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Introduction 
 
   The aim of this report is to write a reflective paper on both the Academic and Employability skills that I have acquired during the course of my studying the module Academic and Employability Skills. In this report I will be talking about different skills that I have learned, these skills are Communication Skills, Interpersonal Skills, Personal Skills, Time Management and Research Skills. I will also talk about how these skills have helped me or will help me in the future. Employability skills are skills that are needed by a person in order to make them suitable for work and are also known as transferable skills meaning these are capabilities that are valuable across many different jobs and careers.
   The Gibbs’ Reflective Cycle is a style for emerging and constructing a section of reflective writing. When writing a reflective paper on your own experience it would be essential to include what happened (description), why did it happen, your feelings (analysis) and what did you learn (outcomes). (monash.edu,2018)


Communication Skills  
 

    I have learned about Communication Skills. This skill in particular has helped me to deal with conflict in and outside of university. I am now able to negotiate better with people from different backgrounds and cultures, whereas before I would find it quite difficult to work with or communicate verbally and or negotiate with them if problems arise. 
   This skill has also helped me with my oral presentation that I had to do with several of my peers for another module last term. It will also help me with my upcoming group presentation for a different module on this course. I am also now able to listen to and interpret various different information and use this information when needed. This skill has helped me so much and I have learned to follow instructions carefully. I think this skill will be very beneficial for me in the future when I am looking for jobs and attending interviews. I has also learned to write letters (formal and informal), which will help me in the future when I am writing cover letters for jobs that I have applied for. I now have the capability to communicate efficiently in numerous ways for example by text messages, by emails and communicate orally. I am now also able to listen carefully as my listening skills have improved and now have the capability to obey instructions and deliver criticism. I have learned how to write formal and informal letter and emails from my lecturer, as well as writing my Curriculum Vitae accurately and appropriately. I am now able to write a covering letter for any prospective jobs in the future.
   




Interpersonal skills         

    Interpersonal skills are the way people interact with one another. This module has helped me a lot with my interpersonal skills, which has helped me with negotiating in many different situations and I am now able to persuade and put forward an argument and stand with that argument in a relevant manner. This skill has helped me with my group and team working abilities. I am now able to contribute and work with different people in a better way than I was able to before doing this module. I have learned to be more considerate of other people’s feelings than I was before. The Academic and Employability Skills module has made me learn to be more encouraging and include other people’s thoughts and ideas while working in groups and teams. My problem-solving skills and my ability to think analytically have improved significantly since studying this course and especially since doing this module.
  These skills are what we use each day whilst we correspond with individuals and in groups. Individuals with convincing interpersonal skills are regularly well-off equally in their private and professional lives. Interpersonal skills involve a broad mixture of skills. Most of these skills are based over communication which includes skills like understanding body language and listening. They also involve the qualities and abilities related to emotional intelligence and being capable of understanding the emotions of others as well as your own emotions. (Skillsyouneed.com, 2011-2018)

Personal Skills

  I have learned to deal with my stress levels in and outside of my university life for example, dealing with my children and family as well as doing my assignments and the stress of preparing presentations. In my opinion I have a good sense of responsibility as I am a mother of three children under the age of sixteen and I am able to set goals and prioritise which tasks are more important than others. I am now able to do my own research successfully using online materials and books, but I feel I can improve on this further, this will help me in the future when I am doing my degree. I now am also able to take charge in evaluating my learning for this module and this course. I feel I am reliable, dependable and responsible in carrying out and fulfilling my duties and tasks but not too much together. My self-esteem and confidence levels have also gone up considerably. I believe that by the end of this course I will be ready for the next level of my studies which is level 5. I am also able to listen very well to other people’s problems and give advice accordingly, I am one of the first individuals my friends come to when they need advice, as they feel I am able to listen to them very carefully without being judgemental. I feel I have a positive attitude towards people, and my people skills are very good. I am also able to take initiative and do my share of work when I am working in groups. I am now able to be fluent in groups and effortlessly share my ideas, which will be very helpful and resourceful to me when I have finished my degree and I am in employment. My negotiation skills have developed further during my studying of the module Academic and Employability Skills. Working under pressure is something that I can improve on in the future. Carrying out several duties together and being open to change are things I can also improve on.
  To cope with stress efficiently is vital to workroom achievement. Employers remain constantly in support of employees that are able to handle some demand and are therefore able to work when under stress and difficulty. Maintaining their sentiments that arise from stress under power for example, uneasiness, worry, dissatisfaction, sadness and fury is essential if one is to escape difficult situations and disagreements. Not disregarding that stress, irritation and disapproval cannot just wreck work routine but furthermore destroy the whole group or team of employees. (Raouna, 2017)  


