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[bookmark: _Toc6935015]Introduction
[bookmark: _GoBack]This reflective report focuses over the skills I have learnt during the first year at University of Wales at Academic and Employability Skills course. The different basic skills I learnt could futher help me reshape my career path. In addition to this assignment it is required to discuss all the skills such as basic skills, thinking skills, people skills, personal skills,transferable skills, adaptive skills any many other things such us academic writing, referencing, reflective writing, notes taking and many others in order to understand the significance of each skill in my education, recent career and future development.


Thinking skills
One of the best and toughest skills I have ever grabbed in my life. Moreover, Sloane (2017) commented that thinking skills are helpful for increasing the concentration, focus and attention ability required for solving the complex issue. I have identified when I am assigned with a job-role of Risk analyst that without command over the thinking skills, an individual cannot concentrate on such activities, where, she/he needs to identify errors and flaws. 

-People skills
Schlegel et al. (2017) stated that communication skill is the most significant skill for surviving at any stage of life, whether school, higher education or at the workplace. From my perspective, leadership and team working are two skills that can lead my job-profile ahead of my career and expectations. Evaluating such situation and feeling has given me confidence to do much and much better in my life and career, furthermore, this evaluation has also helped me to say yes for each situation whenever I am further assigned with same job-role. Analyzing the feelings, I have identified that I need to take help of my colleagues, seniors, my friends, and others, who know and understand me well, in order to overcome of my introvert nature.

-Personal skills
This set of skills includes organizational, punctuality and time management, amongst all, being a good time manager can make your perfect from other two sides such as organizational and punctual. I often face difficulty whenever I am assigned with projects of deadline that deadline word makes me panic and I start stammering because I know I am not at all a punctual person. Whenever I face failure situation in terms of time management and being punctual with an organized time-schedule, I start feeling that how and when I will also be considered as an effective time manager. 

-Transferable skills
This set of skill also includes the written, listening, verbal communication, team working and many others. However, Assiter (2017) stated that the above skill needs to be upgraded time-to-time; else, rate at which success needs to be achieved will be slow. I have faced various incidents, where, I am assigned such jobs in which I need to use my transferrable skill socially, professionally, personally or at the school-level. While considering that skill at professional level, I have felt that I need to improve my transferrable skill specifically my communication, time-management and leadership skill for dealing different situations. This has helped me to boost myself for working over my leadership and time management skills in order to be at least a good manager in terms of managing my own time, my team-member’s time and the ones, who 
Analyzing such situation, wherein, I get a strong feeling that I need to work on my transferable skill, always reminds me those situations, where I face drastic situations such as failure one. 

-Adaptive skills
This skill I strongly need to develop as I am emotional individual rather than practical that has carried my job-profile a bit ahead behind my expectations. Adaptive skills always lead me to such situation, where, I can see my weaknesses such as my introvert nature, my communication issues, time management issues and many others.  
-Academic writing
This skill is the one that needs to be upgraded from the school level, moreover, academic writing I consider as such skill on which I have command. At my school-level, I usually have performed much better as compared to other skill. Furthermore, at the college-level, I have been asked for writing different stories, and I could impress my audience. 
-Referencing
Munn et al. (2016) commented that referencing skill refers to formal system, in which different rules including standard need to be followed in terms of citations and formatting. As I have grabbed command over my academic writing skill, hence, referencing is such skill that does not demand much hard works from my end as I have worked on this skill as well. 

-Reflective writing: 
Reflecting writing can be a reflection of my journey and experience that I have gone through either in my personal or professional life. I can say about this skill as one of my strongest points as I always have performed better whenever I am assigned with any task associated with reflective writing as I love to express my feelings and experiences of my journey. 
-Eisenhower Method
This method refers to as Urgent-Important Matrix that helps an individual deciding over along with prioritizing the tasks by importance and urgency (Shum et al. 2016).The above skill I could never feel free to manage, as this method is based on time-management. Hence, whenever, I am trapped in such situations where I need to manage my time, I fail to apply this method. After analyzing the above method, it is identified that all the tasks need to be evaluated by using the criterions as unimportant/important and not urgent/urgent along with put as per the quadrants. For applying the above-method into practical life, it is required to follow:
[image: ]
Figure 1: Eisenhower Matrix
(Source: Batra, 2017)

-Personal development plan
I tend to think about my careers and personal development as one of the ongoing process such as river flowing at a constant rate. At some situations, wherein, I am asked to develop my PDP, I can represent that, however, working on that plan, I find difficult to apply in my real-life practices. 

-Notes taking
Taking the effective notes within the tutorials and lectures is considered as an essential skill for the university study. I understand the importance of taking notes, when, I fail to remember such important points as I have a weak memory power.

-CV
I have learnt that a CV reflects the characters and abilities of what I learn, which make me a good and competitive employee. 
 This has  helped me to build my professional expertise along with help me for performing my job-responsibilities as well.  I can further update my resume effectively in terms of facing the interview session and I could further put more values onto my resumes. 

