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Introduction 
As a student studying Certificate of Higher Education Skills for the Workplace at the University of Wales Trinity Saint David, London Campus, I have been asked to write a reflective report about my last term essay assignment.
This reflective report will further explain a lot about my fear, mistakes, anxiety, challenges, curiosity, my aims, mission and solution applied. During this whole enduring time, I made sure I sought for help in the school premises, which was helpful and assisted me to move on with my studies. 
My earliest memories of learning and studying was over 15 years ago, when there was no or much usage of technology, such as internet, online library, google scholar, website with author, ipad and laptop and so on, but during these years, I have been challenging myself to go back to school and I kept on postponing it until June 2018, a remarkable day in my life. This module has given me confident and boldness at my workplace. 
Last term, I learnt a lot about Academic and Employability Skills such as Writing, Communication, Teamwork, Critical Thinking, Research Skills, Digital, Organising/Planning, Skills in Analysis, Problem solving and Time Management skills.  
Gibbs ‘reflective cycle
Gibbs’ reflective cycle is mostly believed to be one of the famous models of reflection that explains deeply different stages of one experience. This cycle was created by Graham Gibbs in 1988 to help with the way we structure our learning experiences, this might be good or bad.
   This cycle is undoubtably is among the most popular models of reflection that take you to different stages of experience repeatedly, the stages are divided into 6 stages, The University of Edinburgh (2019).
Description 
I am so happy and privileged that I was given the opportunity to meet new people with different background, ethnic, cultural group and people with various ideas grouped together and studying the same course/module: therefore, I would like to show my gratitude to the school, University of Wales Trinity Saint David and my amiable Academic and Employability Skills Tutor, Miss Anita Nan, for her support and guidance always.
This term, all my fear and anxiety crept back, at a point, I had a black out during one of the lectures and all I could think of was going home, but because I have made up my mind, I was able to deal with this problem by sleeping on time, at least for  7 hours at night, which I was not doing before, gradually I was getting my strength back and I could focus with understanding during the lectures. This module has given me a whole new inspiration and active technique of learning. Having completed my 1st term assignments has given me more courage to forge ahead academically. I have learnt quite a lot about communication skills and I have put a lot of this at workplace, I now have a different approach to people and how I communicate with them by giving them respect and listening more to others at workplace.
I have learnt a lot about various skills (employability skills) and I am greatly privileged to have this module in my coursework because it is so useful to me at my workplace by understanding my task and expectations at workplace, by showing respect to colleagues, employer and clients/residents and having much more knowledge about customer services. I also learnt how to write cv, skill based cv, covered letter, collecting of information (research) and so on.
Initially, I found this module a bit challenging and difficult to understand because I believed then that it was very tasking and broad and most of the times we were referred to textbooks, during my first term but I would have loved to be taught otherwise by a lecturer in the class, then when at home I could read with more understanding with the help of note taking in the class, it was always a boring class then. 
My second term came with a huge surprise and eye opener experience because I had a new lecturer with a better way of teaching, connecting with students, asking questions and listening to students is her hobby, she would go to any length just to make sure you understand and gave specific instructions and guidance on how to write a reflective report, which has influenced my understanding more positively.
This academic and employability skills have helped me to understand that my knowledge need to be enhanced in order to provide more attributes that will help me to be successful at workplace because companies are looking for workers that they can possibly train to develop the necessary skills needed for the job.
Feelings
This experience has drained me but also offered me emotional, mental and physical strength, especially, during my period of writing this report. I was always excited to finish up the essay, each time I kept on making mistakes. This got to a point that I was fed up and did not know what to write or do again, I was only on 1,000 words, exactly half of what was required of me. Honestly, for 5 days I totally abandoned the essay and was angry with myself, combining my job, school and work (house chores) at home together was too demanding and challenging for me. During those 5 days that I abandoned my assignments, including other 3 other modules, I called the school campus and I explained how I was feeling at that moment so I was asked to see  a professional, the student support services, that the school has made available to discuss student’s mental issues with, after talking to her, I was asked series of questions and advise was given to me, the weight was lifted of my shoulder and I was revived to continue with my essay.
Curriculum Vitae
CV is all about selling yourself positively to the world, this is a personal detail about yourself, it reflects education history, name, gender, work experience, skills, job title, hobbies and interest. It also explains who you are or capable of doing if you are hired, this usually goes with a covered letter. Recently, people are using it professional by adding their LinkedIn and Twitter account.
Language is an additional skill this could be either orally or writing, indicating your level of understanding such as -fluent, good and moderate.
Computer skills
Computer skill is undoubtful is a plus, it enhances your cv by listing your computer skills and software packages
Cover letter
Cover letters - give you the opportunity to impress an employee, this should be short and direct, this should be short simply, stating why you 
are writing the letter the position you are aiming for and your flexibility when an emergency situation arises. …
 
