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A Reflection Report on the Academic and Employability Skills Module.
[bookmark: _Toc70193080]Introduction.
The shift to higher education and employment can prove to be an uphill task for many graduates, especially if they are not well educated and prepared. As such, students like myself must identify and cultivate a relationship between what we are taught in the classroom and our employment aspirations. We should be able to draw and use the classroom experience for developing the employability skills that most employers and recruiters demand in the current market. “Employability is predominately conceptualised as the skills and personal attributes considered important by industry and needed by graduates in order to secure employment” (Jackson, cited by Rowe, & Zegwaard, 2017).
This report is a reflection of my learning experience for the Academic and Employability module.  Kolb’s “experiential learning model” (ELM) will provide a basis for the model of reflection used in this paper. The learning styles in this model are “concrete experience (CE), reflective observation (RO), abstract conceptualisation (AC), and active experimentation (AE)” (Kolb, 2014) and are illustrated below.
                       [image: ]Source: Research Gate
[bookmark: _Toc70193081]Topic 1: Academic Writing
[bookmark: _Toc70193082]
i. Concrete Experience
Before my lecturer for the Academic and Employability skills module taught us academic writing, my perception of this form of writing was minimal. Despite receiving reasonably good grades in most of my academic papers, looking back, I feel that they were quite lacking in several elements that characterise academic writing. One of these is proofreading. Proof-reading is “a complex cognitive activity involving both language-specific processes and high-level cognitive processes related to attention and problem solving significant in detecting errors in texts” (Larigauderie, Guignouard, & Olive, 2020). Several professors had pointed out the significance of proofreading before, but I must admit it was not something that I had taken up seriously until this module. Additionally, I had a very narrow understanding of the various sentence structures suitable for enriching a piece of academic work.
ii. [bookmark: _Toc70193083]Reflective Observation
Reflecting on my earlier papers, I acknowledge that they could indeed have been richer in terms of my formulation of sentences and paragraphs. During the editing of my work, several alerts of sentence fragments in my essays and reports that I now understand should have been eliminated or developed to be any of the four sentence types – simple, compound, complex, and complex compound.
I have also come to believe that proofreading is essential in academic writing. According to Importance of Editing and Proofreading in Academic Writing (2019), proofreading aids in improving the quality of an academic paper by decreasing "spelling, punctuation, and grammatical errors", which weaken the reliability of an essay, report, thesis or project. Proofreading would also assist me in checking the overall consistency and format of my papers.
iii. [bookmark: _Toc70193084]Abstract Conceptualisation
Universities from all over the world have been embracing the development of proofreading policies. These policies view “proofreading as part of a collaborative process that can reveal gaps and weaknesses in the writer’s grammar and syntax, and offer “teachable moments” and learning opportunities that provide valuable individualised feedback” (Harwood, 2019). From this research paper, it is evident that I must do proofreading for any form of academic work and any other essays and reports that I will come across in my academic and later employment life.
iv. [bookmark: _Toc70193085]Active Experimentation
Since I currently understand the significance of proofreading, any form of academic writing that I have done since we learned the same has involved proofreading before assignments' submission. From my proofreading, I have observed a tremendous improvement in the flow and quality of my work as it is now devoid of grammatical and spelling errors that I would have earlier missed. My sentence structures have also improved significantly.
[bookmark: _Toc70193086]Topic 2: Time Management
[bookmark: _Toc70193087]
i. Concrete Experience
One of the earlier lectures on this Academic and Employability Skills module discussed time management and how to effectively organise one’s studies. One of the most interesting concepts we talked about was how we individually have alternating performance peak periods. For these peak periods, we dialogued on the importance of allocating high importance tasks. Eisenhower's method came in handy here, and I prepared a table for my tasks using the template provided during class. This schedule of my responsibilities and time log proved to be very effective. It allowed me to save a lot of time as it was very personalised and incorporated Smart, Measurable, Attainable, Realistic, and Timely (SMART) goals.
ii. [bookmark: _Toc70193088]Reflective Observation
By using Eisenhower’s method in scheduling my tasks, I discovered that breaking down my daily errands and responsibilities made all the difference in my time allocation throughout the day. I observed that by categorising my activities into “essential and urgent, important but not urgent, not important but urgent and not important, and not urgent,” I could utilise the periods of the day where I have peak performance for the right kind of tasks and effortlessly achieve them. By reserving time for interruptions, I also felt less guilty of deviating from my goals on occasions that I really could not avoid disturbances.
iii. [bookmark: _Toc70193089]Abstract Conceptualisation
The concept of time management can easily be defined as “a process or a specific activity of exercising control over time with a certain limit, to carry out certain tasks or actions.” (Dimitrova & Mancheva-Ali, 2018) It is apparent that the "Eisenhower Principle" is one of the most insightful methods of ensuring that time management is carried out appropriately, efficiently and in a manner that minimises time wastage. The method “helps you think about your priorities and determine which of your activities are important and which are, essentially, distractions.” (Eisenhower’s Urgent/Important Principle: Using Time Effectively, Not Just Efficiently, 2019)
iv. [bookmark: _Toc70193090]Active Experimentation.
