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Introduction
This paper is a reflection on what I have learned and what skills I have developed in the academic and employability skills (AES) module throughout the two terms, how I put the acquired skills into practise, what outcomes I achieved and what I would do differently next time. 
Reflection
Reflection is a crucial part of the learning process. We reflect so that we can understand the new material and make sense of it.  Reflection also helps us to reinforce what we have learned and check what we have understood. Broadly defined, reflection is a “serious and careful thought” (Cambridge Dictionary, 2019) about complex issues. In the learning contexts, when individuals are involved in reflection, they engage into mental activities and emotions delving into their experiences to result in new understandings (Boud, Keogh, & Walker, 1985). 
Reflection models
While reflecting on my learning, I benefited from two reflective models: the Driscoll’s what model (2007) and Gibbs’s reflective cycle (1998). 
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[bookmark: _Toc7541241][bookmark: _Toc7541284]Figure 1: Driscoll’s What Model (Driscoll, 2007)   Figure 2: Gibbs’s reflective cycle (Gibbs 1998)
To make my reflective writing clear and comprehensible, I combined the two models. Thus, while reflecting on the skills that I developed in this module, I undergone through two stages that I named Driscoll’s stage and Gibbs’s stage. The chart below summarises the reflective process in which I was engaged when critically reflecting upon my learning:






[bookmark: _Toc7541242][bookmark: _Toc7541285]Figure 3: Reflective process (Driscoll, 2007; Gibbs, 1998)
Reflection on academic skills
The academic skills that I have significantly developed in this module are academic writing skills and research skills. These skills are essential to me as a learner because they have helped me produce successful academic papers throughout my current academic studies. 
Academic writing skills
Academic writing skills are essential for the progression of our academic studies. Creating academic pieces of writing is not easy and it requires objectivity, critical thinking, and good referencing skills (Fitzmaurice & O’Farrell, 2013). In all modules, to write our assignments, we had to use our academic writing skills.  In this module, I had the opportunity to develop a variety of academic sub-skills such as reading critically and making notes, devising an outline of my academic assignments, organising my reports, using in-text citations to justify my ideas, summarising and paraphrasing pieces of original texts and using them as evidence to support arguments, revising and editing my academic papers, and preparing the bibliography using the Harvard referencing style (figure 4):

[bookmark: _Toc7541243][bookmark: _Toc7541286]Figure 4: Academic writing sub-skill (Jordan, 1999)
I had the chance to enhance these sub-skills either through classroom activities or individual learning tasks. While doing this module I realised that I needed more focus and practice on some sub-skills. Although I was familiar with the academic language style and had some experience in writing academic essays, last term in the AES sessions, I noticed that there were some aspects that needed to be reinforced and polished. The sub-skills that I needed to improve were:
· reading critically and  making notes,
· organizing  a coherent and cohesive report,
· paraphrasing and summarising,
· referencing using the Harvard style,



Reading critically and making notes
My weakest sub-skills were critically reading and making notes. I had a good experience in reading academic papers and articles, yet I did not have the self-awareness of reading critically and making notes effectively.
Fitzmaurice and O’Farrell (2019) emphasize the importance of critical thinking skills in academic writing.  The authors suggest that “active reading” might be more effective than passive reading and as active readers we can interact and engage with the text, which will help us to “grapple with the meaning in the text” (p. 14). 
Despite my good skimming and scanning skills, it was challenging for me to read the secondary sources critically by using active reading strategies (figure 5), make effective notes and decide which information to include in my assignments to support my arguments. To enhance my critical reading and note-taking skills, I watched some videos and consulted my AES lecturer. To organise my notes, I benefited from source cards and graphic organisers. Improving these skills increased my confidence and self-awareness.  I was amazed to see my notes organised and happy that I was able to easily find each piece of information in a very short time,  saving me a great deal of time.

[bookmark: _Toc7541244][bookmark: _Toc7541287]Figure 5: Academic reading strategies (Fitzmaurice and O’Farrell, 2019)
Summarising, paraphrasing and referencing
The next three sub-skills that needed attention and practise were summarising, paraphrasing and referencing. We need to improve these skills in order to avoid plagiarism and give credit to those writers whose ideas or sources were used in our papers. To support our ideas, opinions and findings, objective evidence should be provided. Jordan (1999) argues that for reliable evidence, we need to refer to the other researchers’ studies and when doing this we may use summarising, paraphrasing or direct quotations. 
These academic writing sub-skills were analysed and practised in the AES sessions. The classroom activities helped me acquire some paraphrasing techniques (figure 6) and understand when and how to use direct quotations. Because I was familiar with APA referencing style, I needed some time to work on Harvard referencing style. Having practised these three skills inside and outside the classroom, I felt self-assured to apply them in my assignments.    

