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[bookmark: _Toc7524314]Introduction 
As a student in University of Wales, Trinity St. David, I have been asked to write a reflective report for my second term assignment for the module Academic and employability skills. Reflective writing is evidence of reflective thinking, the aim of this reflective report is to summarise a critical reflection on my academic and employability skills, I learned during my study in term one and two. The second part of the report will be a reflection on any skills gaps, and how to improve these gaps. To approach these aims I will be using Gibbs reflective cycle, where we need to think systematically about the different stages of an experience. First, I will describe what happened, then describe how I felt. I need to evaluate the situation and demonstrate what was good or bad about the experience, after that we need to analyse and describe what sense we made of it. The conclusion will define, what I have learned during and after the whole experience. Finally, if it happened again what would we do differently (Gibbs, 1988). At the same time, I will highlight the employability skills I have, gained or need to develop.
[bookmark: _Toc6227824][bookmark: _Toc7524315]Gibbs reflective cycle
To help me write this reflective report I need to follow Gibbs module of reflective writing, which describe each stage of the reflective report (safaashaaban, n.d.).
[image: See the source image]
	Figure 1: Gibbs module



[bookmark: _Toc7524316]Description
I am studying at University of Wales, Trinity St. David, Certificate of Higher Education in Skills for the Workplace. One of the four module is Academic and Employability Skills, which we had for the first and second term. To enable us to be responsible of our own learning, we were taught different techniques and research methods. 
We learned how to search and analyse published data and literature related to a chosen subject or topic, and write a referenced, structured academic assignment. In academic writing I have learned how to create the right sentences, structure of the assignment, summarising and paraphrasing. Also, we were taught in how to take notes in a different way, such as linear or highlighting of a sentence. How to write letters, emails, or a CV was demonstrated in the module.  I have learned how to use Harvard style referencing in all my assignment, which I found extremely useful (Alfred Mbeteh, Dr Massimiliano M. Pellegrini, 8 Dec 2017). 
We also learned about research methods, which we used to solve a problem, add credibility to our assignment or to simply find answers. Quantitative research methods were used, once we dealt with numbers, data or amount. On the other hand, qualitative research method was used for words or answers. Empirical research is gathering information through experience and/or observation, this is involving other people and quantitative method is required. The non- empirical research is used once we rely on theories, perceptions and impressions, where no one is involved, and qualitative method is necessary. We also learned about using different types of research such as interviews, surveys, case studies and community investigation (Hitchcock, April 17, 2019 ). 
 We learned the difference between primary and secondary data. Primary data is a first hand information from the source, what we have done. Secondary data is already existing information, what others have done. Therefore, it is important to use reliable sources, our online library is a good place to look for secondary data such as journals and online books (Walliman, 8 Sep 2017). 

To identify our strengths and weaknesses we were introduced to SWOT analysis, where opportunities and threats were highlighted. The use of SWOT analysis could help us in self- management and job searching (Bunting, 20 Dec 2015). 
To enable us students to strength our confidence and competence as effective employees, we were taught about the importance of employability skills. By developing, gaining or having a range of employability skills such as time management, presentation skills, organizing skill, problem solving skill, team working, decision making and research skills, will increase our opportunities for a job or simply improve our performance at work. We learned how to write, talk and behave like professionals, where body language and the right attitude are important. 
[bookmark: _Toc7524317]Feelings 
[bookmark: _GoBack]In the beginning of the module I was confused, since the topics introduced were new for me. I did not understand what benefit I could gain from this module and why we needed to develop all these employability skills. I have been working as a chef for years, never thought I need this module for my work. But after a few lectures I started to understand the importance of the topics. Our teacher demonstrated the module in a way, where we could combine our work experience with the knowledge. I feel confident now, especially when I needed to do research for my work. I gained different skills and developed the ones I already have. We gained confidence and a high level of competence, thanks to our amazing teacher Dr. Anita Nan.  Her teaching skills were amazing, she kept it clear and simple. 






[bookmark: _Toc7524318]
Evaluation
The good things about my experience with the Academic Writing and Employability Skills module, that I gained knowledge, learned about reflective writing and employability skills. Also, I now know how to use all these benefits in my practical life and work place. On the other hand, there were some challenges. In reflective writing I struggled to describe my feelings and to write about what went wrong. Also, it was difficult for me to be able to identify the employability skills gaps. I become a better critical thinker after going through the different stages of Gibbs reflective cycle (Gibbs, 1988), which helped me through the whole process. 

 
[bookmark: _Toc7524319]Analysis
[bookmark: _Toc7524320]Different Employability skills
I have learned about different employability skills, some of them I already had, some I gained and others I needed to develop. I will highlight the most important skills for me, discuss why they are important, what they can be used for and if there are gaps, how can I improve them. 
There are four different types of skills. The basic skills, which includes reading, writing, listening and speaking. The thinking skills, such as problem solving, decision making and critical analysis. The people skills like communication, teamworking, leadership and management. At last the personal qualities such as time management and organizing skill (Morgan, 2017). All these employability skills are necessary for us as employers or employees, it will increase our ability of creativity, productivity and even innovation. To improve the employability gaps, there are different ways of improvement, like training, teamwork and learning.



