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1. Introduction
The aim of this report is to reflect on how the Academic and Employability Skills module has helped me to acquire different skills. The module extended over two terms, and covered various topics. The report will focus on several aspects related to five different skills: time-management, communication, paraphrasing, references and analytical thinking. In order to reflect on these skills, Driscoll’s (2007) model of reflection will be used. In this way, I will have a better understanding of my learning experience and how I have managed to improve these skills. Driscoll’s model has three stages: ‘What’, which corresponds to a description of a situation, ‘So What’ which analyses the situation and ‘Now what’, which shows the actions after the situation (Josephine, 2020). Driscoll’s reflective model can help me to understand better my learning experience and also develop myself at a personal and professional level.  According to Giada et al (2016), one may not learn from an experience but will learn from reflecting on it.

2. What
As a student at UWTSD London I have been asked to write a reflective report for the Academic and Employability Skills module, and the purpose is to reflect on several skills which I have acquired. In the first term, I learnt mostly about different academic skills, which are skills used at university. In the second term, the emphasis was mostly on employability skills, and these are the skills one needs at workplace. In each term I had a different lecturer, and both lecturers were very helpful. In the beginning I felt that there was too much information given at one time but after two weeks I felt more comfortable and understood everything much better.
Before studying this module, I did not have a clear idea about my strengths and weaknesses but using different quizzes in class and learning about them has helped me identify them and understand how I can improve them. I feel that by doing this module my experience both at professional and personal level has improved tremendously. A brief description of the skills which will be analyse will be presented.

2.1 Time management
Time management refers to the process of deciding on the order the tasks need to be done ensuring that they are completed on the established schedule (Collins, 2020). During the lecture, I learnt how to prioritise different activities using the 80-20 Rule. This rule maintains that 20 percent priorities account for 80 percent of the results. This means that having effective time management skills means knowing to prioritise the tasks. Another method which can be used to be in control of my time is Eisenhower method, which establishes a clear distinction between important and urgent things. I have also learnt about different tips which can be used to avoid procrastinating things.
2.2 Communication 
I have learnt about what effective communication involves. This does not mean only speaking but also covers aspects such as listening carefully, using the appropriate non-verbal and written communication (Morgan, 2017). Communication is used to exchange information, beliefs, opinions and share feelings, and having good communication skills is appreciated both in an academic and working environment. It is important for students to develop this skill because they need to communicate with each other regularly when completing tasks in small groups or when they prepare a presentation. Both my lecturers told us how we could improve communication both at workplace and in a university environment.
2.3 Paraphrasing
Paraphrasing can be defined as the ability to exchange information between two or more people (Bailey, 2017). When paraphrasing a text, different techniques such as using synonyms, changing the word class and the word order could be used. I have learnt that, when paraphrasing, both words and the structure of each sentence have to be changed. However, the main words should not be changed. Paraphrasing is an essential skill for students because they have to use it when writing their assignments. I have been given in class the opportunity to practice this skill. At the beginning I found it quite difficult but the more I practiced, the better I understood it. 


2.4 Referencing
Referencing refers to giving credit to the author who has published something (Cite This For me, n.d.), which means acknowledging the sources used in an assignment, therefore it is a very important skill which students need at university. I have learnt that at UWTSD, I have to use Harvard style of referencing, and it is required at reference the sources twice: once in the body of an assignment (in-text citations) and once at the end of the assignment in the reference list. In-text referencing must include an author’s surname or the name of a website and the year when the source was published whereas a list of references shows all the sources used, in alphabetical order according to the author’s surname. The difference between referencing a book, an article and a website has been made clear to me by my lecturer. 
2.5 Analytical thinking
Analytical skills can be defined as “the ability to collect and analyze information”, solve problems and make decisions (The Balance Careers, 2018). I have learnt analytical skills can be used to deal with new information or any kind of problem, and that examples of analytical skills include: organisation, data analysis, budgeting, research and reporting. It is essential to have this type of skills both at university and workplace.

