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Introduction
In this report I will be reflecting on the module Academic and Employability skills. I will be documenting my own development throughout term 1 and term 2 of the modules by using the feedback received from my in-class exercises returned back from my lecturer. I will be reflecting upon my work based on Gibbs reflective cycle to give structure to my learning experiences and aid me in my reflection process.Gibbs reflective cycle (1988)


[image: Image result for gibbs reflective cycle]

Previous to beginning my studies at university I was working between two jobs and attempting to decide on where I would like to be in the future whilst planning to start a family. Me and my partner decided that in the future we may like to open a business to secure ourselves and our family for the years ahead. This led me back to thinking about education and how I could better myself, especially if we were to open a business then at least I would have some knowledge to go by, which led me to back into education. I had forgotten how complex it would be to go back into studying after many years of not doing so and the thought of fitting in studying with my day to day life at first seemed quite daunting if not scary. 

In term 1, in class, I conducted my own personal SWOT analysis so I could identify my strengths and weaknesses before joining a group of people I was unfamiliar towards. Reflecting on my own SWOT analysis my strengths were and always had been time-keeping, team working and good-communication skills. On the other hand, my one main weakness was leadership skills and this was due to always having to resolve conflict issues within a group and having to be the one that settles the group down which has led me to doubt if I would be capable of managing and leading my own team. At the time I did not realise this but my own analysis on myself would soon change and I would learn new aspects about myself which I had far forgotten over the many years of being out of education.

The second term in Academic and employability skills we begun by reflecting on what employability skills were which we had studied in term 1. The second weeks lesson was then focused on writing in a business style and we started off with how to write and structure a C.V and cover letter. 
What I have understood from term 1 and term 2 is that there is always room for improvement, even when you think you have learnt everything.
Academic writing
The second term of the module took a deeper look into academic writing. This consisted of C.V, cover letter writing and how to write a winning personal statement. Writing a C.V and cover letter is something I have done several times over the years as I have adapted and changed my personal C.V and cover letter. 
We were shown videos, presentations and had been given in-class activities on how to write a winning C.V and cover letter in order to get the attention of prospective interviewers. 

To begin with I felt confident in these two types of academic writing and did think these lessons would be slightly boring as I had practiced many times over the years but the lessons for these two topics were planned incredibly well as I attained and gained more knowledge through refreshing over the topics, I had forgotten many aspects, small and big when writing to prospective employers and how to gain their attention. It really helped me to refresh my memory on the importance on writing a cover letter and how it was the first point of contact with potential employers to see who I was and to highlight my strengths as to why they should employ me. 
We were then tested on what we had learnt on cover letter writing with an in-class exercise set by our lecturer from which I received feedback from my lecturer. The feedback I received showed me I was able to demonstrate what I had learnt and had put it into practice. 
Presentation skills
Presentations skills are fundamental within the business and employment life. It has been said that knowing the nature of your audience is just as important as to structuring and developing content (Morgan, 2017).
For myself giving a presentation at the beginning for me is a daunting and stressful task as it tends to give me a sense of anxiety, this is not because I am a person who is shy or scared but till this day, I am still unsure of the reasons as to why. Once I am familiar with the task at hand, I tend to grow in confidence and do question myself at times as to why I was so anxious to begin with. 
I was surprised at how some members of my class appeared confident, which left me feeling disappointed in myself but in reflection this term however has been slightly harder than usual for me as I am currently expecting my first child and little did I know this would affect my learning process. 
I am usually someone who is able to remember and rehearse quite well before a presentation which is vital to any presentation being given but, in this instance, not so much as I could not seem to attain any information even after many failed attempts at trying to remember and rehearse. This affected my confidence tremendously as I felt like I was failing myself as well as my class peers at times. This was a challenge in itself but I decided to persevere even if I was not confident in myself at the time.
One of our in-class exercises consisted of preparing and presenting a short presentation on a given topic by the lecturer. The topic I was given, was research skills which is an academic skill. I began by gathering information on my chosen topic by understanding what it meant, how it can be used and how it benefitted everyone. 
Two peers from my class and my lecturer assessed my presentation, which seemed fair as receiving feedback is essential to learning. The feedback I received was positive but there were a few improvements that I could be better with. I was told I was clear and concise but needed to read less from my notes and to engage more with the audience to which I agreed with and understood.
Initially my class had all been told to prepare for a mock presentation on reflective models, to which I could not attend due to feeling unwell. In hindsight this would possibly have prepared me better and essentially helped to push my confidence in the right direction for the final presentation.
Reflective writing
Reflective writing is a very useful process as it helps you to reflect upon experiences and learn from them. This academic skill is essential within education, employment and life as it enables you to think critically about your own skills and the way in which you work. 
Reflective writing is something I have come across before but not really studied much or had much thought about. To begin with, I found it difficult to differentiate between essay writing and reflective writing as both have different structures and practices but the further, I studied both I begun to learn the differences of each and the importance each form has. This was a challenging yet interesting topic to learn for me.
It is not sufficient to have an experience in order to learn. Without reflecting on this experience, it can be quickly forgotten, or it’s learning potential lost (Gibbs, 1988).
In perspective I should have written a summary of each lesson or made a journal to collect my thoughts after every lesson as this would have helped me to go back and reflect. I can reflect upon the work which was done in class as I have this within my notes but what I have missed on essentially is how I felt at the time and what was good and bad at that specific time. 
Paraphrasing
In term 1 we learnt about paraphrasing. I had heard of paraphrasing but had never put it into practice before. This is a topic I found quite challenging as I could not quite grasp or understand the concept of what it really meant, even going into the beginning of term 2 I was still not very confident or fully understanding of it. The plagiarism aspect of paraphrasing was quite daunting and scary as plagiarism is a serious academic offence, which meant it was all the more imperative that I understood it. We got given in-class exercises to which we had to paraphrase a piece of text. We then received feedback with comments on how we could improve.