Due to my increased understanding of time management and suitable ways of making the limited time we all have work for me, I have improved my skills in this topic and reduced my procrastination behaviour. Whenever I feel overwhelmed by a workload of tasks, I find that I can now develop a time log, plan and execute these tasks in the order of importance, which has overall reduced my anxiety. The application of the "Eisenhower Principle" has been a game-changer in my time management. I also believe that the skills I have learnt on this topic will come in handy even after joining the corporate world.
[bookmark: _Toc70193091]Topic 3: CV Writing
[bookmark: _Toc70193092]
i. Concrete Experience
One of the most interesting employability skills I encountered in this module was the Curriculum Vitae (CV) writing. From this topic, I learnt how to write a CV that is brief but comprehensive. I realised that short CVs (not more than two pages) were the way to go during job application processes as they are easy to read hence leaving a good impression for hiring managers and recruiters. I also discovered that it is significant for a CV to be written with a consistent and professional font. The usage and significance of power words in my CV is another writing strategy that came to my attention during this lecture.
ii. [bookmark: _Toc70193093]Reflective Observation
In retrospect, the CVs I have been using for my internship and job applications are quite lacking in the correct CV writing format. For instance, the CV I had prepared before this class was unnecessarily long. While writing it, I neglected to put myself in the reader's shoes, who most probably would have to go through hundreds if not thousands of CVs in a day during a search for a competent employee. I now see that the excessive information I wrote, and my lack of suitable power words worked at my disadvantage for most of my applications. I also failed to show the relationship between my skills, understanding from these skills and the outcomes and successes from prior experiences.
iii. [bookmark: _Toc70193094]Abstract Conceptualisation
The need for a brief and concise CV is highlighted in a lot of journals and websites that give tips for CV writing. For instance, Chong & Clohisey (2020) demonstrate that “although a CV should provide a comprehensive list of professional achievements, it should also be clear, concise, and easy to read.” Innes (2012) also says that over a third of recruiters spend between 20-60 seconds in a CV before determining whether to interview a candidate or not. He also points out that font size 11-12 is the most effective for CV writing.
iv. [bookmark: _Toc70193095]Active Experimentation
Applying the concepts learned in this topic is an essential determinant of my employability. The most logical course of action for me was to revise and write a new CV that concurs with the approaches brought to my attention. I now use the CV writing format taught during this lesson because I understand the difference it makes to recruiters who will come across it.
[bookmark: _Toc70193096]Topic 4: Public Speaking and Giving Presentations.
[bookmark: _Toc70193097]
i. Concrete Experience
Two years ago, during an internship at a food processing firm, my team presented an annual department performance presentation to C-suite directors. I remember feeling very nervous before and during the presentation because my supervisor at the time had suggested that I start off the presentation, and he would come in when he felt it necessary. Before the presentation, my supervisor had taken some time out of his schedule and guided me through a mock presentation. He had also insisted that I print out some handouts and set up the projector and Mac Book that I was to use for the presentation.
ii. [bookmark: _Toc70193098]Reflective Observation
Looking back from that day and the knowledge that the lecturer has passed on to me on public speaking and making presentations, I now realise the importance of heeding all the advice my supervisor imparted to me on that day. I acknowledge that he was right. Despite my lack of proper body language and pauses for information digest during the presentation, what he taught me on that day is why my presentation was well done.
iii. [bookmark: _Toc70193099]Abstract Conceptualisation
Goodwin & Graebe (2017) demonstrate that background preparation for a presentation is an excellent technique for an individual intending on making a public speech or presentation. They say that one can try the method with "different types of listeners such as your supervisor, nontechnical friend or a person from industry.” This reasoning is very similar to the one demonstrated in this lecture. Similarly, an article by Harvard Business Review highlights that body language is crucial in giving presentations. Body movements such as too much swaying and shifting one's weight from one leg to another are often very off-putting to an audience.
iv. [bookmark: _Toc70193100]Active Experimentation
Excellent and effective public speaking and giving of presentations is essential in building my academic and employability skills. I intend to improve my presentations and public speeches using the invaluable information I have recently acquired from this module. These presentations may either be to my course mates, research supervisors during my dissertation, clients in my employment life and even fellow employees and bosses.
[bookmark: _Toc70193101]

Conclusion

This paper has discussed and reflected four of the ten topics in the Academic and Employability Skills module. The reflection has been based on the “experiential learning model” (ELM) proposed by Kolb (2014). This module has equipped me with the necessary skills I need for my academic and future career life. This is because I can comfortably write any academic paper may it be a report, essay or dissertation. I have also learned efficiency, appropriateness and the importance of minimising time wastage in time management and the use of Eisenhower’s method in the scheduling of my tasks. CV writing and giving presentations, and public speaking are also crucial academic and employability skills that I am now knowledgeable on. Additionally, I believe that this module has prepared me for the transition between school and the corporate world that most students grapple with after they graduate.
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