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1. Introduction.
This is an academic report on the knowledge I have gained whilst attending the academic and employability skills course, where I will be reflecting on how valuable I have found elements of the course. Within this report I am going to talk about some of the topics we have covered, what it has provided for me and how I can utilise this knowledge. I will be using a reflective style to write this report and I will be discussing how it has impacted on my learning and how I feel it has impacted on my outlook towards my academic career.  
In the future I want to continue my studies. I would like to continue to study business, as I would like to have my own business in the future; So, I will be talking about how the skills and knowledge I have gained from this course will help me achieve my goals. The topics I will be covering are SWOT analysis, academic writing skills, referencing and reflection. I will be using Gibb’s ‘Reflective Cycle’ (1988) as my method of learning reflection. 
2. Gibb’s Reflective Cycle.
Gibbs (1988,p 49) created his ‘structured debriefing’ in aid of supporting experiential learning. The cycle is designed in six stages, as shown in the image below. One of the fundamental points of the Gibb’s reflective cycle is the importance of feelings within reflection.
[image: Figure 1- Gibbs’ Reflective Cycle]Source Bottomley et al. (2019, p.23)



3.  SWOT Analysis.
A personal SWOT Analysis is a method used to evaluate yourself. The analysis is broken down into 4 sections: Strengths, Weakness’, opportunities and threats. (Helms, et al. 2010) Research supports that a Swot analysis is used as a planning tool. Doing a SWOT analysis shows how you can improve your strengths into major strengths, make you aware of areas of improvements and most importantly highlight any threats that could stop you from achieving. Thus, giving you the opportunity to avoid and overcome these threats.  
I found the lesson on Swot analysis has majorly informative and useful. Due to completing a personal Swot analysis in class, I have been able to analyse my strengths and my weakness’. The SWOT analysis showed me the areas that need most work for me to achieve more, both academically and for future skills for employment. For my immediate future, I wish to continue with my academic studies. My SWOT analysis showed me the areas academically that need work. A great example of this would be Referencing, as I have no prior knowledge in this area. This is a skill which is vital for me to attain to continue my studies and to help me achieve higher grades. I watched a video presented by Boshorin (2014) which highlighted how to identify my current skills. This video was helpful for me to find and identify my current strengths. A strength I learned about myself was resilience, this is a strength I use in my daily life, no matter what obstacle comes my way I always find a way to overcome it. I will actively apply this to all my weakness’ in order to keep improving myself and my skills.
Helms (et al, 2010.) explains that a SWOT analysis is an especially useful and effective business tool. It allows a business to assess their organisation, its products, and its targets. It can make a company aware of any potential hazards or threats and it can help them assess their market effectively. Furthermore, it is a strategy that can set a company apart from any other competitors and give them an advantage. 
This is a strategy I will use in the future as I want to set my own business up eventually. My current personal SWOT analysis is below. Over time I hope to move my weaknesses into my strengths, whilst discovering new weakness’ I want to overcome.



	Strengths.
· Resilience
· Time management
· Leadership skills.
· Team player.
· Willingness to learn.

	Weakness.
· Referencing.
· Unrealistic planning.
· Prioritising.
· Too opinionated.



	Opportunities.
· To gain knowledge through academic studies.
· Networking.
· I could continue my academic career.
· Use the knowledge I have gained to open a business in food.

	Threats.
· Social life.
· Health.
· Covid 19 pandemic.
· Advancement in technology.






