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[bookmark: _Toc28939780]Introduction
In this reflective report, I have reflected on how learning received in this module has helped in developing my academic and employability skills. My reflection is based on in-class activities, in which I have written a letter applying for a head chef job requirement [Appendix 1&2]. All the in-class activities are based on judging the language and written communication skills. For constructing this report, I have used the Gibbs' Reflective Cycle to present a well-structured reflective account of the tasks and feedbacks identifying the things that I have learned and my improvement needs in the area of presentation and public speaking skills.
[image: ]
Figure 4: Gibbs Reflective Cycle
Source: (Brookes, 2019)
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[bookmark: _Toc28939781]Description
The module is named Academic and Employability Skills, and it involves developing an understanding of self-academic and employability skills during a series of class tests. In term 1, I have taken two in-class exercises that were designed by the lecturer to judge the paraphrasing skills. Having good paraphrasing skills is necessary for both academic and practical employment situations because often we need to develop written pieces which are plagiarism-free and acknowledges sources of the information used in the written piece (Chen, et al., 2015). In order to have good paraphrasing skills, one must have good language and comprehension skills and, in this case, English comprehension and grammar skills. The two exercises involved paraphrasing a piece of text appropriately and determining whether some given paraphrased section is acceptable or unacceptable with justifiable reasons. A properly paraphrased section should convey the original meaning of the text with no similarity in the way information has been presented in the text. While I have attended the first exercise for which I have received feedback that my attempt was fair. I made some grammatical mistakes and perceived wrong meaning for social writer and social entrepreneur [appendix 3].  I have not attended any section of the second test, thus received no feedback for that section [appendix 4]. Moreover, I have taken more English comprehension, grammar and paraphrasing skill tests. Fortunately, I have been able to complete all the exercises in the tests [appendix 5]. However, there was an exercise where I needed to paraphrase from a student's section of which I did not attempt question 5, which was a large section [appendix 6]. I could not manage the section due to lack of time management skill. However, for the sections that I had attempted, I received positive feedback. For one particular test where I was supposed to arrange words in proper order to form sentences, all my attempts have been correct, and I received full marks. These tests and feedbacks have helped my own strengths and weakness in the area under tests alongside knowing that I lack proper time management skills.
[bookmark: _Toc16513675][bookmark: _Toc28939782]Feelings
I have mixed feelings regarding my test attempts, results and feedbacks. During term 1, when I was taking the test, I was allotted only one hour to attend all the questions. All my allotted time was consumed in doing the exercise one, which involved paraphrasing a paragraph. I attempted to paraphrase the paragraph sentence to sentence resulting in having difficulty in structuring sentences without similarity. I received a fair grade as feedback because I happen to make some crucial grammatical errors in the text. I felt disheartened for the overall grade and my attempt because I could have done better if I could manage my time properly. For the texts taken in term 2, I felt positive. My attempts had received good grades as I have answered most sections correctly for all tests. While I was taking the tests, I was feeling positively confident. This is because, during term 1 tests, I received a fair grade, which boosted my confidence. An essential part of boosting self-confidence is receiving positive feedback from assessors and peers (Scott, 2017). This has worked well in boosting my own confidence level. I think as I was feeling positive and confident, I did well in the tests and have given most answers correctly. From my results, I observed that my skills of paraphrasing had improved significantly and my new found approach for paraphrasing is reading the sentences and extracting the best meaning from it, then rewriting the entire piece in my own words which conveys the same meaning. This has reduced the time that I usually took while paraphrasing. However, I still think I need to work harder to improve my time management skill. I also found the text is more difficult to paraphrase as it consists of data and stats. I was not sure how to avoid plagiarism in such cases where data needs to be rephrased. Thus, there was some feeling of uncertainty in this case. Understanding the feeling I have regarding my own performance has helped me in knowing my further improvement needs and that I need to work hard, even more, to improve my communication, public speaking and language skills to excel both academically and during employment situations.
[bookmark: _Toc16513676][bookmark: _Toc28939783]Evaluation
To evaluate my own performance and feelings and my overall experience regarding the tests taken during both terms, I need to identify the good and bad aspects of the tests and feelings. After reflecting on my own performance in the duration of two terms, I can structure the good and bad aspects of the tests and my performance in the following way.
[bookmark: _Toc28939784]Positive aspects (Good)
The first and foremost positive aspects of the exercises are the variety of designs included in the tests. All tests involved examining the language, comprehension, grammar, sentence structure and paraphrasing skills of the student taking the test. Another good aspect of the test was the constructive feedback that I have received from taking the tests. My assessor has been kind enough to provide me with feedback that is encouraging. Especially during term 1 exercise 1 not only the feedback marked me fair but also outlined what I did wrong and what was the right approach. For example, I introduced Mike Erwin as a social worker in the paraphrased section, which my assessor has pointed as the wrong word as a social worker and social entrepreneur are two different things. The original text mentioned that Mike Erwin envisions himself as an activist and social entrepreneur. From this, I understood the essential difference between approaching a sentence and the little differences are wordings change the essential meaning of the text, thereby changing the information conveyed through the text. This has been an essential lesson as it is necessary for the paraphrased section to convey the meaning unchanged because otherwise distortion of information occurs. Another positive aspect had been me being aware of my weakness with regard to time management. In two instances, I was unable to complete my tests and answer all parts as I lacked time during the examination. During a pressured situation such as an exam, time management is an essential skill determining success or failure to a great extent (Grissom, et al., 2015). From this lesson, I am now aware that I lack this skill and need to work on it further. 
[bookmark: _Toc28939785]Negative aspects (Bad)
There have been some negative aspects or negative experiences associated with the tests. I found all the tests being very lengthy and quite confusing at times. The second exercise of the first term involved me assessing whether paraphrasing has been done correctly and justify by feedback with reasons. I found that part of the exercise confusing as I was given multiple paraphrased sections from the same source text. Due to lack of time, I was unable to concentrate and minutely judge the sections resulting in myself not attempting that part of the test. For tests in term 2, assessor has pointed out that even though my presentation was good, I lacked confidence when I was publicly speaking or presenting. Therefore, I would need to work on mitigation of nervousness during such activities. Assessor has also suggested me to take deep breath if I am nervous as well as being a bit louder when I speak during presentation [appendix 6].
[bookmark: _Toc16513677]
[bookmark: _Toc28939786]Analysis
From the evaluation of the module coursework, how the activities have helped in developing employability and academic skill can be analysed. From the analysis, it is clear that the diverse tests have helped in judging my language and written communication skills that are necessary to excel in both academic and practical work fields. These are the fundamental skills that one must have (Scott, 2017). The positive and negative feedbacks had been constructive in both cases because the positive feedback has helped me to realise and acknowledge my strengths while the negative feedbacks have helped me in identifying my weakness and areas needing development. I have gathered specific learning regarding the technicalities of different parts of speech such as nouns, pronouns, verbs, adjectives, articles, adverbs, preposition, conjunctions and interjections. Though during high school, we have learned this in English grammar; however, recapitulating these has been a positive aspect as it has helped me in developing my writing skills further. I have understood that each of these parts plays individual roles, and during paraphrasing, a sentence or a paragraph one cannot simply omit one part simply because it may seem convenient to restructure the sentence.
[bookmark: _Toc16513678]




