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Introduction 
Every individual is born with different skillsets which makes them unique to others. This may vary from soft, hard, technical, and transferable to job specific skills. Academic skills are vital because they allow people to progress in life and gain success, which then, naturally, leads to financial success, moral success and more.

To progress in this module, I have ascertained several academic skills, which I believe are necessary to prosper. I have investigated Jasper’s ERA cycle (2013), which is a certain reflective structure. The ERA cycle consists of 3 stages: experience, reflection, and action.
The cycle demonstrates how we will either undergo a new experience or relive one that we have already experienced in the past, and once we reflect on it, the outcome will be either negative or positive. This reflection will lead to an ongoing cycle from experiencing the action to reflecting on it after every action takes place. By studying Jasper’s reflective method, we learn that through experience there are always two outcomes – a positive and a negative – and that we should learn from either outcome, so that we can learn something new from every experience.

In this essay I will be linking different methods of learning to the topics I have studied from the current module, as well as relating it to my personal learning and experiences, both in the past and the present.


Academic writing
Academic skills are simple yet effective strategies that can assist individuals in an academic setting.
Since the beginning of the term, we have been taught various academic skills. In our very first lesson, we were assessed so that our lecturer could be aware of the level that we were on, in terms of our academic skills.
Academic skills cover every aspect of learning, and they are considered the fundamentals of studying. These skills consist of attention to detail, note-taking and technical literacy.

As the weeks progressed, we were given writing tasks to improve our writing skills. One of the tasks was in relation to comprehension and being able to identify the most significant pieces of information from a modern text. Two tasks were given within the comprehension text: to detect the primary points and to summarise key ideas from the text and then write them in our own words.

Academic skills, in general, is an important topic to explore as it covers the basics of getting into learning. We can link academic writing to reflective writing because technical literacy is required in order to write a creative piece of reflection, and analysis skills are required to analyse the key points, which can then be used to create a reflection.
Academic skills I have recently been using are attention to detail and analysis. One of the main tasks involved in my role is to ensure that the amount of money is being paid to vendors and suppliers is accurate, therefore I need to make sure that I am writing off the correct amount from the invoice and processing the invoice diligently. This is where analysis comes in; I use analysis by going through the entire invoice and making sure not to overlook any key details. Written and verbal skills are the principal requirements for my role because sometimes tax codes need to be changed and I need to contact suppliers, so there needs to be clear and effective communication between myself and the supplier. This allows payments to be made smoothly without any issues, such as delayed or missing payments.

Often, people think that academic skills are mostly or solely used in education, however when it comes to the working environment there are also academic skills that must to be considered. A few examples include time management, research skills, presentation skills, public-speaking skills, and multi-tasking.



These are all important skills which are deemed necessities in the working environment. For example, time management can be related to punctuality, submitting work within a given deadline, or completing daily tasks on time. 
Research skills can be useful when completing comprehension tasks, especially in the journalism sector where information derived from real life experiences needs to be transform into written articles. Presentation and public skills are vital in every workplace because being confident and well-spoken can help with the efficiency of tasks, which not only helps the individual, but also others surrounding them, to progress further in the workplace.
Communication skills fall under public skills; with effective communication, clear expectations and objectives can be set in a team-based environment. A benefit of ascertaining clear communication skills is that it will eventually lead to forming leadership skills, thus demonstrating how one skill would lead to another.

The last skill I can implement within the workplace is multi-tasking, which is crucial as it allows me to complete tasks on time, instead of potentially wasting too much time on a single task. Multitasking Is beneficial for both the employer as well as the individual worker. The skill of multitasking allows companies to minimise expenditure on hiring new employees as they wouldn’t need to if an employee can handle multiple tasks alone. It allows individuals to save more time whilst working because multitasking would create an organised working system when used within a routine. 

Through the module I have implemented academic writing skills by using appropriate language to cater to different audiences. I have learnt to speak to clients and suppliers in a more business-appropriate manner, specifically trying to use more formal language. I believe this is beneficial as it improves speaking and listening skills, and it is an effective way to be considered on a more serious and professional level by clients. A scenario where I would use my communication skills could be negotiating an increase in my wages, which is a sensitive topic to some employers, however if I present myself in a firm and determined manner, though the language I use, I would be able to negotiate successfully in any given circumstance.

My long-term goal is to be able to speak using formal and professional vocabulary with ease. This is for several reasons, one of which is to improve my communication skills so that I can come across as knowledgeable and well- educated. As a result of this I can gain more trust and faith from the people I work with, and I am likely to progress further in the working environment.  

