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INTRODUCTION
This reflective report aims to analyse what I learned from this module which develop my academic and employability skills, in addition, to provide the skills gap and suggestions on procedures how to improve the gaps.


ACADEMIC SKILLS

Academic skills helps to become more effective in studying as well as in the workplace. Developing this skills help to achieve the academic success in full potentials and future employment. In addition, there has been many reasons given which provides the important of academic skills like prepares student’s for future careers and allow student’s for competitive fields as well as provides knowledge and shape the minds of student’s.

The following are the academic skills I learned from this module:

· Academic Writing – Academic writing is at the heart of teaching in higher education. Students are assess largely based by what they write and need to learn both general academic conventions as well as disciplinary writing requirements in order to be successful in higher education (Coffin et al. 2002). This module helped me to learned about different sentence structure. From simple sentences to complex sentences. It really helped me a lot how to write my report with ease. Although, its not prefect but it gives me guidelines on how to write properly as well as it did give me the chance to reflect on my own skills and put them on my own words while I based them on theories.
· Referencing – A reference is a list of sources cited in the document (Morgan, 2017). Citing and Quoting someone’s work is also a way of acknowledging their work. To give credit is very important to avoid plagiarism. According to Morgan (2017) a plagiarism is the use of other people’s work and ideas without any kind of acknowledgement. Referencing was all new to me, when I was still studying in the Philippines I never encountered it. I thought that you can just copy someone’s work into your own work without any problem. I admit, I struggled with referencing, however, with the help of the lecturer and the university librarians I was open to all this kind of things and had been fully aware that it’s my responsibility to give credits to someone’s work, ideas and contributions. Moreover, in choosing references it is important to use reliable sources like online libraries, books, peer reviewed journals, articles and many more. I have now knowledge about proper referencing and how to give credit for someone’s information and ideas.
· Paraphrasing – Paraphrasing is writing ideas and information’s from original source into your own words (P. org, 2017). Proper citation is very important as without it could result to plagiarism. Paraphrasing is simply the task of restating the meaning of a text in a different form (Meteer and Shaked, 1988). To put your own understanding of the information and ideas into your own words is vital in developing the skills in paraphrasing which could be use in present and future academic success. It might be accidental with some situations we never intended to, however, a full awareness of acknowledging someone’s own work is vital for own integrity as a person. I learned a lot about paraphrasing and I did enjoy it as well by learning it from this module.
· Note Taking – Note taking is a skill that we use in many walks of like at schools, university and in the world of work (Armstrong, 2008). Taking notes is important when doing research as it keeps your records on information’s that you need for the report which you can use for future references. Last term honed my note taking skills and I learned to be consistent with the key topics or subjects, in addition, it did help me to look back on my notes when I needed additional and important information’s while doing this report.




EMPLOYABILITY SKILLS

Doyle (2018) wrote that employability skills are core skills and traits needed in nearly every single job. Employability skills are soft skills that allows you to work with other people. Although, academic skills are vital for employment , employers still valued employability skills as the most important factor when recruiting employees and having  employability skills makes you employable.

The following are the employability skills I learned from this module:

· Presentation Skills – A presentation is the oral delivery of information to achieve a particular objectives (Morgan, 2017). However, having confidence is the key to present well. To be able to deliver well, a presenter must have enough knowledge about the topic he or she presenting, enough practise before doing the presentation, knowing the audience well and eye to eye contact with the audience is also very important. In Business doing presentation well is an important skill. 
               During this term I learned a lot about presentation skills. I have
     skills on presenting but to gain more knowledge and strategies to do 
     presentation really helps me a lot to do it much better for future 
     presentation at work or university.
· Time Management – Time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension ( Morgan, 2017). In addition, it’s a skill where we know how to organized things that are more important to less important.
                   James (2012) wrote that Italian economist Vilfredo Pareto introduced the 20-80 principle where 20% effects come from 80% 
[bookmark: _GoBack]of results. This principle can create more balance in life, more efficiency and much more effective in the workplace. The principle helps to prioritize and manage the work in life. Having time management skill is a very important skill where I had realized that learning it this term is a fundamental skill that is important not just at work but for everyday living.
· Writing A Proper CV and Cover Letter – CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process (Morgan, 2017). Moreover, a CV is a core document for application (Maund et al. 2017) where it should be concise, clear, complete and up to date. In addition, the CV should also be in relevance
with the job vacancy you want to fill in. However, a CV alone wont be a guarantee to get the interview and getting the job. A covering letter should be included where it accompany your CV and serve to introduce you as a potential employee. Morgan (2018) wrote that a covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV. A covering letter should have knowledge about the job you want to apply, have confidence why you are the right person the company or recruiter should hire and sells your skills and abilities. However, it should be done in a respectful, clear and knowledgeable manner.
           Learning about writing CV and Covering letter, more ideas and confidence in doing my own for future employment helped me to gain the proper structure, the right information’s about myself that I need to put on my CV and I gained knowledge, confidence and ideas on what to write for my covering letter to be employable.

