Task 1 (2000 words) – submitted in term 1 Write an appropriately structured academic report in which you analyse your own academic and employability skills

Introduction  

I believe that the way a person acts and interacts is a reflection of his personality. There are many definitions of personality existing and if I have to compare mine using the big five personality traits below, I can say I do possess some of them. Also, it is my aim to reflect on my personality alongside the aims of the course I am registered for which is, Certificate for skills in the Workplace, using the SWOT for my academic and employability skills. One simple definition of personality that strikes me is something a person does or has and bring to situations and take them away with them when they leave (Davey, 2004). I am currently doing this in my course and upon completing of the course I intend to be a reformed person with more strengths than weakness and more opportunities than threats. I intend to do by consolidating my academic and employability skills. 



                                            
I know myself, appreciate my uniqueness, am confident, dress well, have several interests, am a good listener and show a decent amount of  integrity. I intend to show in this assignment how these attributes have equipped me in the past and will further broaden my interests pursuing my academic skills. I also intend to show in this assignment how I intend to use my academic skills to build on my attributes that will make me gain and maintain an employment (employability skills). Employers look to recruit graduates with a broad range of experience, and the ability to demonstrate a wide range of skills that they have developed through academic study and work experience.  I would use throughout this assignment use Gibbs (1988) reflection model shown below to back up my claims regarding these skills I possess and how I intend to develop these skills while I am on this course.  




Gibbs' reflective cycle can be really useful in making one think through all the phases of an experience or activity. Gibbs’ reflective cycle is arguably one of the most famous models of reflection leading one through different stages to make sense of an experience. Given its cyclic nature lends itself particularly well to repeated experiences, allowing one to learn and plan from things that either went well or didn’t go well. It covers 6 stages:  Description, feelings, evaluation, analysis, conclusion and action plan. 

Academic skills 
Academic Skills are all about helping one become a more effective learner at University level and developing the research and study skills that will help a person now and in the future. Developing good academic skills will help achieve the academic success that reflects your full potential. Academic skills encourage students to become more efficient learners and are invaluable outside of classroom after graduation.  These skills include critical thinking and note-taking. 
Revisiting the Gibbs Reflective Cycle again, I, in this assignment explain my lifeline relating to my academic skills since my GCSE year at the secondary school to date. 


Gibbs G (1988) Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford
Subjects I was graded C in were Maths, Science, Drama, English and B in IT. I went on further to qualify for a Certificate in Track Renewals, Awards in Employability skills, Personal Track Safety and Direct Current Conductor Rail. During those years I studied I have developed the ability to make coherent arguments by participating in class discussions, making presentations, working in groups with peers and many more. I have had the to read, compose and comprehend in order to produce successful assignments by doing activities such as finding models, writing arguments from the opinion section of a newspaper, cut it into sections, reorganise text, analyse different components that make it coherent and write coherent arguments on range of topics that interested me, finally reciting arguments with peers. I have also done an immense amount of text reading, underlining and highlighting parts of the texts I read and used them in assignments and made inferences. I believe making inferences is an important academic reading skill which gave me deeper meaning of texts I read. I have made short videos and pictures whereby I have inferred their meaning in my assignments in the past. Also, initially it was a big effort for me to listen and make notes at the same time when watching a video or listening to a lecture. However with time this task seemed alright with plenty of practice, an essential skill that will serve me during my studies this academic year and in the future. 
Every time I have done my reading, made inferences in my assignments, written notes while listening to lecture and many more have improved my academic skills which I intend to consolidate further. The past few years I have known to be aware of my strengths that I should highlight and flaws that I can work on thus build on there. I do not compare myself with others but rather set the bar higher based on my unique strengths. I think positive and use affirmative thoughts such as "all good things are coming my way, "I can do this" and "I am smart, confident and competent." Self- talk has a way of bringing out the best in me. I speak simply, clearly and decently and I believe I have a good communication skill and that I have an expanded my interests as such I read books, magazines, listen to self-improvement CD's and share ideas and information that will make me more interesting. Drama was my passion at secondary level education during which I kept myself very active by participating and making also making you tube videos with peers. Another great quality of mine which is fascinating is my voice for singing. I am very intuitive and have the ability to write my own songs and sing. 

