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Task – Produce a reflective report of 2,000 words, explaining how the learning in the module has helped you to develop both your academic and employability skills. Reflect also on my skills gaps and suggest ways you might improve these gaps.

Introduction
The aim of this report is to reflect on what I have learnt in the module. This term was a step by step tutorial on the basic knowledge to develop academic and employability skills. My knowledge and skills in regard to job search, how to write CV, covering letters writing and interview technique has been improved greatly due to this module and guidance by the tutor. All activities in the class, I participated in, were designed to improve the knowledge directly relevant to the academic and employability skills module. In this report, I will also reflect on my skill gaps and also how I will bridge these gaps.

Developed Skills	
During my time at university, I have greatly improved my verbal communication skills. Through the class discussions and reading text books, I have been able to improve my vocabulary but also, I came to know how well I communicate verbally. This has helped me to feel more confident in public speaking such as delivering a presentation or briefing my team members on a task, as I am able to speak with confidence and clarity. In the beginning, I always felt reluctant to answer questions asked by tutors during class discussions, but now I feel confident in answering questions and expressing my opinions in front of my peers and tutors. In addition to this, many different dialogue exercises with my tutors have helped me to better my non-verbal communication skills such as body posture and eye contact.  For example, using open handed gestures indicate a willingness to communicate but also maintaining good eye contact shows that you are well engaged and interested in the conversation.  Overall, I feel that I have improved my English vocabulary since I first began this course and have improved my communication skills which is a key employability skill as it is the only way to understand customers and cater to them. (Mind Tools – Body Language)
During the first and second term, I was chosen as the group leader. This position naturally helped me to develop my leadership skills. Being group leader, also contributed in the improvement of my communication skills as communication between myself and other team members was vital in the transfer of information and knowledge. As the leader, I also improved my problem-solving skills as handling problems and finding solutions was an occasional task. Being able to handle problems with resilience is an employability skill that is highly regarded since the ability to solve problems efficiently without any difficulties can be a task for many. (Skills You Need – Problem Solving)
My role in the team was similar to that of a shaper, a team role identified by Belbin as a part of the Belbin Team Roles. I was able to lead the team through difficult tasks but also motivate others for efficient performance in such difficult tasks. These tasks mostly resulted in me becoming more assertive. Being the group leader, I became much more responsible, making sure to take on board the opinions of everyone and coming to an inclusive decision. This was important in maintaining the contribution of each team member as it shows that their opinions are valued. Being responsible is an academic and employability skill which reflects dedication and persistence. Also, it shows that I can handle substantial amount of workload, assisting a team, trustworthy and most importantly able to finish tasks before deadlines. Being a group leader has developed these academic and employability skills. (Belbin Team Roles)
An academic skill that has improved due to simply being a student would be the efficient and effective note taking. Note taking is rather important as it is a record of useful key information that help assists in studies. After a long gap in my studies, joining university meant that some skills such as note taking were slightly underdeveloped than others. Therefore, I found it slightly difficult to take effective notes as I found myself unable to note important information and was constantly noting everything. However, with each lecture I became more effective at note taking and could identify key concepts and relevant information to be noted. Using my notes to review work from previous lectures helped me better my knowledge regarding those topics but also to revise the information as my notes consisted of the relevant information. (UNSW Sydney – Listening Note Taking Strategies)
Another skill which could be regarded as an academic and employability skill which has improved would be my organizational skills. To manage a lot of workload, organizing is key in order to get work done efficiently without rushing and pushing anything in the neck of time. To avoid rushing my assignments towards the due date I always tried to manage my time more carefully and make a productive timetable with my workload equally divided up to produce the fruitful results for entire satisfaction of my senior manager and for myself as well. In this way, I am aware of the work I have to do and am able to meet deadlines. By planning my time and workload efficiently, I can carry out tasks in an education and work environment which are completed on time. (The University of Manchester)
A skill which is highly important in the work environment is analytical skills. Employers look for employees with good analytical skills. This is because having good analytical skills is a reflection of someone who is able to tackle a problem in an efficient manner and has excellent judgment and understanding of an issue. My position as a team leader, had greatly assisted in the development of my analytical skills. I am now able to tackle problems and reach solutions through methodical approach. In addition to this, I can spot trends and patterns in data which most may not be able to do. This skill is very beneficial in the work environment and due to it I have been able to problem solve quicker and better gaining credibility from my employer. (The Balance Careers – Analytical Skills)

