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Reflective report

Introduction
Being a new student and studying for a Certificate in the Higher Education skills for the work place I have been asked to write a report on what I have learned until now in this semester. The purpose of this report is to reflect on academic and employability skills which I have develop / acquired during this module, which is my first year of higher education and the skills gaps. I will also focus on some skills gaps which I have, and I need to improve them, the skills gaps are: Time management, Academic writing, Problem solving, Academic thinking.  These have been discussed in the class room when learning up about reflection, Gibbs model (1998). 
Reflection on the academic and employability skills learn out
This year I have learnt various academic and employability skills while study up this module. I feel that all these skills have helped me to improve myself both academically and professionally.                                      I have learnt that there are 4 types of skills: Basic skills, Thinking skills, People skills, Personal quality skills. This is useful because: 
I have learnt about time management. Time management is one of the key points as I feel that it was a very important lecture because I now know how to manage my time effectively. I know how to use my free time, how to plan out my work time (university as well as work) and how to plan out what I do around the house as a mother. When using time management, it can help reduce stress significantly, this is because at the end of the day the important tasks have been taken care of whereas the not so important have been left to do last or for another time. For example, when working against a deadline I have learned to plan out what I need to do for myself not to become stressed against the deadline I am working towards. 
I have learned about how to write a CV and that there are two types of CV. These can either be a general CV or a job focus CV, the difference between the two is the difference of job you are applying towards. A general CV for example would be created for multiple times of jobs with the same focus, whereas a job focus CV would be for a specific area of a job. This lecture has also though me how to prepare a story about myself for an interview that I will be going towards. I feel this lecture was a good and important lecture because I now know how to write a CV and is good because I now know the difference of what CV I need to make for the different jobs I apply towards and this will help me because is important to know how to prepare a professional story. 
I have learned about characteristics of an interview, they are 10 characteristics of interview, these characteristics are knowledgeable, structure, clear simple questions, be gentle, sensitive, open, mind guiding, critical, balance of an interview and lastly understand your candidate. I feel that was a very good lecture because is helping me when I make an interview to know how to be professional towards my candidate. I now know to be a good interviewer, how to structure an interview, how to listen to a person and to let them open about what they want to say, also not to interrupt the person when they ask a question. 
I have learned about a cover letter; a cover letter is a letter send with explaining content of another document or a parcel of goods. I feel this was significant subjects as I never knew about this before, it has helped me learn how to write a good cover letter and it will help me to explain myself of what ability and skills I have. 
I have learnt about research process and what is empirical stage, how to define research, how to clarify topic and analyses, how to make hypotheses. I feel that was good lecture because I learnt how this will help me to further analyse deeply the research that I have conducted or found as a secondary research.
I have learnt about how to make a references journals, article and books. I feel that is very important lecture because I now know how to references a report and assignment.
I have learned about Schon’s reflective practice, there are two ways from this. One being reflection in actions which is at the time the event is happening, it is the experience itself, acting immediately and decided how to act at the time the event is happening. Another being reflection on actions, this is after the event has passed, it is when you reflect on something that has passed, thinking about what you might do differently if it happens again, and new information gained. I feel that is very imperative lecture because I know the difference between the two. 
I have learnt about decision making. Decision are, by definition, conclusion or judgement about some issue or matter. Decision making is the process of making choice between two or more alternatives. According to Bartol et al (2003, P. 127).  I feel that was an important lecture because I now know how to identify the problem and after that to choose the best solution solving. 
I have learnt about team working. I believe that was important lecture because I now know how to have a common purpose and goals to accomplish for organization and to work together (Glickman et al., 2001).   
 I have learnt about communication. I feel that was important lecture because communication abilities it will make me more successful and beneficial inside the workplace (Hybels & Weaver II, 2007).
I have learnt about academic writing skills. I believe that was important lecture because I understood and is good to know how to be writing academically for assignment or report.

Skills gaps
I feel/ believe that there are some skills which I still need to improve. Although I have improved my time-management skills, I still need to keep working on this skill. To improve this skill, I will try to prioritise the activities I have to do on a daily basic and use Pareto’s 80-20 rule.  
I have improved my academic writing skills, but I still need to improve it. I now know I need to read and write down more because this will help me to progress faster on my academic writing skills. Also, I will use simple words instead of complicated words, I will be formal, and I must be more confident and critical. I need to learn how to make an outline of what I need to write in order to know what I will be going to write about before beginning. Learn how to use the right vocabulary, this means that before I use a work, I need to first understand what it means. I need to improve by learning how not be repeat myself so much when writing something. When writing or presenting something I need to learn how to get to the point quickly in order not to het the reader bored. 
I have improved my research process skills, I still need to keep working on this skill. To improve this skill is important to ask the right question. The more I read and speak it will become easier. Knowing how to do proper research is key as it helps to find information faster and it is time effective. Also, I need to start going to the library more often to do my research. And I need to learn how to write down the research that I have found. 
I have improved my reflection in different ways, but I still need to be working on this skill. To improve this skill, I need to be active in different actions like: when someone make a deal, when someone make a meeting.
I have improved my decision making and I still need to be working on this skill. The way to improve this skill is to get better in decision making, not to repeat a similar mistake, that help me to improve at making smarter decisions also I aft to analyse all the solution. I also can improve my decision by making some questioner to employee with tree simple question and reading the feedback I can identify the problems and making a good decision. Each choice that I make for myself it will be a chance to develop and learn.
I have improved my communication skills, I still need to keep working on this skill because English is not my first language and it needs to be developed. To improve this skill, I will need to communicate home and at the work in English, to read more and to engage more in conversations. I would like to learn the basics of nonverbal communication because this makes it easier to communicate with others which I am not able to now. I need to learn how to ask for honest feedback from everyone surrounding me, this will help me to discover areas for improvement which I might have otherwise overlooked. When presenting a PowerPoint to learn on how to engage the audience in the discussion. I can improve by recording any important presentation as this helps me see and listen to what I am doing right and what I can improve when talking to an audience. Also, I need to better understand how to listen to other when they speak about something as it might be important and might help myself as well in the near by future. 
I have enhanced my academic thinking by learning how to ask basic questions more often, question the basic assumptions, be aware of my mental processes, try reversing things (on hard problems to get unstuck try thinking backwards), to evaluate the existing evidence and I have learned to think for myself. These features have helped me enhance my academic thinking deeper than I use to before. 
I have upgraded my problem solving skills by trying to focus on trying to find the solution instead of a problem, I have learned to adapt the five W (why, when, what, where, who)   to clarify the problem that I have to deal with, I have learned to try and simply the things I need to do instead of making them more complicated for me. But I still could improve by trying to find myself a hobby which includes problem solving matters and to do regular mental exercise.
I have improved my team working skills and I still need to work on. In mine mind that in order to work together, individuals should process the correct information, characteristics and aptitudes (Glickman et al., 2001). In a team work I can improve if I	 am a leader to know effectively how to split the work between my team and myself. 
Conclusion
In this reflective report I try to express myself what I learn in first and second semesters of academic and employability skills, studied in class at University Trinity Saint David. During this semesters  I reflected on what I leant and what I need to improve, what was good and what was not so good.  I try to develop my creativity and aptitudes to gather more information in order to help me through the year in this course. I believe in my future years to be more motivated and order to achieve what I will like.
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