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Introduction
The aim and purpose of this reflective report is to show what I have learnt on this course, Certificate in Higher Education for the workplace at the University of Wales Trinity Saint David London. I will be analysing the skills I gained during my course in Academic and Employability Skills.  Analysing the Skill gaps I need and skill I have got. I will explain skills I have gained in Communication and presentations in more depth. Along the way I have developed  my soft skills in interpersonal skills, time management, academic skills and employability skills such as sentence construction, linking words, paraphrasing and summarising. I have learned how to identify the skills I have learnt about and the  importance of working in groups solving problems. I will also discuss a skill gap I am missing that is my presentation skills. I thought I was a good presenter but with knowledge I have picked up from term 2 I have realised I have a lot of improving due to other methods I could use.
Achieved skills
Communication
For me the most useful elements of learning about communication in this module, Academic and Employability Skills is how to identify non verbal communication for example eye contact, facial expression and gestures. Communication is the exchange of thoughts, information or ideas that results in mutual understanding between two or more people. The process requires at least one sender, one receiver and a message that is transmitted. I understand that within a communication medium, that it begins with an idea or concept from the mind of the sender  they then decode the idea into meaningful symbols in the form of words pictures or gestures (Maund, 2017). There are many ways of communicating for example eye contact, body language sign language, the internet, mobile phones, email verbal and non verbal. Messages can be sent by facial expressions such as our eyes with the amount of contact you give and eyebrow movement (Morgan, 2017). Having learnt many different ways and effective means to communicate it has helped improve my ability to be a better communicator and has enhanced my confidence. It was a great opportunity doing this course as I have learnt how to communicate face to face more effectively using body language, eye contact and verbal. I have also recognised that listening a very important part of communicating, this skill is important to be used effectively especially when working with others in a group this is backed by it is essential to understand the message of the sender it is key to be a active listener (Maund, 2017). When I first started the module it was scary due to work  and assignments my main thing I was thinking was how can I manage this work load?  I then used what I learnt from other skills I had achieved on other modules and managed to pass. I think this was a good experience and opportunity for me as i achieve a higher level in communication and this will certainly help me in the workplace and my everyday life. Without this advanced knowledge in communication applying for a job or looking for promotion would be harder as I would need to demonstrate good communication skills, with the ability to communicate both verbally and in writing. I know how to communicate face to face more effectively using body languages verbal and non verbal. When I reflect I realise It was bad that I did not know communication was so wide and advanced before I studied this module on the rules of communicating at this high level as I could have tried to use them in action when encountering other situations.
Reflective writing
In term 2 Academic and Employability skills I learnt about 3 reflective cycles. Reflective cycles are good as they allow me to reflect back and analyse what happened, whether it went right or wrong allowing me to make a plan to improve if I was in the same situation again. I learnt about 3 types of reflective cycles during this module in term 2 they were Gibbs reflective cycle, Kolb reflective cycle and Schons reflective practise. Kolb reflective cycle allows me to reflect on an experience in these steps  I will experience a situation, reflect on the situation, I would then create an idea on how to deal with the situation and finally I would plan how I would tackle the situation. Schons reflective practise teaches me there are 3 ways of reflection on an experience they are  knowing in action this is behaviour based on previous experience, reflection in action this is when I  reflect while doing something and finally reflection on action this is when I would reflect after the event. Finally Gibbs reflective cycle has 6 factors they are description, what happened?. Feelings what was I feeling did my feelings change evaluation is what contributed to my judgement. When analysing I think in depth examining the factors involved. A conclusion of the situation followed by a action plan this is where I would write about what I would do different if the situation was to surface again. While learning reflective it helped me feel more confident when writing my assignment as it showed me a structure to follow and helped me realise I had weaknesses and where they laid also having the knowledge on these cycles will help me when writing assignments reflective writing is one of the most used methods at assignment as it allows me to write about my personal experiences, write from a personal view track my development and summarise my learning (University of Leeds, 2018). When looking back over this module I have improved my reflective writing skills as I can now analyse a situation see what I have achieved or needed to improve. I still have not mastered the skill but have a lot more knowledge then when first started this can help me when applying for jobs as I can review what I have done previously and assessment how it made me feel with making an action plan so the same scenario does not happen again. If I was in this situation again where I had to write a reflective assignment which I believe I will I would be more prepared as I have gained extra knowledge during term making the task  easier.
 

Skill Gap
During this course and module I have realised there are skill gaps I fall behind with and have not really improved on. Presentation being the skills I will discuss as this skills is my major concern when thinking about employability in the future. Having skill gaps can have serious consequences when trying for employability, so it is good to be able to highlight any faults and try to improve. I learnt it was a skill gap during term 2 when I was taught there are many key factors to presenting it, not only vocal and using body language but eye contact can help also.
Presentation
After three weeks during term 2 on my module, Academic and Employability skills I noticed that presentation skills was a skill gap I needed. When in class my lecturer told the class that there was many ways of presenting you could use a slide show, use body language and speak with the main objective to keep the viewers listening. The lecturer also taught a lesson on job interview techniques which was really interested as to present yourself you need to do more than talking. First impressions count be smartly dressed, positive and upbeat as this shows you are outgoing and care about what your talking about. If you want to be able to speak to the employer fluently you must have some background knowledge of the company so any complicated questions can be answered. This term I have gained further education from my lecturer in presenting, learning that is important to repeat key facts, use structure to help audience understand, focusing on the audience to build your rapport and do not speak to fast. This extra knowledge was useful as during term 1 I was put into a group where I had to present a business plan to the class. At first it was frightening because it my first time attending University and first time meeting the individuals of my group. When I was put in my group as I did know anybody I found it hard to trust group members this made it hard for me to communicate in the group, create and share ideas as well feeling lonely if I knew how to present myself better then maybe it would have been different. As I had never done a presentation before I felt scared and did not know how I would act when the time arrived. I then realised I had stood up in church to cite a poem and read a scripture when I was younger by myself this gave me confidence as the time got closer. When presenting I remembered my script and performed well using eye contact, facial expressions, body language alongside verbal communication. If I had to present again I would use all I know from above dress smartly, talk slower, use hand gestures and use a slide show. This skill is essential to me because I now know how to present myself to an audience, and how to prepare for a presentation also knowing this skill will help me when applying for jobs and undertaking interviews as it will allow me to be a strong team member as I can produce a speech. This skills is also vital for me at present working as a traffic warden as I have to deal with the public so being able to improve the way I present myself has helped. If faced with a presentation again I will know the presentation has a purpose, do research on my target audience, what I would need in order in order to present,  what information I should include and how I will communicate. This method is known as panic (Bradbury,2006). Having this extra knowledge will help me relax during my presentations.
Conclusion
When I first started this module I had a basic knowing in most skills. I can now say I have improved on my reflective writing now that I know about Kolb, Gibbs and Schons cycles. This helps and allows me to analyse situations I have been through and create a plan to benefit myself. Communication is vital to me and with gaining this knowledge it has helped me as my role as a traffic warden dealing with the public. However I realised a skill I need to improve is presentation as I know minimum with the knowledge I have gained in this module will help me when writing assignments and presenting myself to the public while at Work. This will benefit me in the future . 
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