BMSW4001 ACADEMIC AND EMPLOYABILITY SKILLS Task 2



Student’s Name: Andras Szucs 1915302



Course: Certificate in Higher Education: Skills for the Workplace Group 1



Teacher’s Name: Adesewa Ajayi



































Introduction
The key reason for learning is gaining knowledge and experience in the field of study an individual focus on. As such, a learner must know whether they have gained the required knowledge, skills, and experienced at the end of the course. I have learned that Academic end employability skills is important for any learner today because it helps promote problem-solving approaches and skills. For information, it helps an individual to develop skills in forming opinions about a subject, evaluating sources making decisions, performing analysis, critical thinking, and note-taking. With such skills, Academic end employability skills act as the basis of learning any subject. During the lectures, the teacher made numerous professional lectures aimed at imparting various knowledge and skills to students on how to do different things for one to emerge as a good learner. 
One of these topics is note-taking. Note-taking is one of the most interesting topics that I did not know before enrolling in a higher education class. However, at the end of this class, I gained numerous aspects, skills, and knowledge that make me believe that I have the best knowledge and skills to take notes anywhere in any class or course. The teacher emphasized the key technique and tip of taking notes for academic purposes and those when attending a meeting or social gathering. The first tip I learned in the class about the note-taking technique is writing phrases and not writing full sentences.  The teacher stated that many a time, the speaker would not be repeating words or phrases when they communicate; hence one needs to write down keywords that they may need to get the idea of the point.  As a such, I have gained much knowledge when taking notes as I always use very few words as I skip unnecessary wording such as “the” “a” that do not bring additional meaning to the point the speakers were addressing.  
Moreover, I have learned that to be a good note-taker, I must take the notes in my own words. This calls for paraphrasing key ideas of what the speaker is saying so that it makes sense to me and that I can easily remember the points when I would be reading them later.  In connection to taking notes in my own words, I have also learned in Academic end employability skills class that it is important to structure my notes with heading and subheading and number them to make them clear and easier to understand. Therefore, I always use heading to indicate the main topic under discussion and subheadings to indicate subtopics while using numbered lists to make them clear and easier to follow.  The use of a numbered list always helps me outline to distinguish major from minor points of discussion. 
Another important note-taking tip that I have learned in Academic and Employability skills class is the purpose of taking notes. According to Chang & Ku (2014), being clear about why an individual is attending a meeting or talk will help them to be attentive to grasp what they want to learn.  For example, when taking class notes, the objective is to get all information about the topic and pass the exams and acquire the necessary skills and knowledge. Therefore, I always think of my notes to guide my learning and development after a given class or event. Besides, I always circle words or phrases or use a different colour to mark an important point that I would need when revising.  
During the course I have learned Pareto`s 80/20 rules that one of my favourite subject. I have learned this rule in my class during the course first time, and I found it gripping subject. This is a very simple however very powerful management tool and versatile. It can use practically in a wide range of area, one of the most important tool to use in business to make decisions, as it widely can be used in our everyday life. Pareto`s principle is invented by Vilfredo Pareto who was an Italian economist. His rule the 80/20 often used in decision making.
Another important topic I have learned in this subject is reflective writing. According to a study by Hughes & Suritsky (2019), reflective writing provides the writer with an opportunity to give an account of what they have learned and how or experiences they have gain in a particular course, class, or subject they have attended. I have learned the core techniques and important factors to consider when composing reflective writing. One I learned that the author principally looks at the experiences, skills, and knowledge they have gained from a class, a seminar, or a meeting they have concluded.  Composing a reflective essay is to give a stage to the writer to relate a specific beneficial encounter or investigate how they have changed or gained from those encounters. The teacher during the class session states that the format of reflection may be different, and change based on the intended interest groups or audience. I also learned that reflective writing could be either academic or highlight an overall composing piece for a magazine. Despite the differences in focus and importance of reflective writing, the format always remains the same. One feature of reflective writing emphasized by the teacher is the focus on personal growth. Any reflective essay must show personal growths or experience the author has gained during the course. The reflective gives the learners opportunities to understand themselves and their behaviours better. 
As you approach settling on your exposition's substance, you need to remember that an intelligent article is profoundly close to home and pointed toward drawing in the peruse or target crowd. Furthermore, there is substantially more to an intelligent exposition than simply relating a story. You should have the option to reflect (more on this later) on your experience by showing what it meant for your ensuing practices and how your life has been especially changed subsequently. 
