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INTRODUCTION
This reflective report aims to prove how I managed to develop my employability skills based on the resources and information gathered while studying Academic and Employability skills module at University of Wales Trinity Saint David London based on the feedback I have received on all in-class exercises and activities during term 1 and term 2.
My name is Iulian- Marian Batanoiu and I come from Romania. At the moment I decided to become a student at University of Wales Trinity Saint David London , I considered the course as the best option for me to study skills for the workplace. I had realized that in order to boost my career opportunities, I would have to adapt and adjust my qualifications to the general requirements of the employers. As a self-employed director, I engage into business activities with both customers and clients, as well as the staff I am employing. I started my business back in 2017 while I knew very little about UK standards or employment law. I did not realize that my knowledge will not be easily transferred to the people I work with because the language barrier.  I knew very little about academic writing and skills for the workplace.
In the first term, I could easily understand the concepts explained to me in class for Academic and Employability skills module. Even if none of these concepts were familiar for me, once I started to research and learn, I could improve on some of the concepts.
Employability skills
Time management had always been a problem in the way I managed my business. I discovered different theories that can help me organize and prioritize work related tasks and I personally preferred setting up different goals with specific characteristics in order to satisfy different needs. My preferred theory is Abraham Maslow’s hierarchy of needs which can help me become efficient through setting up SMART goals: specific, measurable, achievable, relevant and time bound. My personal and professional achievements had been improved and the learning outcome became positive. (Lawlor, 2012)
Later on, we have been presented different time organizing methods such as weekly planners, time sheets or matrix. I have concluded that the matrix method it is very efficient for me. I am able to group tasks into 4 categories: urgent, important, both and neither. Setting priorities it is not always ideal but it certainly works for me because I am handling a high volume of tasks at work. (Adair,2019)
Academic skills
Once we started studying concepts such as referencing, summarizing and paraphrasing I realized that I am having difficulties in writing and even if  I could understand the concepts explained, I was unable to structure my ideas in writing efficiently.
I have managed to understand referencing methods by reading different articles, e-books, journals and websites and trying to write down the main ideas of the topics in question. Avoiding plagiarism it is an important part of the academic skills I am trying to learn but I had to start with learning how to create a proper introduction, how to create useful notes, how to choose the right reference and how to use Harvard system for citations. Having the knowledge of theory and knowing everything that an author created or developed it is not enough if we are unable to summarize and convert the author’s ideas into our own words without changing the context.
Paraphrasing it was the most difficult element for me during term 1 due to my limited abilities of producing new ideas without changing the context or the meaning of the specific paragraph. My results at the in-class evaluation are not satisfactory and I am still looking to improve this element. Rather than quoting directly, you can paraphrase Wood’s sentence using your own words. But you must still reference
Quoting directly it is not recommended at academic level , therefor paraphrasing the author’s sentence with your own words helps avoiding unwanted plagiarism by using references correctly. (Wallwork, 2013)
To complete my student assignments it was very difficult in term 1 because I did not do any of these tasks before , not even in my home country . Structuring and writing essays and reports it is extremely difficult because I must organize all my ideas in writing based on single topics or concepts but combining information from various sources in the same time. In class activities really helped me to understand this key points better and I managed to write all  my assignments without any help. The feedback I received from my teachers it is again highly important because I have realized what I could have done better and where do I need to improve.
3.2 Communication skills for the workplace and public speaking
By the end of term 1, we have learned more about communication skills and public speaking. I have paid high attention to these chapter because the way I express my thoughts and feelings as business- man needs to be improved. I still don’t have a good level of confidence for both oral and written communications. I have previously created a list of key factors that can boost my career where I included spelling, punctuation and grammar used correctly, clear and fluent writing, presenting solid point of views, drafting letters, writing materials required for work, giving clear directions , speaking with confidence, writing online materials for business purposes, verbal  constructive criticism. (Cottrell, 2015)
At the beginning of term 2, my level of confidence was higher for this module because the feedback I received form term 1 assignment was encouraging. I have started by learning how to write formal emails to potential employers, how to write a CV by following definite structure and essential ideas , how to write a personal statement that can reflect reality and show in few sentences who you are as a professional and how to write a traditional or modern cover letter. I have realized that my knowledge about these topics was not even close to the minimal understanding of the subject and I also realized why I probably didn’t hear back from many employers that I have contacted during the years even even if my skills were the right ones for the job description in question.
Even if the feedback I received for the in class exercises it is not great, I am still determined to enhance my academic skills for written communications. I have been reading trough various articles on these topics and I have been adjusting my resume based on the general requirements.
I now have a better knowledge about what employers expect to see in a personal statement and what they hate to read. I have summarized a list of what to do and what to not do in all kind of communications with current or potential employers/contractors (Smith, 2019)
-order items chronologically
-do not extend specific items
-use active verbs
-avoid spelling and grammar mistakes
-avoid generic words
-always include a cover letter with your CV
-don’t exaggerate facts 
Later on, we have studied about reflective writing which is completely new to me. After focusing on the formal essays, which must be written impersonal and we are not allowed to express our own thoughts about specific topics  with only few exceptions, I am now learning to reflect on everything that I earned and draw up conclusions based on the feedback received in class. 
We have also studied the concepts of analytical and critical thinking which was again completely new to me. While I still have t progress my understanding about analytical thinking, I can say I understood what critical thinking represents.
Critical thinking it is a vital element not only for academic purposes, but for the overall personal and professional development for any of us. In order to critically evaluate facts or situations, we must select different point of views from valid sources and then draw up conclusions based on those sources and comparing in between them. Critical thinking it is not related to personal views and opinions as I initially thought but it is exactly the opposite of it.
During term 2, some of our tasks involved creating Power Point presentations. Microsoft PowerPoint was again new to me. After I had managed to understand how to use the software, I struggled to understand how to create the perfect slides. Power Point presentations should help us summarize topics that we have approached. We can help the audience to have a better understanding and interest for the topic. Power Point Presentations must be followed by public speaking with confidence and knowledge of the topic. While I am struggling with the written communication, oral communications are not easy at all. I am always worried that the auditors might deflect their attention from the concept because of any mistakes I could do. 
At the end of term 2, we have been given individual tasks based on reflection models. Even if I had not been present for the presentation, I have done my task and attached it at the end of this reflective report.



