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Introduction:
This report focuses on my learning in this Module “Academic and Employability Skills”. It reflects on five topics from the previous term and this term. It reflects my experiences, my strength, and my weaknesses. It analyses my performance in this course during classes. These involves my very first experience from the introduction of this whole course and the themes and subjects included in this course. It also examines what I have learned, what I have achieved and how useful it is to me; and what I need to improve and developed. It explores my personal research, my analyses and development on this course. It reflects my view to the topics and concludes with my personal gain and recommendation for my personal development and improvement.
Academic and employability skills are skills that I have never actually reflected on. Its importance and relevance have never reflected on my thought as skills that plays essential roles in our academic and professional live. Though we go to school and study and alongside acquire these skills, their importance has never actually mirrored to me until I started examining them in this course. The ability to communicate effectively or solve problems efficiently or work in a team with people from different ethnic and racial background, social and cultural diversity, all working together towards a common goal. The complexity of this mixture, the stress and fun and gain and success it thus brings to an organisation to benefit the market.  Then ability to read and write extensively and manage time effectively between different priorities; all these we do every day without taking note that we are mastering them until it was introduced in this course. I do use them every day, but I have never reflected on them. These is my reflection on these following skills.






Communication:
[bookmark: _Hlk39353714][bookmark: _Hlk39353792]The first skill I am going to reflect on is the skill to communicate. According to Griffiths B. A. and Dunham E. B.” Communication is the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people”. It gave me a wider understanding of the forms and norms of communication. For instance, Verbal and nonverbal communication. What role both forms of communication plays both in studying and in the workplace. I gained in understanding the value of Verbal Communication in Bargaining and Negotiating Deals and Contracts and its usefulness and handling sensitive issues both in school and at the workplace. It gave me a good understanding that it is a valuable tool in Teamworking. While some aspects like a smile or a blink or just nodding is so important in a nonverbal communication. During in class exercises and practices in this course it was easy to note how difficult it was for some people to effectively communicate even with their classmate.  This then give light to the importance why this course is relevant. It was easy to identify that some individuals could not build up simple well-structured sentences easily or do have problem in understanding what people say or have difficulty in interacting socially. It lighted the fact that some people are generally shy. While some are just generally not able to connect with others in any form of conversation or contribute to a teamwork. According to Lentora, (January 2019). Online. “Effective Communication requires more than an exchange of information. When done right, communication fosters understanding, strengthens relationships, improves teamwork, and builds trust”. 
I am a very communicative person. I can engage people easily in communication and I am effective in building friendship with people I come across either in my study in the University or in my place of work. I have always considered myself as a good communicator; but this course has given me a wider understanding through the various forms and norms. I have to build and improve this skill to enable me to be more effective and efficient in my daily engagement with people both in my studies and in my workplace. 



Problem Solving:
Also, problem solving. According to asq.org dictionary (2019) “Problem solving is the act of defining a problem; determining the cause of the problem; identifying, prioritizing, and selecting alternatives for a solution; and implementing a solution”.
[bookmark: _Hlk39353896][bookmark: _Hlk39353841][bookmark: _Hlk39353974]Problem solving is important to our day to day work. If employed as a manager, you will have to make decisions every day. According to Williams S. “learning, understanding and applying critical thinking and creative problem-solving skills can improve the quality of the decision that means the most to us”. If you are a manager or an employee, you must make decisions to the problems and situations that comes on your table each day. Thereby, suggesting solutions that solve the existing problems that are presented to you. According to Norman Vincent P. “How you think about a problem is more important than the problem itself, so always think positively”.  Highlighting the complex role we face each day, either in deciding what dress to wear or what activity to engage first at the beginning of each day gives  a wider spectrum on how problem solving plays a great role in our day to day lives. According to William S. “Important decisions can shape our lives and our decision quality is improved if we critically and creatively analyse the Problem facing us”. In problem solving, we must identify the problem and then critically analyse the advantages and disadvantages of the solution before applying the solution.

