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[bookmark: _Toc456901515][bookmark: _Toc521924879]Introduction

This report will be focused on what has been learnt throughout last term and this term, how using the skills that was learned and implementing them in daily routines. During the report it will be discussed about four different skills we have learnt about and two other skills need to improve on. There will also explanation on how each skill is crucial in helping in our employability and academic skills so we have the right set of skills when doing our job or even in when applying for jobs you have the skills on paper to prove you are the suitable candidate for the job. 

[bookmark: _Toc521924880]The four skills I have learnt and gained 

[bookmark: _Toc521924881]Team work
In my experience of working in groups in university I have learnt that team working skills is essential part of a good employability skill it is a backbone of a good team as I have learnt using as a team member while working in a team in discussions, delegating or using initiative when doing tasks or for each job roles. A quote by Morgan (2017), The Business student’s: guide to study and employability; “Mutually committed to achieve a particular goal a number of individuals working in a team”,( p.204). Looking at this quote I can fairly say my understanding of working in groups in one or two of my university assignments I have worked well in reaching our said goal, when we formed the group we were sharing out ideas, than implementing this in a solution able presentation or instructions where we had to keep on finding the right idea until it was a workable solution. It helped build a more effective and by doing this exercise I was able to gain confidence in my role of my job or assignment to do, I was able to communicate and delegate each of our roles to a better mutual soluble understanding.

[bookmark: _Toc521924882]Effective communication
Communicating effectively is a skill I used to shy away from as I tended to always thought as long as I am working ok or doing well in class room no one would take notice, but communication is key to gaining knowledge and I have grown in confidence in using my communicative skills. In my university I have learnt about communication skills, how different types of communication I can use in my work. This has helped me in conflict management, a skill I would need in security when dealing with a group of people and a group of people in ethnic background. I have learnt about interpersonal skills this has helped me in understanding how I interact with people, how I deal with any risen situation and negotiate effectively in a range of circumstances. I have learnt about personal skills, I have learnt there are different types of skills ranging from reading, writing, speaking and listening. This has helped me in balancing my personal a work life, maintaining self esteem and progressing/advancing in confidence.

[bookmark: _Toc521924883]Problem solving
Solving problems has helped me in my workplace as well as my home life in dealing with lots of miscellaneous stuff. I have learnt about general awareness; I have learnt how Brexit is affecting the British economy and how it is having a negative impact in the general community. I have learnt about analytical thinking, this will help to develop my analytical skills of visual thinking in solving problems quickly and effectively by breaking down complex problems in single and manageable components. I can now define a problem by identifying an issue when dealing with at work, by closely observing the problem to form a picture of what is wrong. Analyzing behavioural patterns of people, policies workplace and operations procedures. This helps us in improving our training procedures to the solutions more than the problem. I can participate in brainstorming alternatives to problem solving by logical a creative thinking. I can choose the best strategy when making strong decisions, by sticking to the best choice when dealing with a problem without wavering or struggling, thereby I can finally implement my solution by drawing up an action plan and sharing it amongst colleagues and superiors and following it through with my chosen approach.

[bookmark: _Toc521924884]Listening Skills
Listening is a skill I have always struggled with as I tend to get bored or side tracked easily, as most of the time I find myself falling asleep if I do not find the lesson engaging.  I have learnt some research skills this is good because it will help me to know more about qualitative about mostly words and quantities research mostly in numbers.  I think I have improved a lot since the time from secondary school to from working in different jobs where I had different job roles. I can now listen attentively and accurately receive and interpret messages in the communication process. Listening effectively leads to effective communication which will not be misunderstood.