Time Management


   I have progressed my Time Management skills more than I did before doing the Skills for The Workplace course, in particular the Academic and Employability module has helped me with this skill. I have learned about the 80/20 rule, which is also known as the Pareto principle. This rule was introduced to me by my lecturer of the Academic and Employability Skills module. I have learned to manage my time better for doing my assignment work using this 80/20 rule. I have learned to understand through this rule that in one day I do not have to be stressed about doing everything thoroughly. It has helped me to prioritise the main things that need to be done first and foremost. This skill has also helped me to understand that I need to not multi task, rather to finish off one task before starting another task. I have also learned how to organise things by writing a list and putting things that need to be done first on top of the list. I have also learned to avoid postponing things for example starting to write my assignments as soon as possible, and I believe this will be very beneficial to me in the future not only for when I carry on with my studies for my degree in business and management but also for when I choose a career path. However, I feel as though I need to improve my skills at being calm when I feel there are too many tasks that need doing together. And allocate my time and use that time effectively when I need to be somewhere. I can also balance the time requirements for different aspects of my life.
   In certainty, Time Management is not an actual thing as it is not a thing that can be completely controlled by anyone. As time is always there irrespective of what we do or do not do, and the clock keeps ticking away whether an individual think they can actually manage time or not. Not a single person can take away or add to time as it is a predetermined supply. It is actually a matter of how one can use their time efficiently. Student life includes doing numerous duties starting from being present in lectures, doing assignments, reading and so on and so forth. It is time, that is needed to complete all of those tasks that I have mentioned successfully, and almost always a lot of time is needed as a student for these tasks. Any person that is not able to manage their time efficiently will not do well. (Morgan, 2017)  
  
   
 




  Research skills  

     I have learned how to do research using online material for example Google scholar and to use peer reviewed articles and I have also learned how to use the university online library. I did not know how to utilise online resources for my assignments, but after starting this course and especially the module Academic and Employability Skills in particular I have learned a lot and my research skills have progressed considerably. My lecturer has taught me how to research using textbooks, newspapers and online resources and then reference the research using the Harvard style of referencing, to avoid plagiarism and how to paraphrase if I use text from books or the internet. I am now able to write reports using information I have found doing online and textbook research and am able to analyse many forms of evidence from different sources. I believe this set of skills will be very beneficial to me in the near future as it will be necessary for me to do research and use it in any career path I choose to take after my studies. Moreover, it will be beneficial to me for my further studies and I believe there is always room to further develop my research skills.
   


Conclusion

  On reflection, I feel my confidence in a variety of settings have improved. For example, smaller groups for presentations and wider lectures. I feel that I have contributed well to group tasks and presentations and I have become a very good team player. However, I feel that I can develop my skills further and take lead on more group tasks for example, if more group presentations were needed on this course. This would improve my confidence further. I can also further my knowledge and confidence in using online resources like Google scholar and also resources like Outlook to web browse for research.
  In relation to any skills gaps, I strongly feel like I have developed many interpersonal skills during this course. However, like with most things there is always room for improvement and development. Therefore, it is essential that I improve my Communication Skills and become more adaptable. I would like to take my knowledge and skills and put into practice first hand for example, volunteering and work placements for this will develop and will add to my Employability Skills making me more employable.
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