Teamworking:
[bookmark: _Hlk39354101]During classes I had the opportunity of acquiring deeper understanding of teamworking. Other than just the ability of working in collaboration with two or more person together to achieve a common goal or result. It gave me a deeper understanding into the complexity of people from different ethnic, racial, religious and social background, all putting their different knowledges, skills and ability together, working in common to achieve a collective goal for the betterment of a corporation. According to Kozlowski and Bell, (2003) “A team is a group of people who exist to perform organisationally relevant task, share one or more common goals, interact socially, exhibit task interdependencies, maintain and manage boundaries and are embedded in an organisational context that sets and influence exchange with other units in the broader entity.” I understood that success and growth is easily achieved when people work as team. I understood why teamworking is so essential and why it is highly demanded in today’s corporations. I gained a better understanding of its structure, essentiality, its importance, and relevance.  I gained knowledge on why a team is needed in a cooperation and the role it plays in the channel of production down the sale of its products. In my job as a University students’ agent, we deliberate in team each day before we start working. I coordinate and supervise each colleagues work. I believe I am a good team leader.

Time Management:
[bookmark: _Hlk39354159][bookmark: _Hlk39354189]Knowing what is to be accomplish within a given time frame is important. When we consider live in its entirety and the activities that clouds our day, the things we have to accomplish within a specific time frame, and which of them to be done first; the classification of these activities, given priority to which of them should be done first and which should be last or which one has top priority and which one is of lesser priority plays into how important time management is relevant. According to Peter Morgan, (2017). “Good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension” I gained a deeper understanding in evaluating the task that is before me, how much time I have to accomplish it and to make the most of the time available. It also gave me knowledge on prioritising. How to scale the task before me and evaluate which is of greater importance and to give preference to things that are of greater importance to accomplish them within the given time frame. According to Peter Morgan, (2017). “Prioritisation is the act of deciding which activities to undertake or which goals to aim for at the expense of less important goals and activities”. I gained understanding that when time is managed appropriately, there is workflow, and much can be accomplished with limited time. It permits tasked that seem complex to be accomplish within a short a space of time. I came a conclusion that when time is effectively managed, we can achieve much both academically and professionally.




Academic Writing Skill:
[bookmark: _Hlk39354241]Academic writing skills is mostly used by lecturers, researchers, academicians and students for intellectual journals, academic reports or research accreditations or summaries. According to Sultan (2013). “academic writing, at least in contemporary Western society, is a distinct style of writing used by those in academia and research communities that is noted for its detached objectivity, its use of critical analysis and its presentation of well-structured, clear arguments based on evidence and reason. (p. 139)”. Academic writing is logical in structure and informative in its nature. It is evidence based, backed by research reports or results from experiments or quotations from previous writers. Academic writing reviews a subject with a sense of sceptically enquiries. Academic writing examines its subject to develop ideas and theories or suggest solution or affirmative propositions in its conclusion. Academic writing examines a subject from different aspects, research results, its implications and give references to its sources or database. This course has helped improved my structure of writing dissertation and academic journal. It has thought me to weigh my primary data and the quality of its research result before publication or submission.
                                                                     



Conclusion:
[bookmark: _Hlk39354404][bookmark: _Hlk39354443]What are skills and why are they important? According to the Business dictionary, (2020). “It is the ability and capacity acquired through deliberate, systematic, and sustained effort to smoothly and adaptively carryout complex activities or job functions involving ideas (cognitive skills), things (technical skills), and/or people (interpersonal skills)”. No piece of work or task can be accomplished without the individual or group of persons carrying out the task having a good knowledge on how to go about this task. They must possess the know how to enable them to perform the task. Likewise, no company or organisation will give an employee employment without the employee having the required skill or knowledge to carry out the task which he is being employed to execute. According to Dr. Jacquelyn P. Robinson, (2000). “Employability skills are those basic skills necessary for getting, keeping and doing well on a job”. These skills make a person marketable in the job market. They make us competitive in the job market and they necessary for the building of a strong and solid economy. Every organisation or employer will only employ people who are skilful, reliable, and responsible. They will only employ people are have or brings in solutions to the problems of the organisation. Communication, Problem solving, and Teamwork are very vital. It is virtually impossible to work in a team if you cannot communicate. 
Our academic know-how (skill) is very vital as well. Therefore, in most job advertisement there is always a prescription for the qualification needed. Academic skill brings into an organisation structure, efficiency, and clarity in the execution of each task undertaken. The ability to read, analyse, define, execute, and deliver tasks and within a specific time frame. Skills are necessary and important. We need them for our personal development and for the building of a strong and solid economy and society.
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