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INTRODUCTION
The main purpose of this assignment is to reflect on the skills I have acquired while studying the ‘Academic and Employability’ module and to identify some skills gaps. This will be done by using (Gibbs) reflective model, and a Reflection of the skills I have acquired or improved on whilst learning. I will also be writing on the reflection whilst learning in the class.

Communication skills
I have learnt about communication skills and this has helped me to understand that communication is the way to success. For example, communication and interpersonal skills are cited as the most important criteria in evaluating job candidates. According to Kinnick and Parton (2005), I have understood that there are two types of communication which are verbal and non – verbal.
I have learnt that communication is very important at my place of work, that we need to communicate with one another. This can be through writing letters, emails and reports, handling conflicts and given presentations. This skill also includes the ability to listen attentively. 
Interpersonal skills
This is the skills required to build up a relationship and gain the understanding of different people. Knowing how to adapt my approach to other people, knowing how to deal with my weaknesses and criticism constructively and finally having knowledge on how to analysis skills. I have also learnt group team working skills. These include the attitude to participate and work with others in a positive, organised and collaborative manner.
Personal skills
 By learning about personal skills, I have learnt that it is mostly to do with the stress levels of myself and others. I must maintain an appropriate personal appearance and attitude to balance my work and personal life effectively, whilst also finding time to relax, develop, maintaining self-esteem and keep high confidence. I now know how to structure my own learning both in technology, awareness and developments.


Numeracy skills
I now have the knowledge of how to apply numeracy to practical situations. It is also vital that I can solve model problems mathematically, while also displaying awareness of commercial financial dilemmas. 

General awareness skills
I now have the knowledge of local and global politics and their effect on organizations, industries or sectors. I now have the knowledge of how to deal with ethical issues responsibly, if such arise at my place of work. I have also learnt that environment issues can affect me and my job roles. Having the ability of general awareness will help me be cautious of health and safety issues and will help me notice when basic first aid is required.
In my next class, the topic of writing a curriculum vitae, it was interesting because I have been writing such applications without the knowledge of knowing that it   is  a written overview of a person’s experiences and qualifications for a job opportunity, and has a particular pattern to writing it, such as having the ten points for the CV which are Name, Address, Telephone, emails and references, personnel profile, qualifications and training, work experience, and finally hobbies and Interests. As I listened to my lecturer explaining the module about a cover letter, I began to have a sense of knowledge that in a cover letter I am introducing myself with a CV by selling what I can give to the company, for example adaptable, focused, proactive, detail oriented, diligent, efficient, responsible, and result oriented. I noticed some skill gaps like writing a formal, semi-formal letters and emails by addressing the personal depending on the information of the personal or letter information, I will be sending it to. I can use these soft skills to describe my abilities, for example, Analytical and creative thinking, critical thinking, leadership, management and problem solving, team working, organisational and interpersonal skills.
Research skills; - 
On our next session at class, we were thought about Research skills, and at this time I began to learn that research skills were a collection of information about a subject and the methods of doing so are by asking, observing and finally researching. I learnt that there are two methods to conduct a research using Qualitative and Quantitative research, depending on the type of problem I will be investigating. Qualitative Vs Quantitative Research: Difference between them with examples & methods, [Online] Available from YouTube (Accessed 01 April 2019). 
Now what is Qualitative and Quantitative research? 
Qualitative research is to do with words, people talking and also can lead to a solution whilst Quantitative is to deal with numbers, like how many people, focuses on the problem at hand, whilst learning, I learnt about using the methods of Empirical and Non-Empirical to conduct a qualitative and quantitative research that is with Empirical is when gathering information through experiments and or observation which primary source (Quantitative) whilst Non- Empirical is already available which is Secondary source (Qualitative).

Research skills sources:

Examples of Primary source are Original Documents like I am writing down the information into a dairy and making Surveys.
Example of Secondary Sources is to do with someone else’s information put down already like publications, Textbooks, Magazines journals, articles etc.

