



	Student Name:
	Wesley Aliprandi

	Student Number:
	1809922

	Module Name:
	[bookmark: _GoBack]Academic and Employability Skills

	Module Number:
	BMSK4001 


	Lecturer Name:
	Sylvia Hoffmann




ACADEMIC AND EMPLOYABILITY SKILLS



Table of Contents
Introduction	1
Development of Academic and Employability Skills using Learning.	1
Gibbs Reflective Cycle (2013)	1
Feelings	4
Evaluation	4
Analysis	5
Conclusions	5
Reflect on Skill Gaps	5
Action Plan	6
Summary and Conclusion	7
References	8

ACADEMIC AND EMPLOYABILITY SKILLS

[bookmark: _Toc17657921]Introduction
Many questions have been raised in the current society based on the methods used to prepare students ready to begin college life and the graduates ready for job market. The effects of such preparations cannot be taken for granted in the current society. For example, a graduate is expected to have essential academic skills in which one is capable of applying such skills in real life setup and to perform daily tasks in a given field of work, employability skills like critical thinking which has key role in the specialised profession and skills that are very specific in the given specialised field of work. These skills are very important to any student pursuing a given career in terms getting the right career that one is passionate of and for subsequent growth opportunities that are encountered in the given field. The academic skills are essential skills needed by individual in order to learn and study efficiently consequently determines individual career success. All students need the basic aspects of these skills for them to fit in the current competitive market.  On other hand, the employability skills enables students to apply their academic knowledge in the specialised workplace and development in their career. This reflective summary reports explains how academic writing, research methods and academic referencing techniques that I learned in the module developed my skills of academic and employability. Moreover, I will identify some of resulting skill gaps and give my recommendations on how I can improve such gaps.
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According to Gibbs (2013), this cycle encourages me to think in a systematic way on the experiences I had during my course study while focusing on how I can improve my future. 
Description

In this course, learning has enabled me to develop my academic and employability skills through academic writing, referencing techniques and research methods. Some of these skills showed some challenges specially when handling exercises given, for that reason, I needed improvements in order for to gain positive experiences from these skills. For example, I experienced poor time management skills, developing CV that was substandard, failure to understand Harvard referencing methods and inability to differentiate report writing and essay writing. 

In term one, I was introduced to the course with Personal and Professional Development (PPD) so as to understand how I can manage my learning process while developing my career continuously with updated skills and knowledge. This included continuous training on leadership and skill based, continuing my education, time management and participating in professional activities. The lecturer explained how I can advance my career and develop it using skills and knowledge gained in the University. I learned various approaches to PPD which included understanding the way I learn, time management and working with others. I was taught on how to create a personal development plan into short and long term goals that I could use in achieving goals. I developed skills on identifying and self-evaluation that enabled me to realise and concentrate in developing my soft skills like interpersonal skills, communication skills, adaptability, leadership and team work.

I learned on the organising study using time management skills. This was to ensure I developed my academic skills effectively by ensuring all necessary resources are available and my learning takes place in right place of study. I learned how to set priorities and goals that are measurable, achievable and specific while managing work to be done. I discover on how to develop a good timetable that I could use to plan and organise events to be done that kept me on track. 

I was also introduced to special aspects of the paraphrasing during the course study. I learned on the various steps of paraphrasing which involved reading a given context until I understand its meaning fully, writing the paraphrased words, taking down the key words below the paraphrased words to act as reminder, comparing the original context with paraphrased ones to ensure all needed information has been captured, using quotation marks in identifying unique terms used and recording the source on the page where paraphrased words are. The lecturer explored on the role that referencing plays in academic writing especially on special techniques of latest Harvard referencing with a number of practical examples to work on.

In report writing, I was introduced to a few exercises that enabled me to learn different kinds of reports. Moreover, I discovered the main differences and similarities found in report and essay such as report having different sections with headings unlike essay which has only the title at the top of essay with lots writing separated by paragraphs. I appreciated writing a report of a given length, information needed in different section of a report as well referencing technique using Harvard system.   

The lecturer explained the importance of summarising during processes of gathering, researching and presentation of the information. I learned how to condense huge set of information without losing the original meaning. I was introduced to five step procedure of summarising effectively a given piece of information which includes read the original text carefully, select the key points, make notes of the key points, write summary from your notes and check the summary to ensure it is readable and accurate.

As the term was ending, I was taught essentials aspect of presentation skills such as public speaking and PowerPoint presentations. I understood the best way to present PowerPoint and public speaking skills effectively to audience by developing attractive presentations, understanding my audience, focusing on the body language while presenting the intended information and involving audience through asking questions. According to Cottrell (2015), the best way of introducing presentation to the audience is by making presentation so lively by involving audience while being audible.