3. So what
In this part of the report, an analysis of the skills described in ‘What’ part will be presented.

3.1 Time management
It is crucial to manage the time effectively to avoid being overwhelmed and stressed. Different models of time management have been useful because I know how to manage my time in a better way. Before starting this course at university, I struggled prioritising my activities. As I am single mother I work and study I need to find ways to manage my time effectively otherwise I may have to procrastinate things. I have learnt how to refine my priorities, and this has helped me to cope better with my daily tasks. In the morning, I even make a list of things which I have to do during the day and in the evening I check to see how much I have done.
Acquiring good time management skills has helped me to have a good work-life balance. I have understood that it is very important to avoid distractions when dealing with priorities and stay focused until the task is done. 
3.2 Communication 
Learning about communication skill has been a useful experience because I have learnt several techniques I can use to be an effective communicator both at university and workplace. At university, I have to give presentations, and having this skill has helped me to communicate better with my classmates, improve my confidence and answer my lecturers’ questions. When required to work in small groups in class, I have become an active member of my group and even the leader of the group.  If I had not studied at university about this skill, I would now probably have poor communication skills. I have also learned different communication models which have helped me understand how information is transmitted and the factors which can have a negative impact on communication.
3.3 Paraphrasing
As I reflect on this skill, it is clear to me that in order to paraphrase effectively, it is necessary to understand the text very well and when paraphrasing it, the original meaning has to be kept and the ideas have to be clear (Bailey, 2017). I learnt that if a text is not paraphrased appropriately, I could be accused of plagiarism. By learning to paraphrase a text will also help me improve my writing skill, and understand complex information better. 
3.4 Referencing
Before starting my course at university, I was unfamiliar with this skill. Referencing is very important for me because it helps me to avoid plagiarism. In addition, if I reference the sources appropriately, my final mark for my assignment will increase. Another important thing I have learnt is that referencing does not only refer to citing the information belonging to others. It also means how it is cited because there are more referencing styles.  
3.5 Analytical thinking
Having this skill is really important because those who have it are able to solve different types of problems, leading to success. For me, this skill is essential when I have to interpret data, brainstorm ideas, integrate new information or make decisions (The Balance Careers, 2018). By having this skill, it will help me get a job easier in different fields and become a better problem-solver.

4. Now What
The skills I have acquired during this module have helped me to expand my knowledge and know how to analyse things critically, and by using a reflective model, I have been able to understand better my experiences. This module has been very useful to me because I have managed to identify the skills I have and the ones I need to improve. Being aware of all the skills learnt I am planning to use them more often both at university and in my workplace. Having two different lecturers was also beneficial because I could learn different ways of approaching a task. The feedback received for my assignment last term was helpful and I could use some of it for this assignment.
As a result of using the skills analysed so far in this report, I have noticed that I have improved other skills such as writing skills, listening skills and also summarising skills. In the future, I would like to read more information from the secondary sources so that I have a solid foundation when it comes to using different skills. I will also try to engage more when any kind of information is given to me so that I can further develop my skills.

5. Conclusion
By having to do this assignment, I can say I have improved my reflective skills. Having to reflect on my learning experience during this module has been a great experience because I have had the chance to think again about the ways I have learnt various things and in what way they have been useful to me. I consider this module as a solid foundation for the information which I will acquire in the following terms while studying at university. The knowledge I have gained will also be used at my workplace. After reflecting on the 5 skills, it is clear to me that, although there is room for improvement, I can say that I have more knowledge about them compared to the time when I started my classes at university.






















6. References

Bailey, S. (2017). Academic writing: A handbook for International Students. 3rd ed. London: Routledge Taylor & Francis Group. 

[bookmark: _Toc450326418][bookmark: _Toc450327260]Cite This For Me (n.d.) Harvard Referencing Generator [Online] Available at: https://www.citethisforme.com/uk/referencing-generator/harvard (Accessed: 4 May 2020).
Collins (2020) Time Management [Online] Available at: https://www.collinsdictionary.com/dictionary/english/time-management (Accessed: 2 May 2020).

Giada, D.S. et al. (2016) ‘Making experience count: The role of reflection on individual learning’, Harvard Business School Working Paper, pp.1-39 [Online] Available at: https://www.hbs.edu/faculty/Publication%20Files/14-093_defe8327-eeb6-40c3-aafe-26194181cfd2.pdf (Accessed: 1 May 2020).


Josephine (2020) Know The Driscoll Model of Reflection [Online] Available at: https://www.allassignmenthelp.co.uk/blog/driscoll-model-of-reflection/ (Accessed: 2 May 2020).

Morgan P. (2017) The Business Student’s Guide to Study and Employability. London: Sage Publications.

The Balance Careers (2018) Analytical Skills Definition, List, and Examples [Online] Available at: https://www.thebalancecareers.com/analytical-skills-list-2063729 (Accessed: 4 May 2020)
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In-class exercise
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