At the beginning stage of reflective writing, I further learned that I should consider some significant encounters in my day-to-day existence, especially when taking courses. Such encounters should include events, experiences, skills, and approaches that have truly impacted my skills, either absolutely, negatively, or both. The aspects are the envisioned or imagined encounters resulting from a course's gained experience. For example, a student can use the knowledge they have learned from a course to imagine a given problem and provide an effective solution. The last aspect is the extraordinary item or spot. This relates to an individual who affected you or something you have watched or perused. For example, when I am needed, reflect on the experiences, and impacts the subject or course have had on me and my academics and note the results. Therefore, I have learned that the experience's outcome is particularly significant in a reflective article since missing it out and you will essentially be narrating.
Furthermore, I have learned from the informative Academic end employability skills class that a reflective writing requires critical thinking to know how attending a class or taking a course has benefited you. An individual must think critically, or else they would state things that they have not learned or gained. According to a study by Chang & Ku (2014), reflective writing involves attempting to ‘stand back’ from ourselves to see ourselves and our patterns of behaviour more clearly.  This means that individuals must evaluate themselves to find out their weaknesses or strengths after attending a given class or taking a course. One must assess themselves to discern the kind of knowledge and skills they have gained during the period they were adding a class or taking a course. 
Hughes & Suritsky (2019) explain that it is very difficult for most people to consider their own beliefs, behaviours, or actions objectively. These researchers further affirm that if an individual think that it is hard to think or evaluate themselves equitably, they should have a go at utilizing the third individual. In other words, I learned that when writing about myself, I do it as if I were writing about another person, I had been observing his behaviour, actions, and responses. Furthermore, I learned that keeping daily record made it easier to recall and make accurate notes.  This is because memories fade, so it is good to have a record to look back on when the time comes to write up my reflections. I find it easier to write everything that I have learned with the journal's help.  Therefore, attending the class has helped me learn about reflective writing. 
I have also gained a lot of information about analytical and critical thinking. According to Puspita et al. (2017), analytical thinking refers to examining the information to check whether the facts presented follow the logic and identifies causes and effects. Through analytical analysis it, I can competently collect and analyse information, solve various problems, and make decisions. One of the analytical skills I have learned the problem sensitivity that refers to an individual's ability to identify problems and difficulties and propose the best ways to solve them. Attending this class, I have sharpened my problem sensitivity skills since I can identify a problem in my class or any missing information and propose how to solve them. 
Similarly, through this course, I have acquired other analytical skills such as survey, reporting, oral communication, written communication, and conducting a presentation. These are a key component that is used in academics. For example, through Academic end employability skills class, I have learned the importance of active listening in class and outside. Through active listening, an individual can understand properly what the tutor is teaching and what other people are saying in various scenarios. I have gained many creative skill sets, such as budgeting, brainstorming, collaboration, optimization, restructuring, and predictive modelling. 
More importantly, through critical thinking, I have gathered skills in data collection, analysing the collected data, creating inferences, organizing, and sorting data and findings. Rimiene (2017) explains that being objective is a fundamental part of critical thinking. Moreover, I have gained much about observation as a data collection method and analysing problems. 
	Important to mention, in this class I acquired the ability how to write CW and cover letter. There are many writing and structure choice available. Sometimes can be challenging which one is the good choice for the certain position. In this class I learned how to write the right type of CW how to organize it, how to build the structure of it. The structure of the CW an important point in order to have a better position when the HR sorting out the sent in CW-s. It was interesting for me to learn about, what is the procedure in the HR office when they checking the received CW evaluating them and then base on what viewpoint they are calling for interview the potential nominee.
Lastly, through the classes, I have learned many things. As a student, academic writing is an important part of my success in my school performance and my career development. For example, I have learned many information academic, essays and report writing.  Furthermore, I have learned how to perform research paper and presentation, which forms the key parts of the methods through which students communicate and show their academic prowess in a given field. I have learned how to use primary evidence and published sources when writing an academic paper to avoid plagiarizing another person’s work. Again, I have gained knowledge of various formats used when writing different academic papers. For example, essays, report writing, and research writing require an introduction, main body, and conclusion. 
Conclusion
From this study, Academic end employability skills is indeed a building block for any learner to excel in other subjects and courses because it provides learners with it provide students with enough basic knowledge that would help them learn quickly. Moreover, I have learned more about notetaking. At the end of this class, I gained numerous aspects, skills, and knowledge that make me believe that I have the best knowledge and skills to take notes anywhere in any class or course. I have also gained academic skills such as report and essay writing, among others, by the end of the course. Many interesting tool was introduced for instants Pareto`s 80/20 rule. One of the very important skill, how to write a good CW and cover letter I have learned. I have also learned a lot of experience and knowledge on reflective writing, analytical and critical thinking. 
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Appendix:
My note taking lesson:
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My Pareto 80/20 rule note:
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