[bookmark: _Toc521924885]Written skills
Written language is a skill I have vastly improved while taking notes in lectures I have improved in my writing as I saw messy writings that I cannot read so I take my time in taking notes so as to have a more readable notes.  I have learnt in university are different forms of writing whether it is email, texting or written on paper, during this term learnt how to send the perfect resume and also learnt what not to write in a cover letter, as I have seen how a proper cover letter or a letter varies in comparison to what I have been sending as an informal or formal letters. My sending emails have vastly improved as I feel more confident in what I am sending now without feeling like a novice, I believe my being in university is a favour for me as I have learnt a lot of new things and improved on old knowledge or brushing up on my understanding on how a little mistake on email letters to formal or informal letters make it a acceptable form of communication.

[bookmark: _Toc521924886]Two skills I need to improve on

[bookmark: _Toc521924887]Presentation skills
During the course of this term I have improved more in confidence in my oral speech, I can say I can give a presentation without being fidgety or shy. A quote taken from the book Morgan. P. (2017) The Business student’s: guide to study and employability,; “To achieve a particular objective(s) a presentation is the oral delivery of information.”(p.180), Looking at this quote I would say last term I did not know how to use PowerPoint let alone being able to do a presentation, how too many bullet points is not good to use, what font is best (Arial) and minimum font size 24 is best etc. Now that I have learnt how to use PowerPoint I believe in I can give future presentations like giving a business proposal I will have a clear understanding of what makes a good presentation more engaging to my audience. I will have learnt how to have my presentation more appealing and my tone of language and communicating more pleasant. My communicating speech will have improved I will not have to look at my notes or the presentation board I would be more confident in talking and engaging to my audience rather than reading of notes.
[bookmark: _Toc521924888]Time management
I have learnt to prioritise my time as Quoted by Morgan. P. (2017) The Business student’s: guide to study and employability,“how we are able to plan and manage what we do without undue stress or tension in good time management is the ability to control our use of time.”(p.52),  from this quote I can say dealing with university lectures and my case study at home at university I can say how I prioritised my work assignments in to more a workable or doable without feeling sick to the stomach having to do things in a rush.
I have been able to keep a good track of time in my management of my assignments; I have been able to keep a rhythm, in keeping a steady flow by effectively managing my time and being keeping all my different assignments in order so I do not get them mixed up or muddled up. I believe I have improved in my routine of my juggling of my home life and university work and my on and off job in security. I also have to help my brother in his renovation of his house; I help my older brother with fitting in central heating and boiler all the while of managing my assignments without losing any or having sleepless nights. I feel more relaxed than last term as by effectively my managing my time I don’t feel stressed out or feel any tension. I feel I can do my daily activities and my assignments without having to worry about will I have time to do this and have my recreational time or visiting gym.
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Conclusion


I think I have vastly improved in my time in university; I have been more creative in my writing and in my 
analytical thinking. I have been more  is logical in my thinking, I have leant to do  little by little in my working  manner and coming to conclude problem resolving. I have learnt to be more hypercritical in my thinking consisting of intellectual processing of information both written and oral and more sophisticated in understanding of theoretical thinking, I have been more thorough in my research and assessment skills more so than ever if I can say I worked harder than in my school years which I sometimes find amusing as I think maybe if I had a good environment of friends and teacher maybe I would be more successful now. I believe if I concentrated more in my lessons I would have worked harder in last terms assignments, I would be enjoying the classes more without feeling any tension or stress.

My reflective knowledge is improving I would say, as last term I was only concerned with just passing now I feel I can get higher or better improved marks. I have learnt taking notes in class even a little has improved my writing skills and also improves in my reflective assignment as I will have a brief statements or sentences already in hand when I need to my assignments. In my assessing on practicing my reflective skills, I have been able to gain an understanding of an ability to reflect on my own knowledge of actions both in my 2000 word assignment and my presentation so as to engage in a process of continuous learning. I have been able to pay more attention to my critical thinking, be more practical in my attention to the practical values and give more informed theories which I believe will help in my future or everyday actions. By my examining thoroughly in order to determine their conclusion, I have been able to practice honing my reflective knowledge into a skill I can use in all my future or present daily work, assignments.
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