CONCLUSIONS
It is my understanding that without a high level of academic and employability skills, I would be unable to achieve high levels of performance in the industry I am working at the moment. As a company director, all the people that I interact with express high expectations from me and I am struggling to deliver the best ideas. In order to create more interesting ideas and formats, I have set up a list of linking words and formal phrases that I can use to create relevant arguments.
I can state that I am pleased with my tutor for this module. All the materials available on Moodle made learning all these new concepts as easy as possible. We have been given print outs with different materials that served as guidance for what we have to do ourselves in the future. We have seen different opinions on the topics by different authors and we had the chance to express our own views about it and therefor, practice critical evaluation and all other concepts studied for this module.
I am happy with the feedback received after term1 and I am looking forward to receive the term 2 feedback on Moodle.











REFERENCES

Adair, J. (2019). Leadership & Management Training - BusinessBalls.com. [online] Businessballs.com. Available at: https://www.businessballs.com/ [Accessed 1 Jan. 2019].
Lawlor, K. (2012). Smart Goals: How the Application of Smart Goals can Contribute to Achievement of Student Learning Outcomes. [online] Absel-ojs-ttu.tdl.org. Available at: https://absel-ojs-ttu.tdl.org/absel/index.php/absel/article/view/90 [Accessed 1 Jan. 2020]
Wallwork, A. (2013). English for writing research papers. New York: Springer Science+Business Media, pp.151-190..
Cottrell, S. (2015). Skills for success. Houndmills, Basingstoke, Hampshire: Palgrave Macmillan.
Smith, J. (2019). How to write a CV | Prospects.ac.uk. [online] Prospects.ac.uk. Available at: https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/how-to-write-a-cv [Accessed 2 Jan. 2020].











APPENDIX
Kolb’s reflection model 
Experiental Learning
According to Kolb(1984) , this reflective model is based on our own experiences which are then reviewed, analyzed  and evaluated .
There are different type of experiences and I will discuss briefly about each of them:
Concrete experience:
 At this stage, we can only realize what happens and describe what we see and how we feel about the situation.
[bookmark: _GoBack]Reflective observation:
 We can balance what went right or wrong, what can be improved, how our behavior had an impact on the outcome.

Abstract conceptualisation:. We are looking to find better ways to deal with the specific situation and we can come up with a strategy that can be helpful for future similar situations

Active experimentation:
Transforming theory into practice. We can apply a well-defined strategy only after previous stages had been completed. These conclusions will serve as the basis for a new cycle of reflection. 

IN CONCLUSION, I CAN SAY THAT:
There is no right or wrong outcomes in developing our own strategy based on experience, but active experimentation will for sure improve within time and our experience will grow as we implement more strategies.
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