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     In this reflective report I do intend to write about the experience I gained and what I learned during the Academic and Employability Skills modules. Employability “lifetime employment within the same organisation is no longer a prerogative “, while some may see the release of one's personal information as a way to get rid of one's hands tied to a company, others are concerned about the loss of job security (Forrier, A. and Sels, L., 2003).
      In this report I will reflect and discuss on three different tasks which I had done over the 10 weeks module and how they help me to gain more skills and to answer to many of the questions that come in my mind over the time that this module last. I am going to talk in this reflective report about the academic report I had to prepare, the team working group presentation, the quiz I have done and what is my conclusion regarding my experience
To reflect on my own experience, I will use Gibbs's reflective cycle 

GIBBS REFLECTIVE CYCLE (Gibbs, 1988).

[image: ]
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     In 5 weeks of taking notes and discussions, I become more familiar with time management, understanding assessments how to find information and use the most appropriate sources, how to structure my report and write it academically and most important how to reference in order to avoid plagiarism, techniques which made me ready for my first academic report “what is the most effective way to motivate staff?”. I had to write a 2000 words academic report regarding different techniques and challenges the managers are facing to motivate staff at the workplace.
     Academic reports in university are well structured and require all the knowledge you gained over the course. Time management and finding the key elements are crucial is also required a good understanding of the topic to find appropriate sources using an analytic approach. Keywords: argue, discuss, describe, explain (Ryan, M., 2011).
     After a discussion with my lecturer when he advised me what I had to do and I knew what the report should look like, I went back to the slides and lesson which we have gone through over the time in class. Looking for relevant sources wasn’t complicated because google scholar is very helpful and free access to the university library it helps me to find quickly the necessary material for my assignment
     Before starting my research, I first read the four sources that every student should have in their assignment. Then I started looking for relevant sources using digital tools such as Google Scholar and the university's online library.
     I start to take notes to keep track of what I read. After collecting data, I started writing my report. In the report, I had to talk about various techniques for motivating employees. After completing the report, I talked about the main points that were discussed in it. Then, I also provided a list of the most important points that were made in the study and which is the best way to motivate the staff at the workplace and reviewed my writing. 
Report plan
	
	Week 1
	Week 2
	Week 3
	Week4

	Planning
	Planning
	
	
	

	Literature searching, reading and taking notes
	Literature searching, reading and taking notes
	Literature searching, reading and taking notes
	Literature searching, reading and taking notes
	

	Composing
	
	Composing
	Composing
	

	Review and editing
	
	
	Review and editing
	Review and editing

	Final checks 
	
	
	
	Final checks

	Submitting 
	
	
	
	Submitting



     Overall tasks and assignments were putting a bit of pressure on me but I'm grateful for the chance I have to study at this university and the chance to improve my academic and employability abilities. I gain much new knowledge which I know will be very useful in future I am very excited and I am looking forward to starting the new term.
     The atmosphere in class is positive, the lecturers are trying their best all the time to make sure all of us are understanding the daily topics supporting and advising us to get the best results. Even if I was working as a manager before in a small company here in the UK and I have done pretty well, now I realise I could realise much more if I would have all this knowledge I gain over this module and I am will finish this course and apply my knowledge on a future management position. I was a bit stressed regarding this reflective report because of some personal issues in my life I couldn't use all the help the university is offering but is not as hard as I was thinking. 
     If I want to say something negative regarding my experience related to this academic report is that I need more time than I was thinking for reading the sources, especially because of the new terms I had to learn and because was need to read them more than once. It looked very difficult when I start planning but I am very proud that I managed to finish the 2000 words I was surprised when I first checked and saw that my report is having 2319 words when I was thinking I’ll struggle to reach 1800. 
     From the next term, I will start more early to work on Literature searching, reading and taking notes to be more prepared for the reports to have more time and questions during the support sessions and like this, I will improve considerably my academic skills and then my reports will look more professional. It was a great challenge this module and the most important is, that I think I understood the strength of academic writing, well-structured and certain rules, we must follow helping us to be organised in our work, making us understand there are no shortcuts and everything must be clearly structured.
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     Second part of the module “employability skills,” the concept of employability skills refers to the set of knowledge, attitudes, and abilities that are required by today's workforce. These are commonly used in various job roles and are designed to help individuals succeed in their careers (Overtoom, C., 2000). Teamwork is one of the top skills employers are looking for (Bradshaw, D., 1989). Teamwork is a group that joins to finish accomplishing a task together, for a group to be a team are 5 key requirements, being a real team, compelling direction, enabling structure, supportive context and expert coaching.

