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[bookmark: _Hlk68046884][bookmark: _Toc70866084]ABSTRACT 
This reflective report is for effects from Academic and Employability skills module into my transferable skill. What this module contributes to my skills how they improved and what I have learned from this module. In this report I will look closer to four from the module topics: Academic writing, Paraphrasing, Time-management and Reflection.



[bookmark: _Hlk68046987][bookmark: _Toc70866085]INTRODUCTION
Live is changing in times whit the development of technology and global challenges. Employability skills are those skills help people adapt to these changes and maintain their well-being, while contributing to society, productivity and economic growth. These days, people must have a variety of skills as part of them, basic skills such as language, math, literacy as known as transferable skills and professional or technical skills as personal development and learning skills.
Employability skills are the skills that are required at the workplace and while we manage and build up our employability skills to work and adapt to the workplace, we use our academic skills (Robinson 2000). Academic and employability skills are our tools to be good in our workplaces. In these skills we can find academic writing, time management, referencing, reflective writing, paraphrasing, summarising etc.
This report will be concentrated on the reflection of skills learned from this module to my own study and growth. It will also analyse time management, academic writing, reflection, paraphrasing.  
[bookmark: _Hlk68047138][bookmark: _Toc70866086]TASK 
This reflective report about improving my transferable skills in to the academic and employability skills module while learning. Reflective look using Gibb`s reflective cycle how the time management, academic writing, paraphrasing and reflection improved in my skills. 
 I am not organized person. all the time I was thinking how others can do that how they can be everywhere and make everything in the twenty-four hours did they do something more than me? Yes, they do know the time management skill. When this module introduced us the time-management everything gated clearly understandable for me.
Time management- is equilibrium between variety parts of your life and using your time productively. It is several time-management strategies which are known from most people.
Vilfredo Pareto (1848-1923) Italian economist creator of the Pareto Principle which says that 80% of effect come from 20% of the causes. this principle can be look like confusing but when you start to manage it in your life gives you perfect time management.
For example, when Academic and Employability skills module introduce me a Pareto principle, I feel little bit confuse because this principle and the way how was explained was confusing after that. I decide to give a chance for myself to learn about Pareto principle and try to practice that in my life and see how it will be work for me positive or negative. For me after I learned and try to understand Pareto Principle the method gives me effective learning without large effort to do that. Pareto method gives me the structure how to choose right source information to the causes. Instead of reading all books and literature and discover the proper information which is need I am looking for the reasons of my researches. The important details for me are much comfortable reaching and without time wasting. And now Pareto principle have a important position in my learning or studying life.  

