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[bookmark: _GoBack]Introduction.
The purpose of this report is to reflect on various academic and employability skills which I have acquired while studying module BMSK4001_LON academic and employability skills in Term One. I will do this by reflecting on the skills I have improved and the skills I need to improve and how I am going to do this.

Description.
I enrolled into the University of wales trinity saint David London campus in October 2018. An opportunity given to me which neither I nor my family could afford to do before due to financial hardship. Going back to study after so many years was something I desperately wanted to do and was very pleased to be finally doing it. So the module I’m doing is certificate in higher education in skills for the workplace in which I have studied about basic skill sets required to gain employment as well as how to improve on the skillsets I already have to progress my career.
.
What I have learnt.
I have learnt good time management skills, this is important because I now know how to prioritise my activities, and also know the difference between urgent actions and important actions. I have learnt about two models related to time management which are Eisenhower’s method and Pareto’s 80/20 rule. Example; if I had a list of 10 important things to do and did the most important two things first, the theory is all the other eight things put together is not as important or urgent as first two I have done, yet I have accomplished 80% of my task by only putting in 20% effort, therefore I have managed my time effectively and prioritised what’s urgent and what isn’t (Time Management Success, 2019).
I have also learnt several important things related to academic writing. These include: the structuring of a sentence, writing in paragraphs, having clear headings, writing summaries and how to structure a report. A series of words expressing one or more ideas is a sentence. A group of sentences about one single topic is known as a paragraph. Every sentence in a paragraph relates to the same idea. A clause is a single idea expressed by the verb and subject, the verb being action performed and the subject the person performing the action (Moodle.uwtsd.ac.uk, 2019). All these have helped me to improve my understanding of what is required when writing an academic assignment or report. Example I need to write this report in a professional academic way in which the reader will understand clearly what I have written about, whilst also demonstrating my understanding of correct grammar in my writing.
I have begun to build upon my presentation skills and body language skills when doing a presentation. When presenting a power point presentation it is important to ensure you engage your audience within 8 seconds, this can be done using the six lines six word rule; this style is preferable instead of having massive amounts of literature on slides and losing my audience attention. Body language and posture is also important when presenting, I have learnt that standing tall, dressing well, making eye contact with the member audience and not fidgeting shows confidence in my statue when doing a presentation and encourages audiences engage with me. This will help me when doing future presentations in my academic course and also in my employment.
I have learnt about various employability skills, the importance of verbal and written communication, this is important because in order to work with others you need to be able to communicate by listening to other’s and respond either verbally or by written response. I have learnt about numeracy skills also and the Importance using it in my everyday life in my work and in my personal life, and also university, I have a better understanding of how to apply it when collecting and calculating data. I have learnt about Interpersonal Skills, this is important; it has helped me learn about working with others in a group environment, learning to network and understand others and their views. These are important because it has taught me to have a better understanding of how to transfer these skills within my course work, my work and colleagues.
I have now research skills and discovered steps for research firstly find a subject or topic to research, secondly find out what has already been written on that topic, thirdly identify what it is I am looking for from this research, fourthly collect data, fifth analyse and interpret data and finally evaluate and report your research. Research is exploring questions and finding answers that are of interest. Looking more deeply at things like how it’s done, when it’s done, where it’s done and making that connection of finding out more about it. I have also learnt that to start doing my research for material early when preparing for an assignment is better off than waiting till last minute to write an assignment the day before its due with the minimum research options and not just what you find on goggle with so little time. This has been helpful to me as I am now aware of the requirements into a dedicated research.
At first I did not know about research sources, primary and secondary. Primary sources these are materials that have not been evaluated or produced from anyone else but me material such as personal letters, personal diaries, personal journals, original photos. Secondary sources are such things like essays books on things that have already happened and written by other people. I have developed my understanding of research sources and I now know the difference between the two sources of research.