-GIBBS method
Most of the people find that they need to learn the best from their experiences (Al-Jubouri et al. 2019). If I do not reflect over my experience, and if I do not consciously think about how I could do much better in next time, then, it is hard for me for learning anything at all. I feel that this model is highly useful for helping my people making sense of situations at my workplace. 
-Analytical Thinking
It refers to the ability for collecting and analyzing the information, making decisions and problem solving. The strength has helped me for solving my issues and improving upon my overall productivity including success. I feel this skill to be utilized as the critical component regarding visual thinking, which can give me as ability for solving the issues effectively and quickly. 
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I have worked on these skills specifically my writing skills that have restricted my career path for being ahead of my competitors. However, listening skill I have learnt that if I enhance all the skills then, my patience level for working under pressure will also be upgraded. However, I already had a good writing skill, hence, at this instant. 
I have a strong gut feeling regarding the skills that if I could grab command over all the skills, then, all the skills could take my career to my desired destinations. The above-mentioned skills if I work further, then, I could analyze the feelings of my team-members by concentrating on their needs and demands. For example, when I am given a job-role of team-leader and I am expected for performing the best; however, being an introvert, I have failed in meeting the expectations of my management and seniors. At that situation, I have felt that I anyhow need to work at least on my communication skill, once I improve all the skills, I can definitely lead a team and be an efficient and effective team-leader.
I have enjoyed working over my basic skills including all, as I do not need to put much effort on brushing those ones. While enhancing the basic skills focusing over my writing and academic, and specifically the speaking one, I have been feeling that I could be a much better speaker if I could grab a command over my public-speaking skill. I have evaluated that my writing skill can help me to be a tough competition for others, as I have gained better rating when I am judged based on my writing skill. However, I have evaluated that my speaking skill could be considered as my strength. 
I can evaluate by considering these skills as an important one that if anyone works on his/her evaluation skill, then, he/she might be able to control his or her critical analysis skills, decision-making and problem solving as well. Analysis of all the skills has made me understood that if I work on my thinking skill, then, I could handle the most crucial situations, I can resolve the conflict situations by applying my ability of decision-making. Moreover, I could critically analyze any situations’ needs and demands based on which I could move further by meeting its needs and demands.
I can conclude that referencing skill is that one, which needs to be updated time-to-time as according to the author’s new styles and patterns, the referencing style always get changed. , I can further conclude that I need to be competitive in terms of being an efficient leader able to take situations at crucial situations irrespective of platforms whether professional or personal. For grabbing effective communication skill, I need to set objectives for giving presentation in front of my own people, and then the no, of people needs to be extended further.
After analysing each skill, it can be concluded that each skill needs to be utilized effectively and efficiently at different stage of my life. Moreover, I can differentiate the situations, where I had no idea about those skills mentioned above and the situations, where, I could finally grab control and command over the above-mentioned skills. Lastly, I could conclude that there are few more skills, which I need to focus for grabbing, as skills are almost a huge number of skills. 

[bookmark: _Toc6935018]Reference List
Al-Jubouri, A.H.H. and Al-Jubouri, M.H.M., 2019. The Effectiveness of Teaching in the Gibbs Model in the Decision-Making to Solve the Environmental Problems among Students of College of Education. Indian Journal of Public Health Research & Development, 10(1), pp.732-736.
Assiter, A., 2017. Transferable skills in higher education. Routledge.
Batra, P., 2017. Eisenhower box for prioritising waiting list of orthodontic patients. OHDM, 16(1), pp.1-3.
Munn, J., Coutts, R.A., Knopke, J., Grant, A.F., Bartlett, E.J. and Munn, J., 2016. The academic skill needs and competency of first year health science students: Views of educators. Journal of Academic Language and Learning, 10(2), pp.A32-A47.
Schlegel, K., Boone, R.T. and Hall, J.A., 2017. Individual differences in interpersonal accuracy: A multi-level meta-analysis to assess whether judging other people is one skill or many. Journal of nonverbal behavior, 41(2), pp.103-137.
Shum, S.B., Sándor, Á., Goldsmith, R., Wang, X., Bass, R. and McWilliams, M., 2016, April. Reflecting on reflective writing analytics: Assessment challenges and iterative evaluation of a prototype tool. In Proceedings of the sixth international conference on learning analytics & knowledge(pp. 213-222). ACM.
Sloane, P., 2017. The Leader's Guide to Lateral Thinking Skills: Unlock the Creativity and Innovation in You and Your Team. Kogan Page Publishers.
Yang, C., Zeng, C., Liang, P., Li, Z., Li, R. and Su, C.Y., 2018. Interface design of a physical human–robot interaction system for human impedance adaptive skill transfer. IEEE Transactions on Automation Science and Engineering, 15(1), pp.329-340.


Page 8 of 9

image1.png
®Don’t Do

What's neither urgent

nor important,

dontdoatall.