Term 2 we refreshed on paraphrasing and this is where I finally understood and learnt why this was such an important topic in term 1. Realizing later rather than sooner meant that I had made many mistakes in my previous terms assignments which I could no longer rectify. This was a big lesson learnt for me personally and I wish I had paid attention and tried to understand better at the time.
Summarising
In term 1 we looked at the skill summarising which will be required whilst studying. This is a skill which has saved me time, by writing down key points within a piece of text rather than writing the whole text out. This is a topic I enjoyed and appreciated as it is tool we tend to use each and everyday, for example when we are re-telling a story to another person we tend to sometimes only share key points rather than explaining everything start to finish. 
Action plan
SWOT analysis has helped me significantly in identifying my strengths, weaknesses, opportunities and threats. Throughout term 1 and term 2 I have come to realise that have many other aspects that I did not consider about myself before until I had returned back into education. This has helped me to realise I have many other strengths and weaknesses which in turn has helped me to develop the abilities needed to achieve my goals and progress further in my studies and career. 

Leadership is a skill I developed over the course of being back in education. Through working with my peers in groups and being the team leader in others, I learnt that forming a bond and working as a team with people you are around is essential as this is what helps you to be a good leader. A group without an individual cannot 

Public speaking and presentations are a skill gap which I could improve on significantly, my pregnancy may have been something which may have held me back but this is still one of my weaknesses which I need to get to grips with. There are many ways in which I could improve on this, by learning strategies for handling nerves, better planning and structuring and just on the whole getting used to the idea of standing in front of a group of people.

Analytical and critical thinking have been of high importance throughout my time back into education and they have helped me in my learning significantly. Analytical thinking has helped me to create new ideas and process information whilst critical thinking has abled me to form an opinion in my thinking and creating an evaluation from the information obtained. 
Conclusion
In this report I have analysed the way in which academic and employability skills has contributed towards my personal studies whilst at university.
This module has assisted me to further my knowledge and gain a better understanding academically. 
The skills I have studied are ones I can apply to my life as well as in future in my working career. Since studying I have become observant and more efficient in my everyday life and the skills I have gained, will not just help me now but for many years to come. My willingness to learn will hopefully be an assurance towards my future prospects. 
In conclusion all the skills learnt from term 1 and term 2 are critical to progress further and these are essential attributes in which employers look for in employees and are expected to have. 
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