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Introduction
My objective in this paper is to reflect on some of the skills I have acquired throughout this module and how they have affected both my academic and employability skills. I will also reflect on ways to enhance or strengthen any shortfalls I may have. I will use Gibbs’ model of reflection and other relative material to demonstrate my reflective thinking. I will also be using the Harvard referencing technique.
‘It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or it’s learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated. And it is generalisations that allow new situations to be tackled effectively.’ (Gibbs 1988)
Presentation skills
I have rarely had the opportunity to make a presentation prior to this course, so when being asked to create a presentation as part of a team I imagined from previous experience that it would be uncomfortable. The fact I was also new to the group made the thought of ‘public speaking’ seem a little more daunting. The thought of public speaking in general makes me feel slightly anxious. Although i do believe that I have the ability to deliver a good presentation, I have not used this particular skill set in some time. 
When joining the team our interactions were quite sociable to begin with and once we were acquainted I was given a choice out of the remaining objectives to complete. I felt quite positive about completing my task successfully and being a positive addition to the team. 
Once I had started to research the relevant material and create my part of the presentation, we were reminded that there would be more to presenting. I would now have to prepare by practicing my body language, rehearsing my notes and working on my delivery to coincide with the powerpoint slides.
Preparing for my part of the presentation was quite an experience, as I had to practice tone, language, how loud I was speaking and if I was speaking clearly enough. I also wanted to memorise a lot of my material, so that I was not just reading form a piece of paper and could actually perform the presentation as clearly as possible, whilst being informative.
I was slightly nervous to begin with but I feel as though I became more fluent as the presentation progressed and warmed to my audience. I was aware that eye contact was crucial and speaking slowly and clearly was also important, so that my audience understood the information being relayed and could have a clear and concise understanding of what the presentation was about. I was worried that during my presentation people would not understand what I was saying and maybe stutter due to nerves, but I was glad that I had the powerpoint to assist as a visual aid to highlight the information I was portraying, which made it much easier for me.
Through the process of putting together the presentation I feel that my confidence has grown when talking in front of an audience and also putting across ideas and opinions when working as part of a group. I feel that I could still work on practising a bit more so that my speech and delivery of the presentation was more fluent. I could maybe have talked more slowly and maybe took some time out before to calm myself and make sure I was prepared mentally, but as a whole I am pleased with the outcome and feel that overall I did perform to the best of my ability. 

Listening skills
“Skills you need” are a professional Employability training provider who describe listening as: 
“Listening is the ability to accurately receive and interpret messages in the communication process” 
(https://www.skillsyouneed.com/ips/listening-skills.html)
Listening is so key to all effective communication that without the ability to listen effectively, messages can be misinterpreted/misunderstood.  This can result in communication break downs and be the cause of many a disgruntled employee. This is one of the most crucial communication skills to master.
Listening is seen as such an important skill that many top employers provide listening skills training for their employees. Listening skills can be linked to greater customer satisfaction, better sharing of information and a more efficient workplace.
Successful leaders like Richard Branson has many quotes about listening as one of the main things that brings success:
“Lead by listening - to be a good leader you have to be a great listener”. 

(Richard Branson, FaceBook post by Richard Branson from Jun 19, 2012 [image: https://www.azquotes.com/public2/images/link_icon.png])

Even in holistic employment training technics, listening is listed as one of the most important skills to have.
“The most basic and powerful way to connect to another person is to listen. Just listen.  Perhaps the most important thing we ever give each other is our attention.”  
(Rachel Naomi Remen, https://www.skillsyouneed.com/ips/listening-skills.html)