 Another important name in time management strategies is Dwight D. Eisenhower, 34th president of United States from 1953 till 1961.Eisenhower excellently declared: “What is important is seldom urgent. Urgent equals ephemeral, and ephemeral equals unimportant.” Eisenhower establish priority matrix (SkillsYouNeed 2017). Prioritization of task for urgency and importance are separated in the four quadrants (Figure 1).			
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In the first quadrant DO FIRST are the urgent and important task-in here I put the task like pick up children from school which is important and urgent, and I must do that first.
In the second quadrant DO NEXT are less urgent but still important tasks here usually we use long-term plans I have my student task in this section.
In the Tirth quadrant DO LATER are urgent but less important task for me this are telephone calls, emails and documents. (FTL3 2011-2021)
In the fourth quadrant DON’T DO are not urgent and not important task here I don’t have to spent time here like Facebook watching TV playing games things that can distract my attention from DO FIRST or DO NEXT.
Academic and Employability skills module improved my transferable skills for time management. Previously my time management was completely different than this. The knowledge of the skills makes a difference in your life.
Paraphrasing is writing someone work (text idea) whit your own words. Paraphrasing is to transfer published writing and ideas by your own understanding and words without changing the meaning, this way you are improving that you understand the idea. Paraphrasing skill is common practise in Higher Education by students.						
To paraphrase a text, I can use following gaits
· Read and understand the text.
· Write the key word from the text. Do NOT copy the text.
· Change the structure of the text. Write a text whit my own vocabulary and keep the original text idea. I do that by changing grammar in the text - nouns to verb, adjectives to adverbs, change the sentences structure.
· Rewrite the text whit all the changes and check that the original idea is maintained.  
First when Academic and employability skills module introduce me paraphrasing I feel that topic really familiar I cans see paraphrasing everywhere in my live like when I was presenting and explaining my customers the products which I am using for them I was using paraphrasing from the companies introductions, when I was whit one of my friends and was explaining what other of my friends was said before I realise this all are paraphrasing. It is good skill to have but it is dangerous as well if you do not know how to use it properly. Paraphrasing is one of the long term-skills for me needs time and practice to be improved. I need to improve my English language to do good paraphrasing, I need to practise and get that skill improved by myself.
Academic writing is the writing in formal language in Colleges and Universities used by lectures and students. Academic writing is not equivalent to the used writing style for the different reason, whit the specific academic language and structure. The hight level of perfection and precision ruched in the years of transformation and growth. It is no one definition about academic writing every Autor uses his own vocabulary and sounds cautious. Most academic writing is affected by the logical model, which esteems objectivity and quantitative information. Formal language used for this writing is distinctive then the regular discussion, email, letters and the most papers. It is important to learn the specialist styles and technical terms to extend your vocabulary. Writers indicate that they are aware that nothing is completely certain. When you do academic writing, you must avoid using numbers they have to written in full instead using numerology, avoid apologies and asking readers questions or telling them what to think. Academic writing must be objective, impersonal, cautious and concise. (Stella Cottrell 2013)
Ones I have been introduced to the academic writing from Academic and employability skills module I feel really embarrassing that my English levels are so low and I think that it is my studying is end here I will not be able to go further because of my English levels. Academic writing is good skill but most of the hardest skill which I ever hear about you cannot make mistakes whit that writing and academic writing is far away from me that style writing I think needs time and practise needs high level English as well.
Although, academic writing is complicated for me I can think positive for that skill. Every beginning is hard but whit practise and improving my language skills in the future my academic writing fill be improved more and more in time. This is long-term skill for me needs time and practise. Some of the skills need long time to be improved and academic writing is one of them for me.
Academic and employability skills module introduce me one interesting topic -Reflective writing. This style of writing first is recognized in our day routine in our lives. Reflective thinking is everywhere around us when I do something or make something. After the action I have time to think what I have done or make and then I can find what I supposed to do or not. Following my act and thinking about that makes me to see what I must do next how to react on a same situation next time. This is how I understand reflective skills. In this report I try to use Gibb`s reflective cycle I hope that I done that well but before that I just want to introduce some of the reflective methods introduced to me by this module and make an explanation about each one. When I read and try to understand this topic it is seems familiar as well of course we do reflect all the times in our lives but we do not know that as a important task or method we know that by feeling and thinking we do that not on purpose our brain is working like when we have some action we just have thoughts after the action and fillings after that.
Reflective writing in academic style is the same method but whit different aspects, this skill is commonly used skill from students and journalist. Over the years this skill gets analysed from many theorists, philosophers, professors, psychologists and it is range of reflection frames structured from them.
· Gibbs 
“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated. And it is generalisations that allow new situations to be tackled effectively.” (Gibbs 1988) 
Graham Gibbs create a Gibb`s reflective circle in 1988 (figure 2). His circle is construction from 6 fazes where is a clear explanation of the reflection.	   														                                                                          
· Figure 2	
Description of the experience. (What happened?)
Feelings and thoughts about the experience. (What were your filings during the satiation?)
Evaluation of the experience, both good and bad. (What was good and bad about the experience?)
Analysis to make sense of the situation. (Why did things go or did not go well?)
Conclusion about what you learned and what you could have done differently. (What did I learn from this situation?)
Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate. (If I had to do the same thing again, what would I do differently?)
Gibbs reflection circle is perfect to analyse experiences. It is running for group as well as single experience.
· Kolb
Gibbs circle is based on Experiential circle created in 1984 by David Kolb. Hic circle is from four steps which are connected whit each other.
Concrete Experience - a new experience or situation is encountered, or a reinterpretation of existing experience.
Reflective Observation of the New Experience - of importance are any inconsistencies between experience and understanding.
Abstract Conceptualization reflection gives rise to a new idea, or a modification of an existing abstract concept (the person has learned from their experience).
Active Experimentation the learner applies their idea(s) to the world around them to see what happens.	
Kolb`s cycle is complicated for me now it is not useful for me I think I need time and more knowledge about this circle to improve it whit my skills 
· Driscoll
In this time from the methods or types of reflective learning I prefer Driscoll`s method (Figure 3). Created by Terry Borton’s questions in 1970 this method has a three simple steps. (All Answers. November 2018).
Figure 3	[image: ]






· What?
· So what?
· Now what?
When we ask these questions and we can answer them then we can learn from our experiences. If I make a small example:
What? – I start a Certificate in Higher Education Skills for the Workplace course.
So what? – My transferable skills will be improving, and I will study a special skill for employability.
Now what? – after finishing this course I will be able to get better job and improve myself.
In this report I used Gibb`s reflective cycle but in my normal day or live I prefer to use Borton’s reflective method because is more understandable for me and more useful as well.


[bookmark: _Hlk68048207][bookmark: _Toc70866087]CONCLUSION
[bookmark: _GoBack]In supposition I can say that Academic and Employability skills module has given me a theory and knowledge about the employability skills which I have before to learn about them like time management reflective writing. At the same time this module gives me a knowledge about new skills like academic writing, paraphrasing which are new for me and they are long-term skills for me they need time and practice to be improved. Obviously, I can see the difference between before and after the Academic and Employability skills how my transferable skills are getting improved in time and they will be improved more and more in time.
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