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Introduction

When I found out ‘academic and employability skills’ was going to be taught as one of the modules in this university, I assumed it was going to be a smooth pass. I later realised that although I had some general knowledge on this module, there was so much more that I had to learn. 
Several models of reflection can help compose reflective writing. The reflection model that I will use in this report is Kolb’s reflective model, also referred to as experiential learning. David Kolb believes that individuals go through a four-stage cycle to learn effectively. To begin with, the concrete experience is when one experiences a new or already existent situation. Next is the reflective observation where the experience is interpreted and analysed. Furthermore, at the abstract conceptualisation stage, the reflection gives birth to a new idea or a modified pre-existing abstract concept. Finally, active experimentation implements ideas to the world, creating new experiences which begin the cycle. These four stages cannot stand on their own but work together as effective reflective models (Rumson, 2018).

Therefore, I will be reflecting on my learning in this module and discuss my experiences. The topics I will be reflecting on include organising study, personal professional development, academic writing, CV writing, and analytical thinking.


Organising Study

Organising study includes time management, organising space and organising resources. I have always been good at organising and planning. Planning comes naturally to me and I like to keep my environment organised.  This could be my room, study area, the desk in the classroom of UWTSD or my little corner at my workplace. Although organising and time management go hand in hand, I used to be a habitual latecomer. I took too long with organising that I always turned up late. I am glad we learnt this topic because I needed to develop time management skills. Now, I can see a difference in my approach to time management. I used to procrastinate all the time. I would work on something and realise I forgot to attend to another and leave the first altogether to attend to the latter. As such, I never really focused on one thing at a time and this created clutter.

Accordingly, we were taught several methods for organising study including RAC (Record, Analyse and Change) and Eisenhower methods. I have learnt from the RAC method to record everything I do in a day and appropriate times for each activity. Further, to analyse those records and identify the 5 biggest time wasters. Finally, to change by prioritising my duties, decluttering and scheduling to avoid multitasking.
The Pareto principle, 80-20 rule, states that about 80% of effects come from 20% of the causes of most events. After I researched more on the Pareto principle, I learnt I had to work with my schedule or to-do list daily. Using the principle, most tasks could be taken off my list and I could focus on 5 tasks and accomplish them (Costarella, 2017). 
The Eisenhower method taught me to prioritise my tasks with higher urgency and priority level tasks tackled first. I realised that procrastination is a big-time waster and can be stopped by avoiding distractions, attending to relatively more interesting tasks first and breaking down tasks into smaller parts.

Consequently, I made a personal schedule and timetable; It comprised of days I had lectures, and personal studies leaving time out for my social responsibilities and others. I set alarms and reminders to implement these methods. I have improved with regards to my time management which in turn has developed my organising abilities. I can manage my time as well as my resources. Nowadays, I plan and organise beforehand and can arrive at my destination in time.


Personal Professional Development and Identifying Skills

The knowledge gained from ‘Organising Study’ definitely enabled the ease of learning this topic. It has enlightened me on how to improve on myself. I have learnt how to acquire skills and how to improve on my already existent skills. learning this topic has helped me to manage my skills and use my time productively.
The main point of professional growth is acquiring new skills and experiences. Personal development works hand in hand with professional growth. Thus, I would have to develop myself personally to advance in my career. I learnt ways by which I can manage my personal and professional development. To begin with, set my goals and achievements, next is to plan my development, then search for good opportunities, converse plans with my superiors and finally to track my progress (Berry, 2018).
After learning personal development in class, I made a detailed timetable for my personal studies taking into consideration the time, duration and breaks for each module. I also set alarms and reminders to help me stay on track. I researched learning materials on all the modules I am learning and arranged them for my personal studies. Later, I made a weekly calendar from a template posted on Moodle. (see to appendix 1 for my weekly calendar).

In addition, I dedicated the entire week to thinking deeply about my goals. The lecturer, Anita Nan, enlightened me on how to identify my strengths and weaknesses. I distinguished areas in my life that needed improvement, what I wanted to achieve in my school and career and subsequently what resources I needed to achieve my goals. I own a journal where I occasionally jot my business ideas, life ambitions and goals. Therefore, I wrote my personal development plan in my journal and also documented it on my personal computer (see appendix 1 for my personal development plan).

Moreover, we undertook a class activity where we answered a skills questionnaire from ‘Mind Tools’. We were able to deduce from the questionnaire the skills that we have and the skills that we need to improve on. I discovered that I had to improve on my leadership and management skills, time management and personal mastery which basically meant that I had to adopt a Personal Development Plan. I researched more into the career that I wanted, that is accounting, and noted all the skills needed to be a successful accountant. 

Therefore, I have been working diligently on the skills that I need to acquire and improve by taking short online courses in Accounting. I also plan on doing an internship with an accounting firm.  So far, I have improved my time management skills and organisation. I also have a concrete plan for my future career, and I am working on it. 


Academic Writing

“Academic writing is clear, concise, focused, structured, and backed by evidence to aid reader’s understanding” (University of Leeds, 2020). Academic writing is a broad topic that includes various topics from clause, sentence, and paragraph structure to academic essays. 
Before learning this topic, I had basic writing skills acquired from previous educational systems. With regards to academic essays, I used to be average but had not mastered paraphrasing and referencing particularly. I had always hoped to further develop my writing skills and I finally got the opportunity to.

