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Task: Produce a reflective paper of 2,000 words, explaining how the learning in the module has helped you develop both your academic and employability skills. Reflect also on any skills gaps and suggest ways you might improve on these gaps.
Introduction
The purpose of this report is to reflect upon all the academic and employability skills I have learned. During the course of the module, I have gained much knowledge in regards to both academic and employability skills. The learning in the module has resulted in an enhancement of these skills. My skills have developed over the course of the module and I have become more efficient due to now possessing a variety of skills. However, in this report I will also reflect upon any skill gaps and how I may be able to improve on these gaps. 
Skills I Have Gained 
The most overt employability skill of mine that has been improved would be my communication skills. Communication skills are vital as they result in the transfer of information from one person to another and demonstrating good communication skills makes an individual more employable specifically if your occupation requires you to interact with others on a daily basis. At first, I found it difficult to communicate with customers due to difficulties understanding different dialects. However, with learning I have gained confidence to speak to people of all ages and have learnt how important it is to tailor my language in accordance to the customer in order for there to be effective communication. With different age groups, one must utilize different choice of words to get information across. In addition to this, not only my verbal communication has improved but also my written communication. Written communication can be categorized as both an employability skill and an academic skill. Writing precisely is vital to how well information is understood. Overall, the learning in this module has guided me and has resulted in myself communicating efficiently both orally and on paper.
Another aspect of my communication skills that has improved would be my non-verbal communication. Non-verbal communication is highly important as it convey an individual’s personality and feelings. Since my non-verbal communication was rather poor many customers would refrain from talking to me, my body language was very stiff and I did not make much eye contact. However, now my non-verbal communication has improved greatly, I now have relaxed and open stance, which makes me much more approachable therefore, customers speak quite openly with me. In addition to this, when conversing with someone I make sure to look at them in the eye as this demonstrates that I am listening to them and am focused on them as well as the conversation. (The Balanced Careers, 2018)
My interpersonal skills have developed greatly through what I have learnt in this module. Interpersonal skills encompass many skills such as problem solving skills, analytical skills and team work skills. In terms of problem solving skills I have learnt how to handle challenges with personal resilience. Earlier, I would find it difficult to solve bigger problems however; I have now understood that each problem you are encountered with requires a different method. For me a logical and methodical approach has been best suited for most problems in my workplace. Team work skills for me were more relevant in my educational environment. When in an educational environment, it is rather common to be put in a team or group to work together. Therefore, in order to produce good content together team work skills must be present in every individual. My team work skills have improved by virtually more experience. By continuously working in teams I have become a better and productive team member. I can now communicate with my work mates rather easily. (University of Kent, 2013)
Another set of my skills that has improved would be my time management skills which are skills that not only are relevant academically or in terms of employability but also for general daily tasks. These skills help to ease work load and differentiate between work which is urgent and requires immediate attention to work which is unimportant. When we are able to figure out urgent and unimportant tasks we can prioritise our time accordingly. I am now able to meet deadlines by carrying out my work in order of importance. Also, by being able to manage my time well I have become more productive and am entrusted with difficult work at times. 