[bookmark: _Toc7541245][bookmark: _Toc7541288]Figure 6: Paraphrasing techniques (Jordan, 1999)
Developing coherent and cohesive academic report
The last academic writing sub-skill that needed to be developed was structuring cohesive and coherent piece of extended academic writing. Because my previous pieces of writing were short academic essays, writing a well-organised extended piece of academic writing was a challenge for me. Therefore, I needed to focus on two aspects: the structure and academic style. 
At first, I felt unconfident   as I did not have any ideas how to write a report. After the lecturer’s explanations and some work on model academic reports, I learned about the characteristics of this genre.  This knowledge was essential and useful to me as our assignments in the first term were writing a report on a specific topic. Thus, I was glad to benefit from this knowledge while writing my assignments.
Fulwiller (2002) views the academic report as a piece of explanatory or expository writing. The author also asserts that writing a good academic report should not only describe and explain ideas and relationships but also involve interpretation, analysis, synthesis and evaluation (figure 7). 


[bookmark: _Toc7541246][bookmark: _Toc7541289]Figure 7: Academic report: strategies of explanatory discourse (Fulwiller, 2002)
Jordan (1999) affirms that the main characteristics of academic style are formal language (use of sophisticated and formal vocabulary, complex structures such as clauses  and passive voice sentences, various cohesive devices such as linkers and synonyms) and cautious language or hedging (use of considerable amount of language about the claim supporting it with evidence from readings). 
The classroom discussions and noticing tasks on the academic report structure and academic style helped me understand better these components. For me, this was a big improvement as I felt confident in constructing a cohesive report using appropriate academic language and hedging.
Evaluation
Having applied all sub-skills mentioned above throughout the academic writing process, I now think that writing an extended academic report is easy and enjoyable. From the feedback that I have received from my lecturers, it is obvious that I have significantly improved my critical reading skills and summarising and paraphrasing skills. However, it seems that I need to reinforce my referencing skills and be more careful while applying the Harvard referencing style in my academic assignments. 
Research skills
To write successful academic reports, we need to have good research skills. Research skills refer to the ability to search for and obtain information about a specific topic, explore to understand it, and evaluate and make conclusions about it. Academic research involves more precise and systematic investigation into some area of study and secondary source research includes skimming, scanning, active reading and critical analysis to explore and find out more about the academic subject (Dundee and Angus College, 2019). Since our research is academic and we seek for information in response to a specific research question, we need to review sources that are reliable and academic (figure 8).
[bookmark: _Toc7541290]Figure 8: Types of reliable sources (Dundee and Angus College, 2019; Ary et al., 2010; Gover, 2019)
In this module, I have significantly developed my understanding about different types of reliable sources. I also have developed the ability to use search engines and database effectively. Previously, I did not question the reliability of the sources. Now I am aware of the fact that websites of governmental organizations, well-known national and international organizations,   and educational institutions are credible sources, and bear in mind when choosing my sources for the literature reviews. 
Furthermore, I have learned about the different steps of the research process (figure 9), which helped me carry out effective research when reviewing the literature.  
[bookmark: _Toc7541291]Figure 9: Steps of the research process (Tulsa Community College, 2019)
[bookmark: _Toc7541247]Having analysed these steps and discussed with my classmates, I felt confident about planning and conducting research in a more organised and effective way. I applied these steps when doing and writing the literature reviews.
[bookmark: _Toc7541248]Apart from using secondary source research, we were also supposed to be able to differentiate between primary and secondary sources and use both in our assignments. The EAS sessions and the discussions with my lecturers and peers raised my awareness about this topic. Previously, I did not know that letters, diaries, personal journals, speeches and newspaper articles are primary sources (Gover, 2019). Now I am aware of the different primary sources and try to benefit from at least one in my research. 
Most importantly, I have learned to develop a good research topic. After watching some videos and doing some individual study on this subject, I have improved my skill to narrow a topic. This skill is important because some of our briefs are very broad and we need to narrow them.
Taylor (2019) and the George Mason University Writing Centre (2019) suggest that a good research topic should be debatable, plausible and consequential, clear, precise, and focused.  To develop a good research topic the following steps can be followed (figure 10):

