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Introduction
During this report, I will explain and elaborate on how, over the past two terms my employability as well as academic skills have been improved. Throughout the two terms I have explored new ideas and developed the skills taught, with varying degrees of success in my current business. Exploration of what has worked and why is key to identifying my future areas for development. I will reflect on how I will make use of these skills in my business and future possible careers. 
Due to this module and taking part in the work needed to complete it, I feel as though I have gained and vastly improved on vital skills that are needed in the workplace, allowing me to be more versatile and successful. Some of these skills include things such as academic writing, referencing techniques, and various research methods.
Assignment Writing
At the beginning of the two modules, I felt intimidated by the thought of completing an assignment, as I am not used to academic writing. (Morgan, 2017) suggests that this is true for many students who are faced with this for the first time. “Writing an assessed piece of work is arguably one of the most stressful things a student has to do.” Tackling the writing element of the course, has made me feel more confident about written communication generally, considering myself to be more professional in how I do this. This gives me a sense of pride in my work and the confidence that I will feel better able to complete reports and other written tasks within a professional environment in the future.
A key part of the learning in this module was how to reference correctly. As I have never had to reference much before, this part of the course was very new to me. Further to this, I have learnt how important and significant referencing is many different types of writing, such as essays, reports and dissertations. I have that failing to acknowledge the work of other authors, copying texts or ideas without probably indicating its origins, can result in harsh consequences. 
Through this course I have been introduced to Harvard referencing. One of the first things I learnt that has proved to be extremely useful is in-text citations. Mainly, these are used when you want to reference a source of information within the body of text of an assignment showing the reader where it came from. Most of the time they are shortened details of the used source and always commonly the in-text citations consist of the authors name, the year of publication and also the page numbers if you are referencing from a book. 
Learning how to reference has been hard to get used to, as I have never needed to do this before. I have continued to need to check that I am doing this correctly and am aware that there are times when I make errors. Over time and with practise, I hope that I will become more proficient. 
Paraphrasing is also a skill that is used massively in assignments and essays so was a very valuable skill to learn. I recognise that being able to communicate the meaning conveyed in a text in a different structure, ensuring it is grammatically correct and with proper spelling, whilst retaining the meaning of the original quote is a real skill. Doing this well adds clarity and precision to my essays whilst also being able to reference whose work it is. Again, this is an area I need to continue to develop. 
One of the biggest and most useful skills used and learnt from this module was definitely the different research methods. I have been taught about some methods I have never heard or learnt about before such as, community investigations, and more orthodox methods such as interviews, conversations, surveys and case studies. This has been one of the most helpful skills to learn and try to improve as is contributes to the majority of your work, as a lot of it is research based. As I have got better at learning to research things from sources such as websites, books, and videos, I feel it has been easier to write up my work and can see myself improving. Further to this, I have also learnt what empirical and non-empirical methods are. For example, empirical research is any research in which the conclusions of the study are found from empirical evidence which is verifiable. However non-empirical research is research that is conducted with any quantitative data and is usually when you analyse or qualitative data. During my studies I have found myself to use both types of  research method in different situations, and both have been very helpful.
Time Management
Another skill that is important to employability explored in this module was time management. In my experience, time management has been something that needed to be worked on, as I often found myself short on time for completing many daily tasks. This part of the module plays a vital role in both my day to day life as well as helping me massively with my assignments and professional life. In a working environment, managing your time and prioritising is key to the smooth running of a business. During the past year, I have learned to manage my time better by allocating my time better, allocating specific times for study and then using the time allocated time effectively to complete planned sections of work. Balancing the time requirements of the course with other aspects of my life and ensuring that I don’t negatively impact on my business of family life has been a challenge. A major factor in this was reducing time wastage. This includes mainly procrastination and doing things that are unproductive to my studies. A lot more of my effort is directed towards things that are more appropriate and will benefit me, and as a result, I been increasingly more efficient in my working. I have found that this has maximised what I can achieve work wise. My time management still however could be improved.  I sometimes find myself doing the things I know I can do first rather than doing what I know will be more challenging and is due in first. It is therefore clear that I need to prioritise my work more effectively so that I do not feel the panic of tackling a difficult assignment in a short space of time. I often work late at night after I have finished work, and I recognise that studying earlier in the day, before I work in the evening would mean that I was fresh and more alert.

Reflection
Throughout this term, I have been becoming more reflective about my own practice. This learning, rather than being directly taught, draws on my own experience and encourages me to analyse each situation and the impact different elements had on the outcome. Critically, it helps me to identify how I can make changes when tackling similar situations in the future. The model I am going to use for this section of my assignment is the Driscoll Model.  This model was originally developed to help draw insights into clinical practice and supported clinical supervision. (Driscoll 1994, p. 47-50). However, the steps suggested can be transferred to other situations. Below is an example of how I have used this model to reflect my communication skills when working with new staff.


	Example- Communication

	What?
(returning to the situation)

	I have returned to this situation to gain a better understanding of why I have been unsuccessful in training and retaining staff in my business. New staff often fail to meet my expectations and I either dismiss them or they leave very quickly. 

	So What?
 (understanding the context)
	This is not good for the sustainability of the business. It becomes time consuming in training new staff. I feel frustrated at their inability to perform at the level I would expect. Other colleagues seem to feel some sympathy to these new recruits who aren’t living up to my expectations.
On reflection, I felt that I have been trying to communicate too much information to new recruits in one shift. I have always done this verbally, and this seems to have overwhelmed staff. I am also aware that my body language can quickly become negative and my frustration is easy for people to read.  “As verbal messages are being communicated, an equally important process of communication is taking place on a non-verbal level.” (Andrew Maund, 2017). These non-verbal messages are likely to impact on a persons self-esteem and therefore further reduce capacity for performance.

	Now What?
(modifying future outcomes)


	The implications for my business were that I needed to have better systems for communicating both procedures and my expectations. If I did not alter my approach, I would continue to struggle retaining staff.
For my next new employee, I planned out an induction over 2 weeks so that I did not overwhelm them during the first shift. I also provided them with written steps for tasks within the business, so they have a written reference to return to.





Conclusion
In conclusion, I feel as though this module has been extremely effective in helping me gain and improve on skills which are vital for employability and in honing my academic skills and identify gaps which I need to address to further improve. These are:
Communication- Further develop the awareness of how my body language impacts on staff and customers. I need to ensure that within the working environment that I am wearing my ‘game face’ and communicating positive message to both customers who I want to feel welcome and staff who need me to motive, inspire and reassure them.
Time Management- Prioritise my study according to deadlines and ensure that I allow sufficient time for subjects that I find more challenging. In particular, I need to assign more time to wider reading and research of subjects.
Assignment Writing Skills- I need to continue to use Harvard referencing and develop my skills around paraphrasing. These skills will help to ensure that my assignments fulfil the academic requirements of the course.
A lot of what has been taught so far on the course has been very new to me and therefore very useful. I still feel there are places in which I could definitely improve and consequently better the quality of my written work. 
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