· Critical Thinking – Critical thinking is the development and use of information beyond memory and repetition (Morgan, 2017). However, I also believed that analysing a logic of certain situation which would result to a rational judgement which is fair and unbiased is another way of thinking critically. This term I learned how to have critical mind in a certain situation through listening, reading and writing, moreover, to have my own judgements which is fair and balance. I find it interesting as I am the kind of person who thinks deep in different aspects of life.
 

        SKILLS GAPS I NEED TO IMPROVE
       
         Skills gap is the difference between skills that employers look for 
          employees.  There are ways on how to develop or improve those skills 
          The following are the skills I need to improve with suggestions on how to 
          To improve them:

· Numeracy skills – Numeracy skills is the ability to use mathematics in everyday life. The skills involve that are sometimes not adequately learnt in the classroom, the ability to use numbers and solve problems in real life (National Numeracy, 2014). Numeracy skills is one of the skills gap that I need to improve. Although, I have basic knowledge its not enough to score a good career in the future especially in business. I am fully aware that I need to develop it a lot and some ways that I can it are through lessons whether in university, private and online course . Reading books and watching videos online are also good ways to develop it.
· IT Skills – Information Technology skills is vital in any employment. In our world now where technology has been a big part of everyone’s life, having a basic knowledge about IT particularly Microsoft is what employers look for. However, there are IT skills required in business like skills in working with computer application, computer systems, databases and IT infrastructure. I have basic knowledge with computers , however, I am quite poor in Microsoft Excel which I really want to learn for the reason that the knowledge I will gain can be use for future employment. In order to develop this skills gap I would suggest that university would conduct lessons for students who are poor in Excel even for just half an hour. Practising at home is also a good way of improving IT skills.
· Problem Solving Skills – Problem – Solving is a behavioural process which makes available a variety of response dealing with problematic situation and increase the probability of selecting the most effective responds  (D’ Zurilla and Goldfried, 1971). Problem – solving skills is one of the major skills that would like learn a lot as it helps not just for employment but for day to day basis. Although, I have quite problem solving skills, to be able to analyse a problem, to be able to answer the questions like what, why and how is a skills that can use in the future. To read more books and taking courses either online or in university can be a good ways to develop this skills.



           

                






CONCLUSION

The important of both academic and employability skills are vital for academic success and for future careers. Academic skills is important not just for student’s to excel in the field’s they are studying, it also prepares student’s for better employment. In addition, academic skills can be learned, developed or improved in different learning institutions through teaching, trainings and other activities. Moreover, student’s learned how to be responsible with doing reports, the proper sentence structure and note taking are important for employment. However, in today’s job market competitions, employers are drawn with applicants who possessed employability skills.

Work experience and personal qualities have also an impact for employment. To have confidence in doing presentation, the ability to use time spent well with prioritizing the important task than less important and by using the 20-80 principle is important for employability skills and help ease day to day basis. In addition, to have a good CV and Covering letter is also a way of marketing  yourself and be able to stand out from everyone else.

In this module, I learned a lot about myself like skills I have but need’s improvement. I learned a lot about academic skills like referencing and paraphrasing, gave me information’s on how to properly give credits from someone’s work, information and ideas.

Lastly, I improved a lot as a person, I gained confidence and knowledge which other people can’t take away from me. I learned more skills and continually preparing me for future employment. However, the skills gap I need to develop can be attainable with resources around and taking actions to improve them.












REFERENCES

Armstrong, C. (2008) ‘Top ten steps on note taking’, February. Available at: https://www. jobs.ac.uk/careers-advice/managing-your-career/1006/top-ten-tips-note-taking (Accessed: 3rd January 2019).
Coffin, C. et al (2002) Education, Language and Literature, 1st Edition p.192 London: Routledge.
Doyle, A. (2018) Top 5 Employability Skills. Available at: https://www.thebalancecareers.com/employability-skills-lift-and-samples-4143571 (Accessed: 3rd January 2019).
D’ Zurilla, T. J. and Goldfried, M. R. (1971) ‘Problem-solving and behaviour modification’. Journal of Abnormal Psychology, 78(1), pp107-126. 
James, G. (2012) ‘The surprising secret to time management’, 29th May. Available at : https://www.inc.com/geoffrey-james/surprising-secret-to-time-management.html (Accessed: 3rd January 2019).
Maund, A., Schriek, M. Tinkler P.K. (2017) Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: Sage publications ltd
Meteer, M. and Shaked, V. (1988) ‘Strategies for effective paraphrasing’, (from the Proceeding of the 12th COLLING ’88 Conference on computational linguistics, Budapest, Hungary, 22 -27th August 1988). Computational Linguistics, pp.431-436.
Morgan, P. (2017) The Business Student’s Guide to Study and Employability. 
London: Sage publication ltd.
National Numeracy (2014) Numeracy Skills, Available at: https://www.nationalnumeracy.org.uk/what-numeracy (Accessed: 3rd January 2019).
P.org (2017) How to Paraphrase. Available at: https://www.plagiarism.org/article/how-to-paraphrase  (Accessed: 3rd January 2019).