[bookmark: _Toc7541249][bookmark: _Toc7541292]Figure 10: Developing a good research topic (GMU Writing Centre, 2019)
Reflection on employability skills
Considering the employability skills that were discussed in this module, the “job hunting skills” were of great interest for me (figure 11).
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[bookmark: _Toc7541250][bookmark: _Toc7541293]Figure 11 : Employability: the journey (UWTSD, 2019)
According to Careers Centre GCU (2019), “a CV is a personal marketing document and should be a clear and structured summary of your: education, employment, experience, skills and interests.” It should convince the potential employer that you are the right person for the job so that you will be invited for interview. Career Centre GCU (2019) also suggest designing not only tailored to the job CVs but also create some alternative CVs such as academic CVs, video CVs, online CVs or creative CVs.
Creating a successful CV is a challenging job. In this highly competitive world, finding a satisfying job in which we can achieve our potential is not easy.  To get the desired job, we should design a creative CV which contains not only our vital biographical details but also display the skills that will be required in the new job (Career and Employability Service MMU, 2019). The main characteristics of a creative CV are summarised in the table below:

[bookmark: _Toc7541251][bookmark: _Toc7541294]Figure 12: Characteristics of a creative CV (Career and Employability Service MMU, 2019)
I have significantly developed my knowledge of designing a creative and effective CV. Additionally, I have developed my understanding of what should and what shouldn’t be included in my CV. 
Having read and learned about successful CVs, I revised my CV using the tips mentioned above, and also I created some more alternative CVs like an academic CV and online CV.
Conclusion
To sum up, for me, the most useful aspects were gaining knowledge about the mentioned academic and employability skills, exploring them in more depth and understanding the principles, methods, theories and models underpinning these skills.  
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what?


knowledge/    information about the academic/ employability skill


so what?


What was learned?


now what?


where and how the skill can be used


What sub-skills  were developed?














description
 
learned skill put in practise


feelings

thoughts and feeling about the experience


evaluation

positive and neagtive experiences


action

sub-skills to be reinforced or developed


analysis

making judgements about the situation


conclusion

other options
gaps/ weaknesses









academic writing sub-skills


essay outline


academic essay organization


academic style


revising and editing


paraphrasing and summarising


in-rext citations and and references


reading critically and making notes


























keywords


highlighting key ideas and terms


lines on the margines


drawing lines on the margines for important paragraphs or sentences to draw attention


simple outline


make an outline of the reading text using graphic organisers


summary sentences


write some summary sentences for an overall picture of the text












paraphrasing techniques


changing the vocabulary


changing the verb form


changing the word class


synthesis













defining - what is it? what happened? where is it?
                 giving the precise meaning of something


describing - what does it look like?
                    giving a verbal report 


comparing/contrasting - how is it related to other things?
                                          how does it work?
                                         investigating the differences and
                                          judging similarities


analyzing - why did it happen?
                 studying the parts and details of something to find 
                  out more about it


synthezing - how is it held together
                     to put parts together to form a new whole














types of resources


books and e-books


the most reliable resources
contain extensive analysis reseacrh


journals


contain recent and high-level reseacrh
the most relaible articles are peer reviews


websites


newspapers


videos


the relaible ones are governmental organisations and educational institutions' websites 
that have suffixes .gov or .org


the reliable ones are popular broadsheets (e.g. Gardian, Financial Times)


produced by organisations and educational institutions
ted talks







find a topic


collect information


evaluate the information


organize information


cite cources properly


present the reseacrh







choosing


a topic that is intersting 


about which we have some background knowledge


resear-ching


doing preliminary reseacrh


exploring


asking questions about how? and  why?


eva-luating


Is the reseacrh question clear?


Is the reseach question docused?


Is the reseacrh question complex?









specific language


using adjectives such as creative, unique, innovative, passionate


relevant headings


headings presenting biographical information


personal statements


using consise, staightforward and affirmative sentences


using factual statements


headings presentic specific skills


headings presenting special abilities and interests


using personal language





avoiding superlatives


avoiding opinions
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