An academic skill that has greatly improved would be note-taking. Note-taking is important as your notes are your basis of knowledge and understanding therefore, noting information effectively is important for your own benefit. Note taking can be difficult to master especially for me, as I am prone to always note taking everything down rather than note taking concisely and only the important information. Over the course of this module, I have learnt that only necessary details need to be noted down. Due to continuously making notes, I have become much more selective and brief in my note taking and have also tried to make use of diagrams or illustrations wherever possible for any processes as I find it direct and easily understandable. (University of Reading)
Another academic skill which also can be categorised under employability skill that has greatly improved would be my listening skills. Listening is the ability to interpret messages in the communication process. Listening is highly vital to effective communication because if listening is ineffective then messages can very easily be misinterpreted. Earlier, my listening skills were always affected by my poor concentration therefore; I always found it difficult to pay attention. However, I have now improved my concentration in order to focus on the sound entering my ear. Also, to convey interest to the speaker I now tend to use verbal and non-verbal messages naturally for example; smiling, nodding my head, maintaining eye contact or simply saying ‘yes’ to encourage them to continue. Therefore, my listening skills have improved greatly, as I have become more focused on the speaker’s information and I am also able to demonstrate how well I am listening via my verbal and non-verbal messages to the speaker. (Skills You Need, Listening Skills) (Skills You Need, Active Listening)
An academic skill which I have improved since the learning in this module is summarising. Being able to summarise a paragraph is very important in academic writing. This skills allows us to be able identify key points from a text and focus on them. This skill also correlates with the skill to note take as when you have summarized well you are able to extract rewrite the important points in a more concise manner. This skill is good as it indicates that you have understood the particular text well. When summarising, I would end up rewriting the text again due to the fact that I was unable to pick out key information well as I could not identify what would be classed as such. However, now I have understood that when trying to figure out which information is important you must understand the title of your work as that will indicate what exactly you need. Once you have understood what the title is you can then with ease find information that is relevant. (Summarising (Online), 2008)
Skills I Need To Improve
There are skills that I still have yet to master. Therefore, there are definitely skills gaps however, I am aware as to how they can be improved. Decision making skills are a set of skills that I lack. I am not very good at making decisions as I have difficulty combining analytical and critical thinking. I am only able to use a particular technique and not many for a problem. This is because when techniques vary they can clash with one another and at times may give different results. In order to use many skills it is essential to tackle each section of a problem separately using different techniques. When each section of a problem has been tackled individually then it is not difficult to make decisions however, this procedure is time consuming. (University of Kent, 2013)
Another set of skills that I need to work on are my reading skills. Reading skills are academic skills which are essential when it comes to academic skills as we are constantly reading on different subject areas, therefore, being able to effectively understand and comprehend what you are reading is vital as it contribute greatly to your individual work. I spend a lot of time reading and trying to understand texts and content however, I find it rather difficult as I find myself always overwhelmed with the amount of information provided, with the selection of words and the diagrams that can occasionally be used. I find it difficult to process it all as I am unaware what is relevant to me and what is irrelevant. In order to improve my reading skills, I must have clear reading goals as to which information I need to search for and read about rather than reading it all. (University of Leicester)
The final skill that is causing a skill gap and must be improved is organization skills. Organizing involves being able to plan your time and stick to a specific schedule in order to be as productive as possible. However, I do not prefer creating schedules as the majority of the time they never work out for me as each day is very different therefore; creating the same routine for every day is not convenient. In order to become slightly more organized where I am able to plan out my time without having to create a routine I need to figure out when I work most efficiently and schedule my work then. In this manner, I am aware that I will carry out work during that specific time period in the day and the rest of the time I can utilize for any other priorities. 
 Conclusion
To conclude the learning in this module has helped improve and develop my academic and employability skills greatly. By continuous leaning I developed many skills such as time management skills where I have learnt how to prioritize time in accordance to the urgency of the work given. Therefore, I can now meet deadlines and have become more productive as a consequence. Another skill which is an academic skill that has improved would be note taking. Note taking was always a challenge as I could never shorten my work down to concise bullet points however, due to constantly taking down notes I have improved my note taking skills simply by experience. I have learnt how to become more selective and brief with my note taking by identifying key information that is relevant to the work. On the other hand, there are still some skills which still need improving and have resulted in skills gaps such as my decision making skills. When it comes to making decisions I am unable to combine my critical and analytical thinking. With continuous practice I shall be able to improve this skill as with the rest of the skills which I still have yet to improve and develop. By figuring out what technique with the individual skills works best for me I can implement that when using the skills so I can develop these skills further. Not all skills work efficiently with every individual, so we must figure how to adapt the skill to our strengths in order to still utilize these skills when required to.



















References

1. https://www.thebalancecareers.com/communication-skills-list-2063779 
2. https://www.kent.ac.uk/careers/sk/problem-solving-skills.htm 
3. https://libguides.reading.ac.uk/reading/notemaking 
4. https://www.skillsyouneed.com/ips/listening-skills.html 
5. https://www.skillsyouneed.com/ips/active-listening.html
6. http://aeo.sllf.qmul.ac.uk/Files/Summarizing/Summarising.html  
7. https://www2.le.ac.uk/offices/ld/resources/study/reading 
image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





