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                                                                  Introduction  
 
This is a reflective essay discussing my Academic and Employability skills I have enhanced and gained since starting this module. I will be reflectively talking about my Academic skills I have achieved so far, and the next steps I will be taking in continuing the rest of my journey in accomplishing my Academic and Employability skills. Also discussing why, it is important in having these skills, by learning different techniques in how to master and remember them, and why it is needed. Meanwhile looking back on my employability skills, I had before and what has changed since starting this module. Looking at how much it has improved my knowledge and positive outlook on communication, learning, planning and applying for future employment.
However, I will be looking at the skills that I need to improve on academically and looking at the progress gaps that I have with in my Employability skills. My assignment will take you, through the step by step progression that I have made within this module, with also taking a look at the more needed progress that needs attention. 
For example my presentation techniques need improvement, by gaining the confidence with the practical side when presenting a piece of work. Also looking at the distance between, what I have achieved, to what I still need to accomplish for the future. As I set my goals in place i will do my best to Focusing on ways I can develop my growth in education. 
Meanwhile going forward, and taking a look at the volume, of knowledge I have gathered that has enhanced my performance within my place of employment. I have learned about, different ways on how to structure your Curriculum Vitae to make it look attractive to the company you are applying to for the future. I have also been, learning about the main points to remember before having an interview, and how to conduct yourself and preform at your best in an interview. 
 

         



                                          Academic Skills Achieved
The academic skills I have gained since approaching this course would be writing at a University level, referencing, becoming a critical writer/ reader, whilst doing research and note taking. The skills I have enhanced and began to manage a lot better are, listening, time management, and studying. Why is it important to have the majority of these skills? 
Let’s start with one of my current achieved skills, becoming a critical reader and writer. When studying I have to do a lot of research on the task that has been provided, and then read arguments for and against on the subject I have to write about. I have to read using scholarly information on the internet and read genuine articles provided by known authors. Whilst doing my research, I have to make sure i have enough material via these sources to begin my discussions and give credit without being bias. However, I need to add my own theories along with other theoretical framework to supporting different effective augments. I cannot be one sided, and start to believe one theory, because it sounds convincing than the other, this would lead to becoming bias, which this will develop you into an uncritical reader.
 In 2018 an author called Tom Chatfield, wrote a book on critical thinking. He reports a lot on demonstrating effective arguments, and how to collate good evidence when writing reports. Tom Chatfield also disgusted the different techniques, on how to become a successful critical thinker, how to be confident and clear when writing an effective piece of work. Looking at different arguments, and how to make your writing engaging, and spotting errors made between both parties, and decided whether if there is a fair reason in the argument. Other studies also claim that being a critical thinker will increase your chances of becoming successful in the future, it can merge skills to your advantage. Focusing further on a valid point by a recognised author stating, “Thinking is very often far from being rational since people are built to believe” Amando Franco (how critical thinking matters and how higher education moulds) 2015. 
The word critical can come across as being negative about something or being critical about ones opinions, but Being a critical thinker will help you to identify the gaps and weakness within  messages, evidence, or an assumption made within a conversation. Thinking Critical will assist you, to understand and gather more information needed on opposite views on both parties. Peter Morgan (The Business Student’s Guide to Study and Employability 2017).  But consistent demonstration has shown us that taking in inaccurate information can steer us into believing in various types of information given which is misleading, this could lead into consequences David Rapp 2016.       
 Trying to become a critical thinker myself, I have noticed that I persevered more when writing an essay due to my newly gained development in my confidence since starting my Academic and Employability Skills module. 
                                                  Research and Taking Notes 
Having these two skills, are very important especially when studying towards your career. Doing research will help you to improve on your knowledge within subject you are studying. Doing research by reading books, articles, and newspapers will help you to find the advantages and disadvantages when researching a particular subject. Your work has to have a certain amount of thesis to back the arguments of your essay. So when demonstrating and discussing the differences within your investigation you have to show the evidence to back up your different theories. When note taking, I tend use the spider gram method which helps me to highlight the main keywords that I need to use in my work. Over the years doing research via the internet has taken over by over 40% as claimed on The Sage Online Research Methods book 2017. It has been researched that researching online can lead to such a passive approach when looking up strengths and weakness but on the positive side researching online is efficient and can inform you of a large mass of information needed. (Raymond M Lee, The Sage Handbook Of Online Research (Page 4 2017). But reading can sometimes create false beliefs when doing research online. It is important that you research using authentic journalist when undergoing investigation Marsh 2004. 
Also I find making the notes clear by dating them and using bullet points on your all keywords, just to make your work neat, and organised. 