I have always believed my listening skills to be sufficient, but throughout my progression of this module I have been able to benefit from a variety of things from the class, as well as refresh my memory on things that I already knew, or just needed a reminder about.
To start with I found it quite hard to concentrate due to being in a relatively new environment and on reflection was distracted quite easily, so my concentration span would not always keep at the level that was needed. Throughout the course this became easier and my attention span heightened, as I became more involved.
Throughout this module I was involved in several class discussions and performed a few group activities, this gave me the opportunity to listen to other views, voice my own thoughts and feelings, and acknowledge differences of opinion.
Listening was fundamental as most things were portrayed or explained vocally, there for if i did not pay attention and listen i would be at a loss to begin with.
It was good for a number of reasons, through listening more in class I was not only able to learn and absorb new information but it also allowed me to gain an insight into my classmates perception and evaluation of things. 
I don’t think there is much more that I could have done as I feel that my listening skills have progressed immensely. 
On reflection, If I had listened more intently from the start I could have possibly taken more notes, which would have allowed me to have even more information at my disposal. Other than that I don’t think there is much more that I could have done, as I feel that I put a lot of effort into listening.

Negotiation skills 
Negotiation could be defined as the method in which people reach an agreed outcome whilst avoiding argument or conflict. William Zartman goes onto described negotiation as a ‘process of combining conflicting positions into a position under a decision rule of unanimity, a phenomenon in  which the outcome is determined by the process’. Negotiation could therefore be described as form of haggling. Parties can start from two points e.g to sell, not to sell and the end result needs to be that they are both in agreement. 
Negotiation is good as it helps parties reach an agreed understanding which is beneficial to all involved and because it doesn’t involve conflict it means that relations are not lost. Negotiation skills are used on a daily basis within formal and informal settings.
I decided when writing the negotiation paper that I was going to need a lot of material to refer to and therefore would need to research as much as I could from variable sources. I decided to go to the library and do some reading but also watched some youtube videos on former FBI negotiator Chris Voss which has videos advocating negotiation techniques and decided to look up articles that were also written by him.
I found this part to be quite challenging as it took a lot of concentration, was very time consuming and at some some points I did get side tracked or lose focus and had to encourage myself to stay on track. I also found it difficult as other members of my class seemed as though they were enjoying this part, or finding it quite easy, which made me question if I was doing something wrong, or as if they were progressing more than me. 
I feel that the experience had more positives than negatives, the first being that I had to challenge myself to do something that does not come naturally to me which is researching. But I did achieve this in the end even if it took me a little longer than others and achieving something that took me out of my comfort zone was an achievement in itself. The second thing I felt that was good was that I had gained some knowledge of negotiation and an insight into how to negotiate and the techniques used in order to gain a ‘win-win’ outcome. 
I think that I could maybe have managed my time better with planning and maybe I did procrastinate on some of the material mainly that I was watching. When it came to writing the paper, although I had researched I could have organised better, or had a better formula to follow as putting it all together proved quite hard.  Alongside this as it was an analytical paper anything that I made a point about I had to make sure I could back it up with some sort of evidence like a quote or a reference from a book as it could not really just be opinion based.
I feel that I could have done more in regards to maybe being more organised and having my research set to follow or formula or plan. This would have in turn helped me to establish a better layout for the body of my paper and then would have been easier for to put everything together. I also feel that I maybe spent too much time on researching and not enough time to write the paper, this then made me worry and in some parts I felt I rushed my work. With this being said though I also felt that I would have liked to have more time to research as I enjoyed learning new thigs and found the topic to be very interesting. 
I found the topic quite hard to make sense of at times and would have to re-read parts of articles or books more than twice to fully understand what was trying to be explained.  This could be quite stressful at times and again took up a lot of  time as I had to take small breaks in order to try and clear my head and then come back to it. 
If the topic arose again I would defiantly try to split my time more evenly between researching and writing the paper. I would also try to plan my research and maybe have a better structure to work with so that my paper flowed better. 
[bookmark: _GoBack]Overall reflecting back on the course I found that my strengths are being able communicate and work as part of a group, I found that I am an effective team-player, but that I can also use my own initiative to get work completed.  Although I have found that I find public speaking uncomfortable, as it makes me anxious. I then learned that once I get over the initial feelings its easy to get into the flow of it. According to VOSS (2016) the first 7 seconds are significant and should be used to establish trust when engaging with others. Although he is talking about a hostage situation this can be applied to most situations when initially meeting people.
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