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Introduction
The purpose of this report is to produce a reflective paper explaining how the learning in the module has helped me to develop both my academic and employability skills and to also reflect on any skills gaps and ways I will improve on these gaps. 
Academic skills help you to become a more effective learner, this helps the development of research and study skills that will help you in the future (University, 2019). Being confident and having academic skills is necessary for finding and keeping jobs that provide many things such as opportunities for advancement, benefits etc. 
‘’Employability skills are skills that make someone employable, for example, reliability and honesty’’ (Gravells, A, 2010, p 19). Employability skills are also transferable skills that are needed by an individual to make them employable. Employability skills are also life skills that are appropriate for employment, social and personal fields.
I will be focusing on skills which I need to improve on and the topics which were covered last term. I will be using Gibbs’ Reflective cycle (1988) to write this report. The structure of the Gibbs’ cycle is in 6 stages which helps and gives structure to learning from experiences and it also helps examine experiences and allows us to learn and plan improvement on what went and what didn’t. 

Description
Last term for the Academic and Employability Skills module we learnt about a variety of things such as Skills, Time management, Reliable sources, Reflective writing, Academic writing, Paraphrasing, Harvard referencing, Report writing and Presentation skills.   
Skill is the ability to do something well. I have learnt that there are four different types of skills such as Basic skills, basic skills are skills such as reading, writing, speaking etc. These are skills which are used everyday both in and outside of work. Thinking skills, thinking skills consist of skills such as problem solving, decision making, critical analysis, critical thinking, looking at both sides and backing up argument with research of argument. People skills, people skills include team working, communication and leadership. Personal qualities, personal qualities include skills such as being organised, punctual, computer literate etc. These skills are focused on the individual themselves as they may be skills which they already have or skills which they may need to improve on.
I have also learnt about skills such as Adaptive skills, these are skills that help us to cope shape attitudes and determine how we manage our skills. Academic skills, these are skills that are developed to use or study. Transferable skills, these are skills that can be moved between different situations. Job related skills, these skills are situation specific and are acquired.
Having learnt about these four types of skills has helped me to identify which skills I already have and which skills I will need improving on. This was good as I was able to come up with solutions on how to improve my skills, which will help me to develop and for further in my work place.
I have also learnt about Time Management. ‘’ Good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress and tension’’ (Morgan, P, 2017, p52). Time management is important as this is the ability to use your time effectively and productively. Time management is also important as it helps you to plan and organise your activities it also enables you to divide your time between activities. According to Morgan. P (2017) ‘’Being good at time management is vital, crucial, important, and so on, in lots of different ways.’’
While learning about time management I have learnt about the Eisenhower method. This is useful because it has helped me to prioritise / organise my tasks/ daily activities more effectively. Using the Eisenhower method, I can evaluate what is important and what is not, it has also helped me to prioritise what is important and urgent and needs to be dealt by me personally and delegate what is unimportant and urgent.  Having learnt and now being able to use this method has helped me reduce stress upon myself, as a working mum and student I am now able to balance out tasks and responsibilities. It has also helped reduce procrastination and allow me to be more productive and focus on how and what needs to be done by me to develop myself at home as well as in the workplace and university. 
Being able to gather reliable sources is an essential skill required when under taking research projects for my higher education academic assignments. I have learnt that the most reliable sources are pre-reviewed journals reviewed by experts in the specific field). It is important to gather reliable sources as using unreliable sources ‘’will hurt your credibility and make your argument seem less powerful’’ (Buttram, Macmillan III and Thompson, 2019). It is vital that I use credible reliable sources for my academic writing because this will help and allow me to back up my findings or views with evidence which will help me with my overall conclusion.
Therefore, I will need to I will need to complete a literature review, ‘’A literature review can be described as ‘identifying, evaluating and critically assessing’ what has been published on your chosen topic’’ (Maund, A, 2017, p131). This needs to be relevant and referenced correctly to prove that it is valid and reliable. Having learnt about reliable sources in this module has helped me to understand and develop my research skills. This will help me to gather relevant information and stay focused on the purpose of my research and it will help me to back up my findings so that I have a strong conclusion. 
The module also covered reflective writing. I have learnt that reflective writing is evidence of reflective thinking. It is to look back at something and analysing the event or idea. Reflective writing is to carefully think about what the event or idea means for you. Reflective writing summarises a critical reflection of a subject which provides an opportunity for you to gain father insights from your work.
I have learnt about three different types of reflective models. I have learnt about Gibb’s, Kolb’s and Schon’s model of reflection. I have also learnt about the different stages of reflective writing for each of these models. 
Having looked at these three different models I have decided to use the Gibb’s model for my assignment.  The Gibb’s model has six stages, which will help me to analyse what I have learnt, what skills I have acquired and what skills I need to improve on and what steps I will take to reach my goals.   
Academic writing is a ‘’style used in formal essays and other assessments for your course. It requires formal language, a logical structure and should be supported by evidence’’ (My.cumbria.ac.uk, 2019). Academic writing is an important skill to have, learn and develop as it is a vital skill which I will need across my time at university. To be successful in academic writing it is important that I look at my module guides for information and requirements for my assignments. Another way to improve on my academic writing is to ask my tutors for feedback or attend workshops which are available.
Paraphrasing was another topic which was covered alongside Harvard referencing, these are important and beneficial aspects in higher education. Learning how to paraphrase and reference has helped write my assignments as I was able to use and reference my literature reviews correctly.
Two other topics which were covered where report writing and presentation skills. These topics where relevant and important as I had to write up all my assignments in the form of a report and there was also one which was a presentation. I have learnt about the structure of a report and also how to give a good presentation and what makes a good presentation.