4. Academic writing skills.
Academic writing is a range of skills that are vital for successful writing. It is a way of evaluating whilst demonstrating various skills, including research, knowledge and evidence whilst displaying understanding of key concepts. (Irvin. 2010, pp.3-17.)
Academic writing should be clear and concise. Formal English should be used consistently throughout with no use of slang, abbreviations, or contractions. Bailey (2006) explains the 4 main elements to achieve successful academic writing. These consist of; The writing process, elements of writing, vocabulary and writing models.
My virtual learning experience with Dr. Molly Jack has had a tremendous impact on my writing style and the skills that contribute. We were given a hand out devised by the Duke University, which was ‘A short guide to Academic Writing Style.’, this was effective to highlight key style techniques.
Sentence structure has been a valuable subject for me to learn more in depth. From the exercises we engaged with in class, I was able to evaluate my current writing style and understanding the importance of developing my skills towards a more academic approach. The exercises enabled me to identify that I was often using loose sentences and excessive subordination. (LearningCommons, 2004) I have been able to improve my academic writing skills by recognising any potential problems with my sentence structures with the aim of writing more academically. Since participating in those classes I feel more confident in my ability to write more academically however, I personally feel there will always be room for improvement in this area which is essential for me to develop.
Another key component of the course that I have found beneficial for my academic writing skills was our lesson on paraphrasing. I felt this lesson emphasized on how important paraphrasing was, also I learned some fundamental techniques in order to paraphrase successfully. I have applied this knowledge throughout my work. There have been many occasions where I have proofread my own work and paraphrased as I felt there were improvements that could be made. I also have used the paraphrasing skills whilst researching for my assignments and I feel as though I am paraphrasing at a reasonable level. 
This is my first term studying so consequently I lacked confidence in my ability to conduct academic levels of writing, therefore the academic writing knowledge I have gained, both in and outside of the classroom, is invaluable for me moving forward in my academic career. I feel as though I could of undertook a lot more independent research into academic writing in order to bring the quality of my work to a higher level, however I aim to do this moving forward in future modules and assignments.
5. Referencing.
Referencing correctly is an essential skill to attain, especially during study. There are many ways to reference but there are 4 main approaches. These are Harvard referencing style, APA, IEE and MRHA. The referencing style depends on your area of study. (UWTSD, nd.) 
The purpose of referencing is to demonstrate that thorough research has been conducted for an assignment and to provide evidence in relation to it. It is also to show acknowledgement to the author of the work and to avoid plagiarism. Referencing correctly can support your work and help convey the key points in which you are trying to convey to the reader. (CreativeCloud Publications, 2020)
The style of referencing which I will be apply throughout my studies, as advised by my University lecturers, is ‘The Harvard Referencing Style’.
Upon enrolling into University, I did not understand the importance nor the value of referencing. This is a completely new skill for me and one of my areas of weakness within my SWOT analysis, as I have never had to use referencing within my employment. I found I have struggled with referencing and I have been somewhat confused in regard to referencing different texts correctly. When discussing referencing in class, I felt bewildered, therefore I struggled to retain the information. I felt somewhat reserved towards the referencing lesson as I had zero previous knowledge or understanding, subsequently resulting in me not being actively engaged.  If I had the opportunity to do the referencing class again, I would have a completely different approach to the session. I would engage more and ask more questions; at the time I feared that I would appear stupid even though I had many questions in relation to referencing. 
Using the Gibb’s Reflection Method, I was able to reflect on this topic effectively and act accordingly. I used this to my advantage by asking my tutor for help in this subject within the lecture and I found this to be most helpful. I do feel that this is a skill I need to improve on to be able to further my academic career successfully.
6. Reflection.
The Oxford English dictionary (2012) defines reflection as “The action or process of thinking carefully or deeply about a particular subject, typically involving influence from one's past life and experiences.” 
In class we discussed exactly what a reflective journal is, how to write a reflective journal and the benefits of keeping a reflective journal. I felt empowered by this session as it was a new subject that enabled me to open my mind to a pro-active way of improving myself and my skills. The tasks in class taught me that I have already come a long way in my academic journey which left me feeling positive.
My reflective journal I kept throughout the module has enabled me to decipher the areas that I need to focus on improving and was a way of enabling me to see how I have improved during the module. Through understanding how I felt at certain times during the module I have been actively able to pinpoint the areas that are my stronger points and focus on the topics that need improvement and apply methods to help me improve. I found the Gibbs reflection cycle definitely helped me with referencing, without using the method I would not of been able to understand why I wasn’t absorbing the information. I was able to recognise that my emotions were restricting me. 
While continuing with my academic studies, I will definitely use the reflective journal skill as it has been eye-opening to see how my feelings contribute to my overall learning experience. I feel as though this will also be a valuable skill for my long-term future plans to open up a business.
Conclusion.
Overall, I discovered the Gibb’s reflective cycle has played a fundamental part in my learning process. I have gained invaluable knowledge in a wide range of acquired skills throughout the module. I have been able to easily establish areas of improvement that I need to focus on moving forward and I have also been able to evaluate my strengths accordingly, by using my thoughts and feelings to analyse. I now feel positive moving forward.
I have learned that my feelings can obstruct my learning process, by keeping an active reflection journal I will be able to overcome any obstacles.
In my future academic career, I will continue to use the skills attained during the course to achieve more success in future modules. All f the knowledge and skills I gained will be transferable, therefore these skills will be functional with my future business goals.
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