In the second term, I learned how to write my Curriculum Vitae (CV). I was taught on the key areas to focus on when designing a CV. For example, I realised that a good CV should not be more than two pages in order to attract the reader since it only gives relevant information needed. I got clear explanation from the lecturer on how to answer the questions in the interview, various approaches like smartly dressed, being confident and maintaining eye contact with the interviewer to be used in order to pass the interview and understanding of recognising strengths and weakness during interview. I also learned on how to prepare quality cover letter that is professional for applying jobs. I was introduced to important skills in research and was able to understand the key aspects in academic research which include various steps required during research writing and distinguishing between the primary and secondary sources for developing research. I learned how to develop a topic that can return results which could be used to analyse fully a given research. Such could be developed easily using diverse tools that established whether it can give adequate information needed. 

The lecturer explained in details on the Critical thinking skills. I learned how to analyse the information presented through practical exercises. I was introduced to various steps involved in thinking critically such as describing the issue, analysing the situation, reasoning up while reflecting on possibilities, criticising and evaluating the useful from less useful details in problem solving or decision making. Highlight was made on how current employers demand more of these skills during the interview. I noted and understood the importance of ideas and arguments, link between different ideas and having systematic way of approaching problems.

[bookmark: _Toc17657924]Feelings 

I developed divided thoughts in terms of feelings as a result of learning both academic and employability skills. For example, learning in academic writing proved to be both essential skill but very stressful process. According, to Gibbs (2013), every learner is expected to adhere to specific format during writing while adhering to standard of writing. Since there are different approaches to academic writing, I decided to learn in details on the various techniques of writing and developing the reflective report. In my opinion was really good way to improve my research skills and time management.		
    
Referencing techniques showed to be a great importance to understanding how serious it is when using work from another author without their acknowledgement. Research methods was very tedious and stressful but important in analysing and finding necessary information for improvement or evidence.
   
[bookmark: _Toc17657925]Evaluation

I realised that both academic and employability skills need proper evaluation in order to achieve required improvement. I experienced worst experiences with those challenges that revealed some gaps in the skills taught. Some were caused by mistakes like lecturer taught us only one referencing tool but I learned to always do further research after the lecture. Poor writing background gained from lower levels of study resulted to difficulty in distinguishing language, format and type between report and essay.

[bookmark: _Toc17657926]Analysis

I was able to assess how my academic and employability skills had highly improved as the second term session was ending. For now, I can apply the knowledge gained from the course to develop good assignment and complete within given time frame while handling previous challenges I had on such writing. I have learned various ways of developing writing assignments therefore efficient in determining relevant information from the available sources through research. Such is done to ensure valid information is provided that can be traced easily. I have also learned how to manage time while balancing all activities I am supposed to undertake without procrastination but able to plan my resources well and use manageable timetable. I can develop a standard writing assignment while adhering to all requirements needed like the vocabulary, referencing appropriately and specific style. 

[bookmark: _Toc17657927]Conclusions

It is clear that Gibbs (2013) reflective cycle is important since it has enabled me in improving any gaps experienced during learning. Each step is important in determining my efficiency in terms of applying skills acquired. Proper analysis and evaluation of academic writing, research methods and referencing techniques will automatically improve my academic and employability skills by ensuring necessary measures are in place to support the future improvements.

[bookmark: _Toc17657928]Reflect on Skill Gaps

Time management was challenging skill to me in terms of balancing my academic and social life in the university. This resulted to difficulty in managing distractions, frequent procrastination of events, multitasking and improper scheduling of events. For example, I encountered a scenario where I had not prepared for my in-class exercise because I had to represent my company in a workshop, therefore I did not have enough time and information research to finish my exercise in class.

I had difficulty in identifying development needs during study of PPD in terms of managing my learning process because I had not set my goals and strategies to be attained at the end of study. I had not developed a plan that could guide me attaining my goals while updating my skills so that I remained relevant with changing technology. I had therefore some difficulty measuring my progress while studying. 

I had challenges in distinguishing between report and essay writing since in one of the essay assignments, I put several subheadings and I did not follow what lecture asked.
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	Skill to be Improved
	Objective
	Action to be taken
	Target completion date

	Referencing technique
	Understand other referencing technique.
	Do more practices and research on the use and application of referencing methods.
	September 2019.

	Time management 
	To manage distractions, avoid procrastination of events, prevent multitasking and proper scheduling of events.
	Practicing regular goal setting in terms of short and long terms.
Setting Priorities.
	End of October 2019.

	CV writing
	Develop quality professional CV.
	Practising using sample. CVs and Cover letters.
	November 2019.

	Report writing
	Distinguish report writing from other writings.
	Report samples.

	Mid December 2019.


 


[bookmark: _Toc17657930]Summary and Conclusion
I have used this reflective writing to analyse my academic writing, referencing techniques and research methods in this course. My time management skills have really improved hence able to apply my personal development plan effectively to perform my duties. I can now develop and utilise projects and reports effectively. The academic skills that have acquired are useful to my career and solving real life situations. I am able to develop quality CV, research paper, report and project using skills learned. For sure, this course has really developed my academic and employability skills. 
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