Feelings 
Before I started this course I was feeling nervous as I have not been in education for a long time and therefore I wasn’t sure what to expect although I was happy to start again. Having started the course I was feeling content as we were covering things which I already have knowledge on in a little more depth for example the different types of skills and personal qualities which I can now differentiate. 
After being set the task for the assignment I was feeling rather anxious and worried this was because I had not written an assignment in the form of a report before. Not knowing the format of how a report should be written concerned me as I thought I would not be able to complete it in the way that is required. 
Halfway through the term I was feeling more confident as we had covered how to write a report and the format of a report. I now know that a report has an introduction, main body and a conclusion, thus I am now capable of writing a report with all its correct headings. 
Looking back at what I have learnt I feel more confident in report writing, writing a CV and covering letter. I was not able to write effective covering letters before as I was not sure of what it should consist of whereas now I am perfectly clear on these aspects.

Evaluation
The good thing about this module was that it covered a lot of employability skills which are needed by me in order for me to be a good employee who wants to work their way up in the work place. The module has taught me how to distinguish between the skills which I already have and those that I need to improve on by using a SWOT analysis which is based on self-assessment.  

Analysis
I think what went well was the way in which the module was taught, this is because I was able to ask question when I was unsure and was able to get feedback from both my class and lecturer.  The order in which the topics were taught were also good as I learnt about paraphrasing and Harvard referencing side by side and therefore I was clear on how it should be don’t for my assignments.
Another thing which went well was being able to show draft copies of the assignment to the lecturer to ensure that I am heading the right direction. Looking back at this it helped clear confusions which I had when I first started writing my report and made me feel more comfortable carrying out the task. 

Conclusion 
I have learnt the basic skills which most employers look for in their employees. I have also learnt how to write an effective covering letter which will help me to stand out from other candidates when applying for a job. I have also learnt about my strengths and weaknesses and what I need to do to improve on my weaknesses. Moreover I will continue to use the methods which I have learnt such as the SWOT analysis to help me identify which the skills that I need to progress, the Eisenhower method to help me to organise my duties and tasks to help figure out priorities and also setting SMART goals to help me meet my goals. Lastly I have learnt that in order to meet my goals and improve on my skills I will need to be strong willed as it is essential to this knowledge and skills.

Action Plan
With the increasing emphasis on efficiency from employers in the retail sector where I am currently working how I manage my time will be an important consideration. Time management is an important component for me as a working mum I have to manage my time at home and at work.
To achieve this I will: break down my daily activities to find out how long each activity takes me. Using the Eisenhower method will also help me evaluate which activities are important and which are not. It will also help me prioritise what is important and urgent and needs to be dealt by me personally and delegate what is unimportant and urgent. This will help to reduce stress and procrastination and allow me to be more productive and focus on developing my skill.
    
Conclusion
Using the Gibbs’s Reflective cycle (1988) to write this report has helped me to reflect and evaluate what I have learnt in this module. It has helped me to go over each of the topic which were covered and remember what I have learnt which id beneficial to me.
It has also helped me to set goals and make an action plan to help achieve my goals. I have decided to stick to my action plan as it will help me improve on the employability skills which I am lacking and help me become more employable.  
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