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Introduction 
The purpose of this report is to reflect on my experience of learning different academic and employability skills as part of the Certificate in Higher Education Skills for the Workplace at University of Wales Trinity Saint David. It is essential to acquire these skills because they can help students prepare better for their assignments, and employees to complete their tasks at workplace in an efficient way. In order to reflect on my experience Gibbs’ (1988) reflective cycle will be used. It is crucial to reflect on what it has been learnt because it will be remembered better. Gibbs’ reflective cycle has six stages, which will be discussed below. By using these stages, I will be able to identify better the extent to which I have acquired the skills and if it is necessary to make some improvements. The first stages of this model will help me to understand my learning situation better whereas the last stages of this model, will help me to identify reflect on how I can improve my learning experience.


Description

Studying at university has been a new experience for me because I have had to become familiar with the university teaching style and also lecturers’ expectations. I really wanted to study at university because I knew that the knowledge acquired will help me improve both at a personal and professional level. The module Academic and Employability Skills stretched over two terms and I had two different lecturers, who have helped me understand better the importance of acquiring different skills. I really enjoyed my classes, so I attended all my lecturers and, as a result, I have acquired a lot of skills in a short period of time. I also tried to be an active member of the class either by answering my lecturers’ questions or discussing in pairs or small groups with my colleagues when my lecturers asked me to do that. By doing this, I have noticed that both my speaking and listening skills have been improved tremendously.

The first term was a bit challenging because I did not know what to expect and also if I can understand well my lecturers’ expectations. Everything was new and different from what I had done before while in secondary school. However, it did not take long and I adapted very well to the new environment, and managed to have a great relationship both with my lecturers and classmates. In the first term I mostly learnt various academic skills such as academic writing, note-taking, paraphrasing, summarising, referencing and giving presentations. This has been helpful for me because I understood how to make notes appropriately, how to avoid plagiarism and how to be more confident when giving a presentation. The structure of a paragraph and the idea of dividing the text into paragraphs was made known to us by our lecturer. It really helped me to know how to reference my sources, both providing in-text citations and referencing the sources in the Reference List at the end of my assignment. Understanding the assignment brief was crucial because it was my first assignment at university and I wanted to do it well. After listening carefully to my lecturer, I understood clearly what the assignment was about and I started working on it. It became very clear to me what my lecturer wanted from me in terms of the assignment structure.
In the second term, my lecturer, Sylvia, has been very taught me different employability skills which I could use at my workplace. Some of them include: writing a good CV and cover letter, reflecting on my learning, critical and analytical thinking and how to have a good power point presentation.  These topics were very useful because they could help me improve my chances of getting a better job and be promoted at workplace. 

Feelings
In the first term, I felt a bit nervous because I was at the beginning and everything was new but with time, I became more confident and I understood more of what the lecturer expected from me. When the lecturer asked questions in class, I did not want to answer because I was afraid of making mistakes and I was also shy, but this has changed after only two weeks. I felt the relaxing atmosphere in class and I became more comfortable, and as a result, I was even able to ask questions when I needed more clarification. I felt that the most difficult skills to learn were paraphrasing and referencing but after practising in class, I felt more comfortable. 
In the second term, I felt that critical thinking was a bit more challenging but I was able to understand it well. I tried to take part during the lecturers as I felt even more confident than in term 1. Overall, I feel that learning about different academic and employability skills has helped me tremendously both with my studies at university and workplace. I really enjoyed this module as it helped me identify my strengths and weaknesses and find different ways to improve my weaknesses. I also felt that both my lecturers were knowledgeable and knew how to make the lectures interesting and this contributed to my success.
Evaluation
When it comes to evaluation, I can say that this module has been useful in different ways. One aspect is that my level of confidence when speaking has increased and this could be seen when I making a contribution in class or giving a presentation. I have followed my lecturer’s instructions and made notes, and in this respect all topics seemed much easier. Another useful aspect is that I have started reading for my assignments earlier and this was good because I could complete them on time. It was good to determine my strengths and weaknesses, so that I could improve the latter using different models and theories learnt during this module. I have also learnt some techniques which could be used to improve my time management skills. I feel more confident when it comes to differentiating between urgent and important activities and I am better at prioritising them.
Writing my assignment for the first term was not difficult because I understood the task requirement, so I knew how to structure it. I found it easier to paraphrase or summarise the information read from different sources and I knew how to reference my sources according to Harvard style of referencing. Another good thing was that my lecturer gave me feedback on the draft of my assignment and I could make the necessary changes in due time. I could use the university online library and I found numerous resources.
What it could be improved about this module is dividing some sessions into two sessions because there is too much information to remember. For example, the session about academic writing was a bit too much information about the structure of a paragraph and a sentence, tips on how academic writing could be improved, about the unity of a paragraph, and what an effective assignment is. This session could have divided into two in order to understand better the information. 