Having learnt about quantitative and qualitative data I now realise that quantitative research is about the quantity of the research (numerical and can be measured) and the qualitative research is about the quality of the research (descriptive data, observed). An example could be if I was to be doing a research on dogs, say a black dog with white patches can be interpreted as qualitative data because of the description and the quality data I am using for the dog. The same black dog with four legs, weighing 10lbs can be interpreted as quantitative data as I have used the amount of legs and its weight as data for my research. This knowledge is important as a student because I will need to know this for when I am writing future reports.
I have identified my knowledge and skills in CV’s and cover letters, and that CV’s need to well written and categorised in sections such as personal details (giving name, a contact number or email, postcode or area of where I live) education history,(giving details of my academic achievements starting with most recent) employment history,(giving name of companies worked for starting with most recent, my role, responsibilities and length of time worked in that company) hobbies and interest (giving details of what I like doing when not at work for example I am interested in how youths today cope with today’s society, so I volunteer to work some youths without father’s once a week. A hobby of mine is to collect vinyl records from the 80’s to present day and occasionally play them in a disco environment) This is important because it gives the employer insight to me as a person and the employability skillsets I have as well what kind of person I am outside of work. When writing a CV cover letter it gives me the opportunity to write additional information about myself and what I know about the company and why selecting me for the job or interview is the right choice for company. I now feel more confident knowing what is required when sending off my CV and cover letter.
I have learnt to recognise and analyse my analytical and critical thinking. Analytical thinking is the breaking down of information. For example if I were in a class of 30 students and wished to know how many smoked, if half raised their hands, I would have made an analysis that 50% of that class are smokers. This was done by collecting data – the information, arranging it and counting the results. This has been helpful and given me a better understanding of analytical thinking. Critical thinking is more to do with asking the question and giving a response from both sides of the argument (the I agree and the I disagree answers), being open minded and objective. For example if I thought E- cigarettes were just as bad for you as tobacco cigarettes, I would need to give my explanation or view point, why it is just as bad for you and my explanation or point why it is not. This has been helpful and given me a better understanding of being objective and thinking critically.
 What I need to improve and how I will do this.
I have identified two skill gaps from my first term assignment which contributed to me not achieving the pass mark. 
The first skill gap I lacked in is Paraphrasing. This  is very important when writing an academic report, it consists of being able to use written or spoken text and translating it or explaining it in your own words and not just copy it directly from the source (website, book, journal) I  got it from. Part of paraphrasing is also ensuring that I cite (give information) at the end of my sentences or paragraphs of where I got the text from, this is done to make the reader aware that I collected this particular information from elsewhere and that I am using it in my essay or assignment and giving recognition to the writer as it was not originally my work. My failure not to paraphrase and not do in text citations correctly will lead to the suspicion of plagiarism which is cheating as it is copying work that is not your own, that is the importance of paraphrasing.
I will improve this by correctly paraphrasing in the future by ensuring any work which I will use in future reports or essays that is not my own and taken from a website, journal or a book will be interpreted in my own words and not copied directly from the source.
Referencing is very important. It is required when writing an academic report as it gives credit to other writer’s materials you have used to write your report. Correctly used citations for different sources are also important, citations for journals are done differently than citations for websites, just as the citation is done differently for books. All require Harvard referencing to ensure correctly done. I am now very much aware of the importance of referencing.
Conclusion.
I have found my first term of academic and employability skills encouraging. I have been able to draw from past my experiences from school and work to help me understand the university culture and learning process taught by my lecturers, as it has been a while since I last studied. I could have taken a little more time to familiarise myself with paraphrasing and referencing in term one, which would have given me a better result in my assignment. This reflection report has helped me reflect on my actions in term 1, and will help me evaluate for future forthcoming academic courses and terms.
This report has focused on.
This report has focused on my learning journey in my 1st term of being a mature university student at trinity saint David campus in London. It has helped me identify my strengths and weaknesses and highlighted my academic areas for improvement in my learning journey.
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