Skill Gaps & Improvement	
I found it difficult to manage my time as planned therefore, my time management skills definitely need improvement. Being able to manage time is important in getting important tasks done on time and avoiding pressure in terms of deadlines. The key to good time management is learning how to prioritize the workload. I have learnt how to efficiently carry out any task I need to understand what holds more importance and carry out those first. Time management skills help in easing work load and increasing an individual’s productivity. Therefore, to improve my time management skills I will carry out tasks of different importance for practice. (Recruiter)
Another hardship during the term time was the constant feeling of fatigue due to travelling by car from Slough to the university as travelling by train is very expensive for two people and highly unaffordable. It is almost a one-hour drive but due to heavy traffic on the motorway it can be more than a two hours’ drive. Due to this, I would sometimes arrive late to lectures missing out on information delivered to the class in the lectures. Therefore, my understanding of some topics was not as detailed as my peers and I found myself constantly having to review lectures in my own time and trying to understand the content. In addition to this, I get tired rather easily due to driving and working late hours the day before. This would inevitably result in fatigue and tiredness.
[bookmark: _GoBack]I joined the university to improve my knowledge. However, in the first term it was uninspiring for me due to unnecessary arguments and misbehavior amongst students and with some of the tutors as well. This type of behavior at university level, affects my listening skills and was stressful. These arguments were the main cause of interruptions and distractions and were the reason that at times I was not attentive as I should have been. However, as I was keen to get through my classes so I continued to motivate myself and ignored these distractions. Also, I have learnt that it is not wise to only listen as similar information can be difficult to remember therefore, noting down information is vital. This makes it easier to refresh memory in regard to a certain topic but also means that information I am revising is correct. In terms of the distractions, I feel that the arguments and disagreements during lesson time can be dealt with by setting some guidelines that everyone can agree to and follow.
A skill which I still have yet to master would be technical skills. Technical skills involve being able to use different online word processors and data analysis sheets. Technical skills are increasingly becoming preferred by employers as it sets others apart. However, it is not my favorite way to study and even in class I do not like learning from YouTube videos as I much prefer the teacher explaining the topic themselves. This is because through YouTube videos it can sometimes be difficult to understand the content of the video and the information being taught. To improve this, the best solution is to practice using technology in different forms as then I will feel more comfortable using technology to study. The more technical skills I will gain, adapting to developments in technology will be an easy task for me slowly but surely. In addition to this, to better myself in the work environment I must improve my technical skills as employers are always on the lookout for employees with these skills as they are able to work faster and smarter. (Quick Start – Importance of Technical Skills in The Workplace)

Conclusion
In conclusion, the learning in this module has massively helped to develop my academic and employability skills. The many dialogue exercises and reading has boosted my confidence in terms of public speaking and I can now converse well with others. Non-verbal communication skills such as body posture and eye contact have improved greatly as a result of these exercises which will help me in the work environment to better my communication with customers in order for the efficient transfer of information. Being able to lead a team through obstacles and produce high quality of work is a quality I have learnt through my leadership skills. In addition to this, being a leader has improved my analytical skills and problem-solving skills. I can confidently analyses situations and identify patterns and trends to find solutions through this methodical approach. Academic skills such as note taking have improved and through continuous practice I can now note take concisely by identifying relevant information. However, there are some skills which need improving. Skills such as time management skills need improving as I need to learn to prioritize my time and complete tasks which hold more importance first as this will help me meet deadlines much better. The module as a whole has helped to develop many skills and boost my knowledge and confidence level.
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