Analysis
The skills which I am going to analyse are: time management, public speaking, paraphrasing and analytical thinking.
Time management is the ability to manage the time effectively. This lecture was extremely useful because I learnt how to make a difference between important and urgent activities using Eisenhower method (Oppong, 2017). I have also understood that in order to manage the time effectively, I need to prioritise my activities and focus on the most important ones. I learnt this from studying the 80-20 Rule which says that 20 percent of top priorities are accountable for 80% of the results. When I apply this rule in my life, I need to choose not more than 2-3 priorities and focus on them until completed. Procrastinating things is not good because I will be more stressed as the tasks will be more likely not to be completed on time or if they are, they will not be done very well. 

Public speaking is the ability to speak in front of an audience. Before coming to university, I was afraid of standing in front of the audience and speak, and maybe this was also because I was also shy. As at the end of term 1 I was expecting to give a presentation for another module, I was anxious. However, during this module I have learnt how to improve my public speaking skills. I have been told by my lecturer that being nervous is normal and the best tips to become confident is to prepare, practice and be myself. I also understood that I need to organise my material, have good eye contact with the audience and use my voice effectively. I have followed these pieces of advice, and I was able to give a good presentation. All these have made me become more confident when giving a presentation in front of classmates and lecturers. I will continue to practice this skill and ask for feedback so that I can improve it faster. Giving a good presentation is very important because it affects the way people perceive us (MindTools, 2020).

Paraphrasing is another important academic skill which I can use to avoid plagiarism and prove that I have understood the meaning of a text. Paraphrasing means saying what someone else has said using my own words. This can be done by keeping the meaning of a text but changing the words and structure (Walden University, 2020). It is important to do this in order not to be accused of unfair practice. I have learnt different techniques which could be used when paraphrasing. Some of them include: using synonyms, antonyms, changing the word order and the word class.  By knowing all these it will be easier for me to complete different tasks given in class and also assignments without being afraid that I could be accused of plagiarism. It is also good for me to understand a text better, and if I do not understand it, I can ask my lecturer.

Analytical thinking is a mental process of break down complex information into small pieces and look at it from different perspectives (The Peak Performance Centre, 2020). Learning about this skill has helped to understand that it is more a linear process of breaking down information which has the aim of understand it better. Analytical skills can be used when problems need to be solved and facts are used to make the final decision. This has been very useful because it has helped me think at a deeper level.

Conclusion
Gibbs’ model is very useful because it covers various aspects related to reflecting. Reflecting is a useful procedure because it helps make more sense of what has been learnt and it makes an experience more memorable. Reflecting on what I have learnt this term has made me understand deeply my learning experience and also I still need to improve. One thing I could have done better is to focus more on improving my academic writing skills even more by using a wide range of vocabulary. This will help me prepare better assignments at university and improve my grades. I can say that all the skills learnt during this module have been extremely helpful in helping me to improve both at a personal and professional level.

Action plan 
In the future, I will ensure that I read more sources so that I can have a better understanding of each topic and make notes which will help me be even more active in class. I will also start working on my assignments earlier so that I can give a draft to my lecturer to look at it and give me feedback before I submit it. I will also discuss with my lecturer any problems related to my assignment. I will allocate more time to my study because I want to improve more and acquire more knowledge. I will also to continue to improve my reflection skills.

Conclusion
By doing this module, I have learnt a lot of new things which I can apply both in my personal and professional life. I have managed to build a strong foundation on which I can build in the following years while studying at university. Learning different skills such as time management, communication, writing a report, giving presentations, critical and analytical thinking has helped me to feel more confident and knowledgeable, and also broaden my horizons. I now have a deeper insight into different areas of learning and a better understanding of how I can improve even further.
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