                                                                    Referencing 
Referencing is something I have struggled with in the past, as I didn’t understand why you had to reference your written work. But since starting this module I now have a clearer understanding of referencing your work, especially when researching. The referencing used is called Harvard referencing. Although there is another method called Oxford referencing, we choose to use Harvard style due to the in text information used within our work. Doing research and then Referencing is very important, as it gives the reader evidence of where you have taken the information from. 
To know whether the argument is genuine? There are a number of books that helped me when I needed guidance with my referencing, for example the, Palgrave Study Skills book- Site Them Right by Richard Pears and Graham Sheilds tenth edition 2016. This was a helpful book it was brilliant support in guiding me to understand the methods of referencing and the best way to structure my work, when writing essays.
 When completing an essay, it is so important that you don’t plagiarise, when referencing within your work, you can use the authors quotes, however making sure you use speech marks at the beginning and at the end of the sentence, and this indicates what the journalist said word for word Colin Neville 2010.
  
                                                      Employability Skills
 
My Employability skills gained would be time-management, and learning how to structure ones CV. The skills I have improved on within this module would be my communication, working more on my own initiative, producing better academic writing, and being organised.    
                                                          Time- Management
 This skills comes under a personal skill for oneself, it helps with remaining organised, punctual, and being efficient in deliverance. Having this as a skill supports you in focus, determination, and gains independence having self-management skills. Whilst working in a team you can build reliance and trust amongst your peers, which shows that you are a dependable person who they can trust. At present Communication and Planning seem to be one of my most recognised skills, as it has lately been reflecting in my work. But how do you manage your time effectively while having such a busy lifestyle?
 One of the main tips I mainly follow through being organised. This is one of the most important personal skills to have when managing time. When I don’t remain organised I have a tendency to fall off track, and get frustrated when trying to complete my mission. When prioritising your tasks, you become organised which helps to have a clear mind, provides maximum focus, and helps you to stay on top of your priorities. I remain my lead with efficiency in employment by delegating certain tasks, amongst my team member’s, so I can invest my time in other duties.
 Also setting deadlines will massively help when wanting to achieve your future goals, scheduling deadlines will support you to stay on track, and motivated throughout completion. However, it’s so easy to state the above tips and strategies when trying to deliver your time-management, but in the world of today, multiple distractions have occurred that could taint your performance. 
For example Social media, in my theory can be one of the most distracting forms of media I have come across. Statistics have shown that the quality and the quantity of your work can be limited, by the everyday distractions that we face on a day to day basis. Author PK McDonald’s theory has said to maximise efficiency and balance when targeting your task, he found giving himself the “1hr work day” he discovered that setting himself this routine helped him to foster a stronger focus and limit the things that were less important. Staying busy on what matters, your goals should remain on track. As long as you have engaged yourself in continuing, to be effective with your time management your career should remain on target. Colón-Franco, J., & Korpi-Steiner, N. (2017). 

                                              CV STRUCTURE AND PRESENTATIONS
I have learned when drafting a CV, you have to make sure you structure it well and clear enough for the company to understand. Having too much information on your CV can look untidy and distracting to the company’s employer. Having an organised CV will give off a good impression to the company, which might lead to an interview in the near future. For example on a CV you have to list (in order of date) previous/current employment history. Double checking the Spelling of past employment names correctly, along with the time spent with that pacific employment, is important for the company Due to referencing. These details are important, before employment takes place. It is important that the employer can see your name and contact details clearly.
 Make sure the CV is bold and visual when writing your contact details i.e. email address, home address, and mobile number. There is no need to add pictures or information that is not relevant to the reader. However when attending an interview it will give off such a big impression to know information on the company’s history. So researching and asking question within an interview will show how keen and interested you are in the position. 
When forming the perfect CV it will have a positive reflection on the applicant; this will strengthen your chances in getting an interview. Innes, J. (2016). The CV book : How to avoid the most common mistakes and write a winning CV (3rd ed.).  
                                        
                                             
                                             Skill Gaps and future achievements 
One of my skills that need room for improvement would be my presentational skills. I need to research and find the perfect strategy on how to gain confidence when presenting a presentation. Having the lack of confidence, can affect you not just in doing presentation but it can also affect you academically when you don’t believe in yourself. One of my tool goals for this term will speak more often with in groups, taking the lead on the next presentation due and conversing more with the lecturer, and students in lessons. This should help me to gain confidence with in public speaking. Time-management would be my final skill gap for this term; I do tend to become so distracted due to a noisy atmospheres, and social media. Setting a time out away from these distractions, throughout the week will enhance my progress academically Bruce Tulgan 2015.     
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