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MODULE CODE: BMSW4001 

TITLE:   Academic and Employability Skills 

DATED:  21/03/2019 

LEVEL:   4 

CREDITS:  20 
 

 
AIM(S) 

 To provide the student with the underlying study/research strategies and software skills to 
facilitate effective study in Higher Education. 

 To enable the student to take responsibility for their own learning. 

 To enable the student to gain confidence and competence as an effective employee by 
developing a range of employability skills such as reflection, time management and 
presentation skills 

 
LEARNING OUTCOMES 

Upon the successful completion of this module, the student should be able to: 

 analyse published literature relating to a specific topic or subject area and produce a fully 
referenced, appropriately structured academic report; 

 reflect on their learning using recognised models of reflection; 

 research and present their findings in a variety of formats on a range of employability skills and 
collect and analyse feedback on their delivery. 

 

INDICATIVE CONTENT 

 Using word-processing and presentation software Identifying skills (e.g. self-evaluation, skills 
needed for higher education, transferable/employment skills). 

 Organising study (e.g. time management, organising space and resources) 

 Gathering relevant information (e.g. effective note taking, using the library and the internet, 
reflecting on experience) 

 Analysing literature and researching and presenting findings. 

 Communicating and presenting information (e.g. presentation techniques, styles) 

 Developing an appropriate writing style (e.g. planning and structuring essays and reports, 
linking ideas together, using facts, opinions or arguments, analytical thinking etc.) 

 Understanding and applying a referencing convention (e.g. the Harvard System) 

 Making use of digital technologies to support learning 
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Study Time Allocation 
 
The study time for the module is divided as follows: 
 

Activity type Hours Percentage 

Scheduled learning 40 20% 

Independent learning 160 80% 

Placement learning 0 0% 

TOTAL 200 100% 

 
 
ASSESSMENT 

 
Assessment Component 1 - Practical 
 

Mode of assessment Volume Weighting 

Practical portfolio of work (which may include: 
evidence generated during classroom activities 

/ reflective reports / structured academic 
reports / case study analysis / abstracts etc.) 

4000 words or equivalent 100% 

 
 
Assessment Summary 

Activity type Percentage 

Written exam 0% 

Coursework 0% 

Practical 100% 

TOTAL 100% 

 
 
READING LIST 
 

Module Code BMSW4001 

Module Title Academic and Employability Skills 

Classification Reading List entry Electronic* 

Essential Maund, A. Schriek, M. and Tinkler, P. (2017). Certificate in 
Higher Education: Skills for the Workplace Student 
Yearbook.  Sage Publications 

☐ 
 

Essential Morgan, P. (2016).  The Business Student’s Guide to Study 
and Employability.  Sage Publications 

☐ 
 

Further Cottrell, S. (2008) The Study Skills Handbook 3rd edition. 
Hampshire: Palgrave MacMillan. 

☒ 

Further Cottrell, S. (2010) Skills for Success: Personal Development 
and Employability (Palgrave Study Skills) Hampshire: 
Palgrave MacMillan. 

☐ 

Further Cottrell, S. (2010) Skills for Success: The Personal 
Development Planning Handbook (2nd edition). Hampshire: 
Palgrave MacMillan 

☐ 

Further Cottrell, S. (2011) Critical thinking skills: Developing effective 
analysis and argument (Palgrave study skills). 2nd edn. 
Basingstoke: Palgrave Macmillan. 

☐ 

Further Gibbs, G. (1988) Learning by doing: A guide to teaching and 
learning methods. London: FEU. 

☐ 

Further Greetham, B. (2013) How to write better essays. 
Basingstoke: Palgrave Macmillan. 

☐ 

Further Mackevic, V. (2014) From confusion to conclusion. How to 
write a First-Class essay..2nd edition.  Edited by Tom Wild. 
United States: Createspace. 

☐ 
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Further McMillan, K. and Weyers, J. (2006) The smarter student: 
Skills and strategies for success at university, London: 
Prentice Hall. 

☐ 

Further OpenLearn. (2016) Skills for study [online] available at 
http://www.open.edu/openlearn/skills-for-study  

☒ 

Further Pears, R. and Shields, G. (2010) Cite them right: The 
essential referencing guide. 8th edn.   Basingstoke: Palgrave 
Macmillan 

☐ 

Further Van Emden, J. and Becker, L. (2010) Presentation skills for 
students. 2nd edn. United Kingdom: Palgrave Macmillan. 

☐ 

Further Williams, K. (2014) Getting critical. United Kingdom: 
Palgrave Macmillan. 

☐ 

Further Wilson, E A and Bedford, D (2009) Study Skills for Part-time 
Students Harlow: Pearson 

☐ 

Further Wilson, J. (2013) Essentials of Business Research: A Guide 
to Doing Your Research Project, Sage: London 

☐ 
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