Conclusions
In conclusion to the entire analysis, I can point out certain think that I could have done to make the experience better and encourage my own learning and skill development further. I think I could have approached the tests in a more strategic way which would have resulted in me being able to attempt all parts in a correct manner. Moreover, I feel a strategic approach is needed during exams and similar pressured situation to manage the allotted time properly. Moreover, I have identified that I need to work further in developing my grammatical skills. Sometimes while writing, I use wrong verb forms. I think if I proofread my work, I would avoid these mistakes as spelling mistakes as well. This would greatly improve my overall language skills. I can further note that this module has enhanced my learning and existing skills while identifying further improvement needs in the existing skills.
[bookmark: _Toc16513679][bookmark: _Toc28939787]Action
Considering all my strengths and weakness, I have developed an action plan following which I think I would be able to excel further. I have identified that I lack time management skills and need to improve my grammar and proofreading skills. My evaluation of hobbies has helped me in noticing that I am disinterested in sports. I have no recognisable hobbies. During interviews often interviewers ask about hobbies and interest. I may face difficulty in answering such questions thus should develop interest and skills regarding these. Following is my action plan:





	Area of improvement
	Activity 
	Time required

	Developing time management skill
	1. Setting alarms
2. Timing myself while doing homework and assignments
3. Practising reflective journal keeping
4. Setting a routine to follow every day 
	3 months

	Developing grammar and proofreading skills
	1. Attempting practice exercise from comprehensive English grammar books 
2. Practising writing essays and reports 
3. Double-checking written piece of work
4. Reading more literature to develop vocabulary 
5. Practising more paraphrasing exercises 
	4 months

	Developing interest in sports 
	1. Start watching games on television like cricket and football as these are highly popular outdoor sports
2. Take part in outdoor activities and sports with friends 
3. Develop a hobby like collecting stamps or gardening or reading books. 
	1 year

	Developing presentation and public speaking skills
	1. I will practice public speaking and presentation in front of an audience to handle nervousness during such activities.
2. I will utilise more examples to help my audience visualise about the topic I am talking about. 
	6 months


Table 1: Action Plan
Source: Developed by author
If I follow these action plans, I would develop my skills further and do better next time. Good performance would further improve my self-confidence and emotional intelligence.
[bookmark: _Toc28939788]
Conclusion

This report highlighted the relevant theories and models for understanding the employability and academic skills for an individual. Learning skills, communication skills, enterprise and initiative skills, problem-solving skills, self-management skills, teamwork skills, organising and planning skills, technology skills, and workplace and health and safety skills have been discussed thoroughly. Moreover, I think I need to work on my presentation or public speaking skills and grammatical skills further to strengthen my abilities and for that a coherent action plan has been presented in this paper.
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In-class exercise 1: Cover letter writing

