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Introduction

I am currently a student at University of Wales – Trinity St. David’s’ Campus, studying for a Higher Education programme. As part of the programme, I have to present an assignment for the Academic and Employability skills modules. This assignment focuses on producing a reflective paper detailing the skills I have learnt in this module and how these skills has helped me develop both my academic and employability skills. I will reflect also on any skills gaps and suggest ways I might improve on these gaps. 

In the two terms I have spent studying, I have learnt about different types of skills and how these skills will help me when I finish my programme and also in my day to day life. This awareness has been very useful because it has helped me to reflect on my strengths and weaknesses and how to communicate better.
The following are the different types of skills: basic skills, thinking skills, people’s skills and employability skills.
I will present a reflective writing on the skills listed above, what I have learnt and how I have developed both my academic & employability skills. 

Reflective writing is evidence of reflective thinking. “Reflective writing is thus more personal than other kinds of academic writing. We all think reflectively in everyday life, of course, but perhaps not to the same depth as that expected in good reflective writing at university level” (http://www2.port.ac.uk/media/contacts-and-departments/student-support-services/ask/downloads/Reflective-writing---a-basic-introduction.pdf).

Schon Donald describes reflective practice as “the practice by which professionals become aware of their implicit knowledge base and learn from their experience”. He talks about reflection in action and reflection action in his book ‘Reflective Practitioner’. (Schon, 1983)

The ‘Reflective Cycle’ discussed in the book written by Professor Graham in 1988  "Learning by Doing." “Gibbs’ reflective cycle is arguably one of the most famous models of reflection leading you through 6 different stages to make sense of an experience. This model is a good way to work through an experience” (Gibbs, 1988)
Professor Graham Gibbs’ reflective cycle is an accepted and approved model for reflection and I will be using his model for my assignment.


Description
Skills:
While delving into this topic, I discovered that the Conference board of Canada defines employability as “the skills you need to enter, stay in and progress in the world of work”. According to Wikipedia,The ability to carry out a task “a skill is the ability to carry out a task with determined results often within a given amount of time, energy, or both. Skills can often be divided into domain-general and domain-specific skills”. To illustrate further, some general skills also referred to as (Soft skills) would include “time management, teamwork and leadership, self-motivation and others” https://ads.lvbetpartners.com/redirect.aspx?pid=3186&bid=3004, whereas specific skills also referred to as hard skills would be used only for a specific job. 
Oxford Dictionary definition describes skill as “the ability to do something well”. A skill is the knowhow or initiative an individual applies in other to complete a given task or objective. Oliver and Turton (1982) “describes skills as those personality qualities that provide an individual the ability to perform a task without the need of supervision” (Oliver J, 1982)

Feelings
The above definitions of Skills, brings a lot of thoughts to my mind. I find myself thinking in the 21st century we live in, a lot of employers are looking to recruit people with the right qualifications and experience. Experience in my opinion covers skills because if I have job as a graduate and get trained on the jobs I will learn the relevant skills required to excel in my role so automatically my hard skills will be developed. But in reality this isn’t the case. Most times we see job advertisements which include a long list of roles and responsibilities including skills required. So as a graduate, it’s almost impossible meeting these entry criteria’s because I would not have obtained the hard skills required for that position. I feel it is a lot easier gaining the first 3 skills listed below outside of a work environment, though these skills can then be improved in a work place and with interactions with colleagues. Employability skills I feel are best attained in a work environment.
These skills are:
Basic Skills
Thinking Skills
Peoples Skills 
Employability Skill
 Analysis

Basic Skills
Basic skills are essential for me to fit into a new job. The basic skills I require for a job are communication, presentation, understanding customers, computing skills, mathematics, willingness to learn etc. These are necessary to ensure that I have a certain iota of any job.
Some basic skills are:
1. Presentation & Communication: What matters in today’s world is how I present myself & how I communicate to others. It could be both verbal as well as physical.
2. Understanding Customers: Focusing on what the customer wants.
3. Enthusiasm to learn: The zeal and hunger for new knowledge and skills are vital.