The Research Process:
As the class went on, I learnt that when I want to carry out a research, I will need to follow this process, which is Pre -Empirical Stage,
Step 1, Define the Research or area, for example Education.
Step 2, Clarify the Topic like men or women i.e. primary, secondary. 
Step 3 Define the question e.g. males or females.
Step 4, Form hypothesis i.e. I say what I think.
Step 5, Research Design Quantitively.
Step 6, Data collection.
Step 7, Analysis and finally
Step 8, Form Answers.

I have learnt that there are several stages when conducting research and the success depends on how the stages are followed. For example, it is important to clarify the topic, like men or women i.e. primary, secondary.
As the class went on, I learnt that when I want to carry out a research, I will need to follow this process, which is Pre -Empirical Stage,
This has helped me to have the knowledge of detecting and knowing how to research and making good decisions while writing any report in any place of work or in general. 
PowerPoint Presentation:
Next session in class I learnt about PowerPoint presentation and it can be defined as what the user uses to create slides with recordings, narrations, transitions and other features in order to present information. it was very interesting to me due to the fact, that I had no knowledge of the things, I began to know at the time, most especially how to make the slides, I only need 6 lines, and 6 number of words required on each slide, the headings 32 and no sentences and also using Helvetica writing, finally how to give a nice colour to the background and inserting pictures  that have meaning with the presentation for example, if I am presenting a presentation regarding a product produced by Microsoft, I will have to have a picture at the background showing the product and some colours to make it look presentable as well. 

Analytical skills:
Having discussed this in class, I now realise that it is the mental process of helping you to gather information, articulate, visualize and solve complex problems. Manning (2014). I have now learnt that with analytical skills, you must be more observant, paying more attention to details, you also need to follow a process of step to step manner for concluding and finding a relation between two completely different objects to a situation, such as following the social effect is immediately felt (Patterson, 2014) which says that following the skill gaps Diverging which is gathering information, Deflecting which is assimilating learning styles or sense making, converging, drawing logic together and finally accommodating, fit it in. For example, If I am having difficulty with a situation, I can go for a walk in a park observe things around me, like watching a bird feeding. Ask myself try to determine what it is doing, and then ask myself why is it doing that? If it is eating seeds, is it being fed or hunting? Is the bird resting or watching? After observations, let them settle in my mind. The next day, write down my observations. Can I recall my questions and answers? 
This skill will be useful to me as a learner because I am now confident using this skill productively whilst observing situations both at work and during my day to day life. 
[bookmark: _Hlk7506457][bookmark: _Hlk7501032]Critical Thinking skills: as we went on learning, I learnt that a “Good critical thinking skills includes recognising a good argument even when we disagree with it and poor arguments even when these supports our own point of view”. Cottrell, (2005).
Diagram of the five skills of critical thinking 
[image: https://www.thebalancecareers.com/thmb/YxQVxqwTcQQLqaHzvtaMC6ERY10=/1500x0/filters:no_upscale():max_bytes(150000):strip_icc()/critical-thinking-definition-with-examples-2063745-final-5b74926346e0fb00503e3ab5.png]

Types of critical Thinking; Leonard. (2005)
Observation; there are two types of this, direct and participant.
Direct is when I do not engage, whilst participant is when I observe and may interact in the process.
Analysis; when I am to evaluate what I have observed
Inference; making conclusions based on what they assume to be true rather than what they learn.
Prediction; applying a method my inferences to essentially guess what will happen.
I also learnt that looking at the information at both sides, which means that I must weigh both sides of the information presented by following the what, when, who, where and why for any topic, issue or title, by description, analysis, evaluate. And mostly critical thinking is to do with a lot of questioning, for example, figuring out what the problem is, Analyse the problem, by looking into it, I need to look at it from a different angle and then finally pick one and solve the problem. 

Conclusion 
In conclusion I have learnt that using my communication skills and understanding my communication skills, applying my interpersonal skills, growing my personal skills, applying my numeracy skills with the regards to analysing data and solving my mathematical problems, having a general awareness of the requirements in my work place, as well as having the ability to carry out research, being able to sell myself using a CV and my covering letter, applying the principles of Quantitative and Qualitative research whilst writing reports and researching for data, also using the research skills especially applying the  pre empirical stage process. Altogether having the ability to analyse the data that I have gathered using my quantitative or quantitative skills will insure that my employability status will be reached greatly enhanced.
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