their skills and accompanied by such development is the obtaining academic qualifications should provide additional professional and skills based or practical learning. Training and Learning can make you achieve your goal, determination is one of the main key point in everything once you are determined then you will be able to learn new things in our lives. My conclusion on this topic is about making a pledge to the life time learning, as it allows the individual to keep their professional development continuous despite of the age factor and also it helps people in developing their skills so they can move forward in the process of learning or improving day by day.
Continuing professional development also helps people to keep a persistent position of high level , applicable skills and understanding  between their professional life.
FOLLOWERSHIP 
Is a direct conception, it is the ability to take direction completely to acquire in line behind a program to be part of a team and bring on what is expected. If a follower set up a productive link alongside their leader they can possibly control a situations where they recognize the leader to be making a fault and give extra assistance if necessary. They may also be able to upgrade situation for ourselves. Followers have a chance to mature as a leader of the future, this might take place through noticing the toughness and weaknesses of your leader or through the help , guidance and development chances that they offer you. Many of the skills and quality you develop as  effective are shown in effective leader, for example, determination, collaboration, communication etc.
Leaders engage with his followers in order to set up projects and followers must be supportive as well to be able to fulfil what they are aiming to achieve. 
CV LETTER WRITING.
Is a document aimed at convincing an employer  who you are and your qualifications , work experience and skills makes it worth for them to offer you work or a chance to move forward in a formal selection process. l didn’t know how to write a cv letter writing , until l started this course and this topic has been so useful to me in a way that l know that cv letter writing is a topic . l am now able to write a cv letter writing when applying for a job , because l have a clear idea about what a cv letter writing is all about  being able to do so , it will help me in my daily live and also in the future as l am in a process of learning . if it wasn’t this subject  l was not going to be able to write  a cv letter writing , but now l have been able to acquire the knowledge, skills attributes and other things . l am glad that  l will be able to write a convincing letter to the employer in the future.
COVER LETTER WRITING
Is a professional business letter which provides an employer with an introduction to an accompanying cv [morgan 2017:33:9]  .it is also a written document someone is writing to introduce himself or herself to the  employer when seeking for a job . A company someone is applying for a job the management of a company will request him or her to write a covering letter and working experience, skills you have and what shows you meet the requirements for the job you applying for. 
This topic has helped me to know what l can do for a company , because when you write a covering letter they need to know how you will be able to improve the company , so when writing a covering letter you Include it as well , for example you chosen to be a financial controller of a company, in this position as a financial controller you need to know the role of a financial controller and in my understanding the role of a financial controller , he oversees the accounting activities for example money coming in and going out from the company. 
l have mastered the main things when l have to write a covering letter when writing to a company or an organisation. l am able to convince the employer that l am the right person with the knowledge and skills and a perfect candidate for the role as a financial controller for the company looking to recruit as a financial controller.
ANALYTICAL THINKING SKILLS.
Is the mental process of breaking down complex information or comprehensive date into smaller sections . Problem solving skills is one of the main key points in this topic, because this skill helps you to be able to talk to anyone . ln terms of communicating with different parties , when things noy going well in a party or in team and this is when you need to be more efficiently because you need to bring both parties together .
Learning analytical thinking skills, problem solving as the main point in this topic, because you are able to solve issues happening in a party and learning to negotiate this helps to be a go between , between the parties and you are able  to handle every situation , here you need to be transparency to make both satisfied with the on going negotiation. 
CRITICAL THINKING 
Is the examination of details to launch judgment. The topic is composite and separate different definitions remain which in general involve the sensible , suspicious, unbiased, assessment of truthful proof. The technique that we want in order to be to think critically are diverse and Involve inspection , explanation , reflection, assessment, deduction. Problem solving and decision making especially everybody require to be able to think about a subject or matter in an objective and critical techniques.
CONCLUSION
My experience at the university during my year was quite interesting being in a new place itself was quite challenging because the environment was very new and all people were new to me. The subjects units l did in my first semester , effective team working and communication, Digital skills and research methods, Academic and employability skills. l found these subject units so interesting because l had not done them  before . A subject like Digital skills and research methods being a practical subject you have to put into practice and most of the things we taught ourselves through discussion groups. The lecturers told us to form groups which helped us so much to understand the concepts so with our groups that help us to understand better.
The university of wales trinity saint David is so good and l am looking forward continuing my further studies at the university and this subject at the university and this subject academic and employability skills in workplace has  prepared me for my higher education and when l get my certificate in higher education in workplace . l will take the opportunity to do my BA Hons in leadership management which l am aiming to achieve in the next  three year from now.
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