Evaluation
I pressed forward to achieve the best,so I was so afraid to fail this course fall behind in class, eventually, my fear became the reality, my assignment on this module was submitted late due to technical fault and I got 0%, despite my sleepless nights, energy and time spent. I have decided to start my assignment on time, at least 4th week of my 10th week and not on deadline anymore, I was bitter and full of regrets. So, I have a better plan this time to start, research, complete and finish on time. There are so many times that I wrote, deleted and wrote only to cancelled it again because it was not written in instructed writing style and fonts, Unknowingly to me, I could have selected and highlighted to increase or decrease the font or writing style instead of deleting over and over again, so I spent unnecessary hours wasted, not knowing what to do next.
Analysis
At the beginning of the class, I was so scared that I would fail because it was a bit hard for me to understand this module, but as the time passed I got the courage and I could do all my class work by myself and at work, I have improved so tremendously, I could make my own decision. Although, I have not arrived there at this moment but I am striving to be a professional at what I do best. Aims to deliver qualitative and relatively permanent changes in how individual sees, experiences or understands something in the real world (Marton and Ramsden, 1988). I have decided to stay an hour after class with my course mates to study together after each classes, except the days we close late and everyone were already exhausted and drained out .Presently, my major problem is time management, I am working hard on it, so that I do not have to wait for the final time or date  before I start to run helter-skelter. Most of my course mates have finished up writing their essay reports over a week ago and I am ready to emulate this attitude in order to finish my write report next given opportunity

Communication Skills 
Communication skills are foundational for individual, teams, and organizational success (Kinnick & Parton,2005). Thou, this also comes with own challenges too. Communication is more of a challenge in virtual teams than in F2F teams (Martins, Gilson, & Maynard, 2004). Communication skills is effective at workplace, this is one of the most important skills needed at workplace, this could be verbal, non-verbal and written communication skills, This has helped me to understand my ability to transfer information clearly to others at workplace, 
 Flexibility Skills- It is an act of willingness with ability to quickly respond to changing situations and my expectation at that given time: fast approach to an emergency incident.
Conclusion
In conclusion, this reflective report has helped me deepen my quality of learning, in writing skills, communication, research method, critical thinking, problem solving and time management skills. I benefited from this module and it would make me a better worker. When I look back on my 1st day and 1st term in school and now I consider how favoured I am to have gone this far academically, my improvement and confidence in writing CV is my evidence testimony. 

Action plan
Having gone through all this new chapter in my life, I have outlined my detailed plan to reach my goal by  committing  myself to long- time personal development with a personal plan, keeping a journal will help me to learn more quickly for my achievements, my challenges and I would set aside a regular time for personal development; this will help to enhance the quality of life, and  develop more professional skill that is needed of me.Two mentors are needed to help sharpened and shaped my growth, business wise. Maund, A. et al. (2017)
Lastly, I intend to improve myself by going to conferences, workshops and make a life time commitment to challenges and solutions to my future ambition (Romanowskwa, 1993). “Before you find your soul mate, you must first discover your soul” Charles F.  Glassman [www.coachingpositiveperformance.com].
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