Student Name: ZIVDRE/  WELKENS -CovACT  studentiD:_ /818 820
Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1
Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a
cover letter as if you were going to apply for the job.
[Your Name] AMAREY WELYENS
1 Any Street, Anytown

o

[Hiring manager’s name] MR._[Q@ERT \1ELL ¥ GTON.
[Hiring manager’s company name]PMAAN AN EVENTS (Hal. —
[Today’s Date] 20.09.20)9>
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‘Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It willbe returned
10 You at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module),

Student Name: FPORE]  WELILENS studentio:_ /81 & 820

Ex1
Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
o leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin's enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

: A key foctor in explaining the sad stote of American education con be found in
overbureaucratization, which s seen in the compulsion to consolidate our public schools into massive actories
and to increase to mommoth size our niversities even in underpopulated states. The problem with
bureaucracies i that they have to work hard and long to keep from substituting self serving survivol and
growth for their original primary objective. Few succeed. Burcaucracies have no soul, no memory, and no

conscience. If there i o single stumbling block on the r00d to the future, itis the bureaucrocy os we know it
ot . e G, s P 7,3 18 PN N

Paraphrase 1 - acceptable / unacceptable W ANp
Reason:

RS

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
‘even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their inital objective. Most bureaucracies fail because they.
have a conscience or a soul. 1 believe that bureaucracies are the biggest stumbling block on the r03d to the

educational future. )

No oo

e
Paraphrase 2 - acceptable / unacceptable
Reason:

Bureaucratization has proved to be a major stumbling block on the r0ad to our educational future. American
instittions have become factories that are more conducive 1o the growth of bureaucratic procedures than
t0 the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promating their own survival rather than the educational goals that were their primary objective.

Bl

R~

Paraphrase 3 - acceptable / unacceptable.
Reason:

Bureaucratization has proved to be a major stumbling block on the r0ad to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
10 the growth of the students who attend them. This means that, s Edward . Hallsays n his book, Beyond
Culture, today's educational insttutions "have no soul, no memory, and no conscience”

S
Paraphrase 4 - acceptable / unacceptable N e e
Reason:

Inhis book, Beyond Culture, Edward T. Halldiscusses the problems posed by the increasing bureaucratization
of American educationl insttutions. Hall maintains that overbureaucratisation is one of the key factors
overning the state of education in America today. He points 10 the tendency of bureaucracies to promote
their own growth and surviva irst and foremost, and observes that few overcome that tendency. He belleves
that ths is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational intitutions.In Halfs words, “Bureaucracies have no soul, no memory, and no conscience.

1\‘!71\‘*\\
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Paraphrasing Exercises
dapted from heo://webjoy.cuny.edu/esl/parophrosingL.hem

‘Which sentences are closest in meaning to the five sentences below?

1.°,25% of adolescents who have one baby have a second baby within two years of the first baby's birth.
25% of babies are born to mothers who are adolescents.
One out of four adolescent mothers has another baby before the fist baby reaches his second
birthday,
. Aquarter of adolescent mothers gves birth when their frst born s two.
. 25%of adolescent mothers become pregnant again when their first babies are two years old.

2. Ithas been reported that the rchest one percent of Americans own 40% of the country's wealth.
. The richest 1% are 40 times as wealthy as the rest of Americans.
b, Hfthe gap between rich and poor continues t0 grow at the current rate, th richest one percent will
500n Own 40% of the country's wealth.
(© 40%of the country's wealth s inthe hands of only 1% of Americans
& 99% of Americans own 40%as much as the richest 1%.

3. _Th judge was relieved when th jury was inal eady t announce ks verdit
When the jury nnounced s verdic,th jdge wo releved.
5. The jude asked the juy t arrive a  verdict
©) Thejodge wecomed the prospect o an imminent verdic
& The ury wekomed the judge's e,

4. Reseach data suggest tht s who witnessed maternal buse may toleate buse 3 3dults more than
e whodidnot
. Women who witnessed the abu
©) Women who obsarved theabuseof the
sbuse themeves
. Women who were sbused s ch
GG whotesfy about maternlabus

mother a5 teens are more likely 10 become abusive adults.
5 when they were young are more hikely to endure

> abuse their own children.
5 adults more readily.

5. Martha thinks that the ssue of nt 1o wiite about.
3. Martha thinks that adolescents ke t write about theie roblems.
Martha feels that writing about adolescent problems is worthwhile.
T Martha believes that the dream of most adolescents is o write something important.
4. Martha thinks that adolescents can wiite about their problems.

Write your own paraphrase for the following sentences:

1. Alocal newspaper claims that 75% of all homeless people do not ke home

3 shetters and prefe o ve
Yo Je widhat
(c2] {1:; Zarhwc:# i hrses

2 Ronny t0d s unt that s bear had atacked him, whichshe found il o beleve ks 1o in SheHns

The_bean cdek am flomug hos beew chdycchk, belive &y

3. Anyone who has ever driven through the Mojave Deadt Tngiys that TR m his, avnch.
Hhacwah Mogave Nags gl

L arecon 1883 anol 1952, 7 —/4 whiko lmmékm '71""3’

5. Awoman whowas nominated b theprsident o head th depariment was il 3roved b h
board of trustees. brive S0 pul .

The bourd ofFwstes &M &P L oo
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