[image: Richard Hackman’s ‘Five Factor Model’]
     During the 6 and 7 weeks, we had various activities that were focused on teamwork and preparing ourselves for the task that we will be working on. The first activity was a skills audit, which was about 30 minutes. The lecturer said that it will help us develop our skills in verbal communication and team building which will be very helpful for the second task
     After completing this activity, we were ready to tackle the next task, which was a group presentation. The goal of the presentation was to come up with a list of 3 questions that we will need to answer in a PowerPoint presentation.
     After the lecturer divided us into groups, after sending many messages and emails to my team members, they did not respond so I worked on my own for the whole project. In the next week, we were working on another project that involves creating a job advertisement.
     The goal of the project is to create a job advertisement that includes all the necessary information that will be required for the job role. It wasn’t a group presentation and I think my project was quite good, I create a job for an event photographer and being one I had a lot of essential information to express. Group evaluation was the last topic where after the presentation the lecturer gave us feedback to use in the reflective report.
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    I explained to the lecturer that my group members didn’t respond and I want to make the presentation on my own. However few days before the presentation I found out all the members done full presentation and after a small discussion we decided what we will present. The presentation had two parts: the first is theoretical and discusses the concept of time management and time management skills. The second part is the case of Donna. I Identified Donna's time management issues and I used the 4D (Do, Dump, Delay, Delegate) time management strategy. I come called 168 hours a week and developed a weekly time management chart to assist her in managing her time.

                         DEVELOPING THE 4D STRATEGY- DONNA’S CASE

	Do 
	Dump
	Delay 
	Delegate

	
· Planning 
· Clean table
·  Prepare pencil and notes…etc.
	
· Go out with boyfriend 
· Go out with friends
	
      Visit aunt 
       and uncle
	
· call tutor early
· Ask classmates



   My group presented online so wasn’t very stressful I worked hard for this and I was happy with the result. I had positive and negative points, not working with the team for a team presentation and wasting important time trying to get in contact was the most annoying. 
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     “Quiz results correlate significantly with many other forms of assessment”, Class quizzes are popular because they provide a fun and engaging way to reinforce the learning process. They also encourage students to participate and provide immediate feedback (Haigh, M., 2007)” A personal development plan (PDP) is a tool utilized by an individual to plan, organize” ( (Stewart, J., 2016). Monitor, review and evaluate their personal and professional development”. PDP is a record of the skills that I as a student need to develop in order to succeed. I must reflect on my goals and how I can achieve them.  I can use PDP as a source of inspiration and motivation to guide my work and preparation toward my goals and objectives. The purpose of the PDP is to provide an opportunity for me to develop something new or improve my skills. After I have done the quiz I found that my strong part is data analysis but I have a lot to work on references. My PDP is going to focus on referencing and reports because I must improve in order to follow a law career after I will finish this course. From September, I will pay more time on studies and I will attend to all the workshops or programs from university which are available to improve my academic skills. 
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     One of the most important skills that you should develop to be successful in school is academic skills. The importance of academic skills is acknowledged by employers as a way to help students become more efficient (Vermeulen, L. and Schmidt, H.G., 2008).
These can help prepare you for a future job and improve your performance. One of the most challenging skills that you should learn is how to write a report 
  There are various types of reports that you can choose from, such as academic essays, reflective reports, and academic papers. To write a perfect report, you should have the necessary skills to take note-taking, understand assessment, find information, and structure it properly.
     Employability skills is a collection of personal characteristics and accomplishments that can help individuals in the work place to pursue their chosen careers. Teamwork is a popular skill that employers are looking for in workers, in addition to being able to communicate effectively, effective presentation skills can also help businesses succeed.
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 Appendices1 - assignment draft evaluation form 

	Skill/score
	Poor
	Needs to improve
	Acceptable
	Good
	Excellent

	Understanding assessment
	
	
	
	
	

	Time management
	
	
	
	
	

	Note-taking
	
	
	
	
	

	Finding information
	
	
	
	
	

	Structuring
	
	
	
	
	

	Referencing
	
	
	
	
	





Appendices2 – the presentation feedback template

	                                                                           Evaluation form

	For each skill listed, award the group 
1 -5 points
	Skill/Score
	1
	2
	3
	4
	5

	
	Team working
	
	
	
	
	

	
	Speaking to audience
	
	
	
	
	

	
	Organization and structuring of presentation
	
	
	
	
	

	
	Preparing 
	
	
	
	
	

	
	Interaction with audience
	
	
	
	
	





Appendices3- Quiz

	Strong skills
	- data collection 


	Skills that require more work
	- referencing 
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