Paraphrasing
Paraphrasing means to rewrite words into your own without changing the meaning of it.
A key part of paraphrasing is deriving the main points from texts. I have realised that this is a skillset that we use on a daily basis – from absorbing important information we gain from social interactions to scrolling through social media posts and comprehending the information properly. I have used paraphrasing in my past experiences at my day job, which is to analyse invoices and to highlight key points such as the PO numbers, invoice total, VAT total and supplier details. Through this analysis, I make sure that vendors are paid accurately which is a vital role within the company.

We were given tasks which enabled us to learn and expand our paraphrasing skills; this is vital because if one learns how to paraphrase, they can derive key information from any source that is given to them, and many consider this a life skill. We have been given multiple paraphrasing tasks throughout the term, ranging from articles to modern texts. These paraphrasing tasks have helped us be able to link our own knowledge to the text that we are summarising, and it also benefits our writing skills in general.

Paraphrasing has many benefits, one of those being improving memory as it encourages you to actively engage with the information. It gives us a sense of freedom of speech as it allows us to take in someone else’s ideas and translate it in our own words, allowing us to convey our own message effectively.  Paraphrasing is a way in which we can retrieve core information and represent it in the way most suitable for our audience to understand.

During lesson we were given a task to paraphrase different texts ranging from the years 1990 to 2004. The texts had distinctive contextual backgrounds, from the topic of Antarctica to language structures. We had to analyse the text and derive the key points, and create our own summary based on the information that we were given. Through completing these tasks, we were able to grow our paraphrasing skills, which is key in both the private and professional environment, because it means that we can select key information from any source and understand it to a point where we are able to explain it using our own words.



Reflection
Reflection is contemplation and consideration over an action or an experience. 
One can reflect by meditating which helps you minimise the number of impulsive decisions you make as well as ease your mind from negative thoughts. 

I have used reflective thinking, especially in this month of Ramadan, whilst fasting. Fasting can be a form of meditation as it forces you to practice peaceful acts and thoughts, self-discipline and consideration for others who may be less fortunate; it naturally helps you stay away from sin. It helps me reflect on everything that I have been blessed with in life and teaches me to appreciate the simple yet fortunate things in life. We, Muslims, fast during Ramadan annually, for the course of one month. I believe that it can be a highly valuable experience as it makes us truly appreciate our position in life.
A means of reflection which has been implemented around me, and that I have been using, is the quiet room we have at my job. We have multiple quiet rooms in every department, as the purpose is to cater for workers who want to temporarily escape the stresses of working and want time to themselves. This helps employees maintain a good work-to-life balance as they are assured that they are entitled to have time to themselves during their working period.

A method of reflection, from a reflective phycological point of view, is Gibbs’ model of reflection, which is mainly used to give structure to learning from experiences. The model of reflection covers 6 stages, which are description, feelings, evaluation, analysis, conclusion and action plan.
Gibb focuses on repetition of situations as well as single situations, explaining how one can apply the conclusions made from personal experiences to the future. The description section covers the 5W’s: what, where, when, why, and who? For example, what happened? When and where did it happen? Who was present? Why were you present? What was the outcome of the situation? And what did you want to happen? 
Throughout the model of reflection, feelings are assessed as it is the main aspect of the reflection and involves emotions during the given situation and what lead to it.

Evaluation and analysis are interlinked because evaluation is a breakdown of the whole reflection process and analysis is the step-by-step analytical review of the reflective learning.
I believe reflection should be compulsory in education and workplaces as it gives people the opportunity to step away from the pressure of their study and workspace and allows them to relax so that they can ultimately enhance their work performance, as they are less likely to become overworked.
It also allows people to manage their stress and anxiety as a build-up of stress and anxiety can have a knock-on effect on performance during work.
In the near future, I will be using self-reflection for various reasons such as tracking personal progress and keeping track on work and making sure I complete my tasks. Self-reflection can benefit me by allowing me to reflect on my memory when it comes to tasks I may have forgotten, and by keeping my work-to -ife balance in moderation, making sure I don’t easily get stressed even if I have an overload of work to do.

Another personal goal that I wish to achieve whilst self-reflecting is recognising changes in a positive and negative way. The key to self-reflection is awareness, so I would want to appreciate the steps that I have taken to achieve what I have in life and contemplate on how I can progress and achieve more.
Another thing I would contemplate upon is the steps I can take to remove the negative things impacting me such as negative habits or a negative personality trait.


A literature structure to prove my work is Learning by Doing: A guide to teaching and                        learning methods by Gibbs G (1988)
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