[bookmark: _Toc7524321]Time management skill 
I have learned about Time management skill; this is useful because I now know how to organise my time and prioritise my tasks. This skill is very important to have, gain or develop, since the benefit of it is enormous. We save time and efforts by making our self a priority list, which help us finishing the task within a specific time frame. We can choose the Eisenhower methods, where what is is urgent and what is important are defined. According to Eisenhower method, also known by Eisenhower matrix, all tasks are evaluated using the criteria important/unimportant, which are dropped and urgent/not urgent, which are done. This is a simple method, where organizing tasks will increase productivity and reduce distractions (Eisenhower, 19 Sep 2018).
Time management skill is a must for a professional person to have or develop, without this skill the stress factor and confusion level are extremely high. The person will feel lost and will use time to memorise the task. 
I believe, that I have good Time management skill, which build up my confidence. I look organized, well prepared and ready to act. It helped me to be prompt, because I plan for it in advance. To use my time effectively and to be organized I need a well-developed Time management skill, which took me to a higher level of professionalism.

Academic writing
I have learned different aspect related to academic writing, this was very useful, because it enabled me to know how to write using the formal style. As a student I have been asked to write academic assignment in term one, where I used academic sentence structure, summarising the secondary date and paraphrasing text, to build an academic report structure. Academic writing is useful for students and employees at the work place. 
[bookmark: _Toc7524322]



Reflective writing
 I have learned about Reflective writing, which was a very important topic, where different cycle such as Gibbs reflective cycle and Kolb’s reflective module were introduced.  This is good, because we learned in reflective writing how to be critical thinkers, not to be afraid to state what went wrong or right, analyse outcomes and suggest future improvements. The most significant in reflective writing is to be thorough, which means you make sure to write systematically about all stages of your journey, from the first stage of planning through to completion. A comprehensive post-project analysis must be included, this is useful, because it allowed us to reflect on the whole process and highlight what we have learned and what we could improve for the future (Bassot, 2017). 

[bookmark: _Toc7524323]Employability skill gaps
[bookmark: _Toc7524324]Writing skill
English is my second language, my writing skill was always my weakness, which required hard work to build. Once I started practicing new methods of writing like letter style, formal style, and CV, my writing skills improved significantly. What I found out recently, that reading helped me mature my writing skills. I defiantly recommend reading lots of relevant secondary data like online journals or books, to achieve a better understanding of the English language and to improve the writing skill. My writing skill is still a challenge for me, but I am working on it and trying my best to improve it. By keeping practising writing in different types and reading lots of materials, I hope I reach my goals. I need good writing skill at work, as a chef I need to write ingredients, highlight allergies and read recipes. 




[bookmark: _Toc7524325]Decision making skill
To make important decision is not always easy for me, I hesitated most of the time. I found myself in a situation, where I was forced to make decisions, but had difficulties to choose. Especially with decisions, that could affect the work outcome or if there were too many people involved, and we could not agree. My decision-making skill need improvement. There are different ways I can improve my skill, first I will try to search more information and analyse or compare before taking a decision. I will seek others help or recommendation to help me take the right decision.
If there are to many people involved, I will try to listen to their ideas or opinion and discuss it with them, before reaching a final decision. Also, I will try to be more professional and not to attach feelings with decision making (Anon., n.d.). 

[bookmark: _Toc7524326]Conclusion

After attending 2 term of Academic and employability skills module, I can recommend this module for everyone, who need to improve their employability skills. I have learned different ways of thinking, writing, analysing and preforming. I have been working most of my adult life, that is why I gained most of the employability, we learned about. Even though my experience helped me develop the skills, I still found some gaps, that I need to work on, this module helped me develop the skills I already have to higher level, which I am sure will be useful at my work place. My leadership skills improved the most. Since I want to open my own café, I found it extremely important to develop this skill to the limit, so I can run my business successfully. My target is now to improve my writing skill and decision-making skill to a level, where I feel comfortable in dealing with my work duties and responsibilities. Reflective writing and SWOT analysis helped me figure out my strengths and weaknesses, identify gaps in my skills, gain knowledge and reach a better understanding.


[bookmark: _Toc7524327]Action plan

 What will I do differently, if I need to write a reflective report similar to this one?
To be able to answer this question, I need to think back of the whole process. I would like to focus more on my employability skill gaps, try to discover more and analyse where the gaps occur, and how to eliminate them. I would also write about the benefit and conflict of team work, effective communication and personal development plan.  For next time, I am more prepared, because Reflective writing helped me think, evaluate and suggest improvement.
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