Employability skills 
Employability skills are communication, decision-making, leadership, persuading, influencing and negotiation, problem-solving and analytical skills, team-working, time management. IT/Numeracy, commercial awareness. It is beyond the scope of this assignment to look into each and every employability skills. Therefore I explain below some of the employability skills I possess and briefly explain how I intend to consolidate on some of them during the course. I again do use the Gibbs model of reflection.  
There is no definitive list of the skills that every employer will want one to possess, but the main employability skills that I believe I should try to develop whilst at university are: Numeracy /IT skills, Communication skills, Team-working skills, Research/critical thinking skills, Creativity/problem-solving skills, Organisational skills, Commercial awareness

As a railway trainee engineer I have had basic knowledge of how to renew the railway infrastructure, use hand tools and an item of small plant. I have also done some manual handling, safety awareness, fire awareness and personal track training. Further in my career I have worked as customer services assistant whereby I have supported customers at the reception, typed up data such as ticket prices and dates and kept record of tickets booked by customers at the reception and finally directed customers to their designated areas. I have also worked as a charity fund raiser whereby I have had to go door to door and communicate with prospective clients regarding different charity fundraising programmes. My most recent post has been works of traffic management which involved long hours of managing time. 

I believe I have effective spoken communication skills whereby I have expressed my ideas and views clearly and confidently, tailoring my content and style to my audience and promoting free flowing communication. I have been a good listener. I have empathy and I have shown great presentation skills. I have questioned my work and my clients and gathered relevant information in my workplace. I have given and received praised for my work
I have very importantly developed over years effective strategies for managing time to balance conflicting demands of leisure, earning money and job hunting. Sometimes I have felt there wasn't enough time to do everything I needed to do. but once I had identified ways in which I could improve the management of time, I started off by adjusting my routines and patterns of behaviour to reduce any time-related stress in my life. I did that by setting clear goals, breaking my goals to discreet steps, and reviewing my progress towards my goals. Other things I did were prioritising-focusing on urgent and important tasks rather than those that were not important, organised my work schedule, made lists to remind myself of what I need to do when and also persevering when things did not work out. 

All employers are keen to recruit graduates who are able to cooperate, solve problems alongside others, and work in teams. Teamwork involves working confidently within a group, contributing your own ideas effectively, taking a share of the responsibility, being assertive, accepting and learning from constructive criticism and giving positive, constructive feedback to others. I have taken this very seriously in my journey from the time I qualified at the age of sixteen until I finished as a charity fundraiser. I further intend to consolidate the above during my studies for the certificate of skills in the workplace. 




Conclusions 
This assignment has looked into my journey from the age of sixteen years in terms of my academic skills and employability developments. It has shown my dedication, commitment, resilience, in my continual studies and workplace experiences. It has done so using the Gibbs model of reflection which consist of the six stages in a cycle.
Also, as a result of the course I am currently studying which is certificate of skills in the workplace, I intend to take charge of my own learning through a personal development plan in order to support my immediate development needs as well as longer term ambitions in relation to academic and employability skills. The personal development plan will enable me to identify key areas of learning and development activity for the purposes of enhancing performance in my current role and addressing anticipated changes and career aspirations towards a future role.  
To help me think about my goals, I therefore ask myself:  What areas of my studies/work/life do I want to develop?  What areas do I need to improve?  What might be some long-term career goals and what skills would I need to develop to achieve those goals? I intend to answer these I intend to: talk with my lecturer, schedule a confidential session with a career advisor at UWTSD, read career development books, set realistic priorities – what’s achievable in the next three months? This year? Within 3 years? 
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