The learning materials that were provided for this topic on Moodle were very informative. The lecturer went through the PowerPoint slides and explained together with. I studied the other documents from Moodle just as we were told. This educated me on academic writing style, paraphrasing, summary, and referencing. The academic writing style guide put on Moodle enabled me to polish my sentence structure and taught me how to write formally. For example, I learnt to avoid the use of colloquial language, write in the passive voice, avoid contractions, and use the preferred citation style when writing for an academic audience. 

The lecturer, Anita Nan, also mentioned that in academic writing, one does not necessarily have to use long words or grammatical terms to sound academic but should stick with simple words. I agree with her because it is much easier to write, hence the dictionary does not have to be referred to. Nonetheless, jargon, slangs, cliches, and too short or long sentences should be avoided. Knowledge gained from academic writing was applied in my assignments in this module as well as other modules I am studying.  I also used it in my CV writing.


CV Writing

Curriculum Vitae is a document containing information on one’s education, skills and experiences. In order to get employability chances, one should write a CV and send it to the desired organisation along with a cover letter usually via email. Learning CV writing was very convenient since I had a little knowledge on how to write a CV and needed to apply for a job. Not only did I learn how to write a CV but how to tailor it to the organisation or opportunity I am applying to. Several videos and learning materials were put on Moodle alongside PowerPoint slides put together by the lecturer. These materials also educated me on how to write a winning personal statement. 

Furthermore, with CV writing, it is important to create your brand from your knowledge, attributes, skills, qualifications, work experience, and interests. Also, to research adequately on the industry and organisation beforehand and to use clear font and colors. Learning CV writing enlightened me on information that is no longer required on a CV. That includes the date of birth, gender, marital status and National Insurance number.  I researched more on CV Writing myself and got some very useful information and tips. I can make my CV more effective by knowing my audience, pinpointing an achievement, avoiding alienation, and listing transferrable skills (Monster, 2020). I learnt about the general structure of a CV, what to put on a CV and what not to.

As a result, the CV template and samples accessed from Moodle along with what I learnt about CV writing in class enabled me to write one of my own. We also learnt how to write a cover letter the following week. There was an in-class individual task where we wrote a cover letter regarding a particular job description. I chose the actual job I wished to apply for, and the lecturer, Sylvia Hoffman, reviewed the results. I received generally positive feedback and correction. I made the necessary changes and applied it in the final version of my cover letter for my dream job. 


Analytical Thinking

Analytical thinking is the methodical thinking approach of breaking down a problem into manageable components (IQ Doodle School, 2020). As part of the problem-solving process, it can be used to identify a problem, organise information pertaining to that problem which will, in turn, provide a foundation for potential solutions. I aspire to develop analytical thinking skills as they will be very useful in my future career and life ambitions. Usually, when I encounter a problem, I jump into finding means and ways to solve them without stopping to think first. Learning analytical skills in this module has educated me on how to analyse a problem to achieve my desired results.  
 
Consequently, I think analytically anytime I encounter a problem. After going through the thought process of using analytical skills, I am able to arrive at a solution. The thought process of using analytical skills is to identify the problem, organise information relating to the problem, integrate the pieces and draw proper conclusions. Recently I had to budget my income and account for my expenditure for July. So, I first noted the actual amount of both income and expenditure, I then moved on to document my regular expenses and made sure to assign some money to cover miscellaneous. After organising this information clearly, I calculated all my expenditure and compared it with my budget to check for losses and whatnot.  
 
Hence, analytical skills are very useful for budgeting and also data analysis, metrics, efficient problem solving as well as transferrable skills for job applications. It makes good leaders and managers in any organisation or team. 


Conclusion

It can be concluded that; Organising study taught me ways to manage my space, resources and time. In addition, personal professional development enabled me take charge of my learning and identify my skills to improve and develop them. Moreover, I did not only benefit from these five topics but from every single topic that was taught. Academic and Employability skills have enabled me acquire reading, writing and work skills which I will use in my professional and academic course. In addition, CV writing showed me how to write an effective CV to market myself personally. Finally, analytical thinking improved my problem-solving skills and has contributed to my transferrable skills. Indeed, ‘Academic and Employability Skills’ has been very informative and beneficial to me.
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APPENDIX 1 – Personal Development Plan

Part 1 – Personal Analysis

	Strengths
	Areas for further development

	Having had training and team development I am a tactical team builder.

Capable of juggling multiple tasks and working under pressure.

Good interpersonal and communication skills.

Willingness to learn with internal drive to see things through completion.

	I find it difficult to manage my time productively and tend to get distracted.

I need to organise myself and work on my punctuality. 

I have to develop a routine for my responsibilities and get enough sleep.

Relatively low work experience.

	Opportunities
	Threats

	Certificate in skills for the workplace where I acquired communication, teamwork, academic and employability skills as well as skills required to set up a successful business.

Social media knowledge

Flexible schedule

Able to take online courses in desired area

	More experienced individuals in my career

Balance school, work and personal commitments.

Future changes in industry




Part 2 – Setting goals

	Goals
	Support/Resources
	Success Measure
	Target Date

	Complete Cert HE: Skills for the workplace with 1st class 
	Personal studies

Online resources
	Course assessment

Lecturers feedback
	February 2021

	Admission into University of Westminster, Accounting
	Level 4 degree from UWTSD
	Application acceptance

Admission 
	September 2021

	Accounting internship
	CV

Perseverance
	Intern for Accounting firm
	March 2021


Adapted from: https://www.skillshub.com/personal-development-plan-template/
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