Thinking Skills
“Thinking skills are the mental activities required to process information, make connections, make decisions, and create new ideas. To me, they are required in making sense of experiences, solve problems, make decisions, ask questions, make plans, or organize information” (http://thepeakperformancecenter.com/educational-learning/thinking/)

“Everybody has thinking skills but not everyone uses them effectively. Effective thinking skills are developed over a period of time. Good thinkers see possibilities while others see only obstacles or roadblocks. Good thinkers are able to make connection between various factors and are able to tie then together. They are also able to develop new and unique solution to problem. I am a good thinker and I plan to improve on the skill to excel”. (http://thepeakperformancecenter.com/educational-learning/thinking/)
The easiest Thinking skills are “learning facts and recalling these facts, while higher order skills include:
Analysis
Synthesis
Problem solving” (http://thepeakperformancecenter.com/educational-learning/thinking/)
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There are also different types of thinking. These are :
Convergent or Analytical thinking: This involves bringing facts and data together from various sources
Divergent Thinking: Breaking a topic apart to explore its various components and then generating new ideas
Critical Thinking: Analysing information, brief or knowledge. (Kelly, 2001) 

 People’s Skills
“Good people skills are defined as the ability to listen, communicate and to relate to others on a personal or professional level. Good people skills also extend to problem-solving abilities, empathy for others and a willingness to work together toward the common good”. https://api.turnitinuk.com/paperPermission.asp?svr=336&lang=en_us&r=31.7025355447491 
This can be looked at as regular type of behavior and behavioral association. In the midst of individuals, it contains different elements of skills within 3 faculties: personal effectiveness, interaction skills, and intercession skills. The skill looks into how human beings behave and how they are appraised irrespective of the thoughts and feeling. 
The dictionary defines People’s skills as "the ability to communicate effectively with people in a friendly way, especially in business" or “personal effectiveness skills”. In organizations, it is regarded as a connectivity amongst members of staff in a humane level in order to be productive.
To have good people’s skills simply means increase the potency and power to bring out positive human interactions to benefit others says Lynn Taylor, a national workplace expert and author of “Tame Your Terrible Office Tyrant; How to Manage Childish Boss Behavior and Thrive in Your Job”. (https://www.forbes.com/sites/jacquelynsmith/2013/11/15/the-20-people-skills-you-need-to-succeed-at-work/#3b8e95c3216f). In an office environment, staff want to be able to interact on a friendly level; the other option is working in a hostile environment which results in with low productivity. For me as an individual, it will be more rewarding for me to show I understand and possess the qualities of people skills, and this will advance my career faster. Experienced managers are aware they require a team that possess strong peoples skills. During official reviews where a manger needs to promote members of a team, and the choice lies between a staff who makes good judgement, technical and knowledgeable and a staff who has excellent peoples skill and less knowledgeable and technical, the one with excellent people skills and little or no technical ability usually gets the promotion. It is easier to send a staff on a training course to get the required technical skills but it’s more difficult to train a staff on people’s skill.  

Employability Skills
[bookmark: _Toc456901517]Employability skills are a “set of achievements, understandings and personal attributes that make individuals more likely to gain employment and to be successful in their chosen occupations"(Yorke & Knight 2006). 
[bookmark: _GoBack]According to ‘Science, Technology, Engineering, and Mathematics Network’ STEMNET, “Employability Skills can be defined as the transferable skills needed by an individual to make them ‘employable’”. Employees are interested in good technical perception and subject knowledge of what is in the organisation and employers often outline a set of skills that they want from an employee” (https://www.academia.edu/33434985/STEMNET_Employability_skills_guide). 
These Employability skills are believed will provide the staff with what is required to perform their roles to their best capabilities. 
Employability depends on what you know through your life experience or from academic experience, skills and perspective, how you use those useful information and present them as a strength or good point to employers.
“The most important employability skills are in the areas of: Getting along with and working well with other people, such as communication skills and other interpersonal skills; Being reliable and dependable: doing what you say you will by the deadline you have agreed, and turning up when you are meant to be there”. (https://www.skillsyouneed.com/general/employability-skills.html).
During my research, it became apparent that some top employability skills, to name a few are “Resilience, Self-management, Communication, Willingness to learn, Thinking skills (problem solving and decision making), Teamwork, and Positive attitude”






Conclusion

Studying at university has given me a desirable feature in my future profession. For a start, I will confidently apply to jobs which specify a requirement for a Level 4 holder, and the subject I am studying now may be relevant to some employers. However, even if I graduate with a distinction, and a relevant subject for the career I want, I will be competing with like minds that hold equal certificates. Therefore, I am at an advantage with my skills (Basic, Thinking, People & Employability) learnt and I now feel that what I have learnt in this module, the unique blend of skills, expertise and personal merits will make me stand out from the crowd as a graduate.

[bookmark: _Toc456901523]From preparing and gathering my information and analysis to write this assignment, it was quite apparent that Employability skills are very important skills that are vital and cannot be ignored because it is part of everyday life. This course has made start thinking about my employability skills and working to improve from this early stage and this will likely increase the chance of my success in my chosen career. The beauty of the employability & academic skills learnt is that they are very useful and can be transferable. 


Action Plan
As a final take home from this assignment, I have put up an action plan to improve myself on the skills I have not fully developed and to strive to improve on the skills I currently hold in order to excel in interviews, at work and my personal life.
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