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Introduction
The purpose of this report is to reflect on the academic and employability skills I have acquired while studying for this module and the skills I need to improve on.
 
Description
As a student at UWTSD, I have been asked to write a reflective report on the acquired skills and skills gaps I have learnt about. 

Communication being one of the skills I have learnt, I understand that it is a very important skill to have in a business environment.

” Most businesses are made up of a series of interactions with other people. Clients, customers and colleagues alike all rely on communication in the workplace.

Effective communication is important in business because it can help increase productivity, reduce the potential for error and facilitate understanding among colleagues.

Good communication in a business includes written skills as well as speaking skills, and nonverbal cues as well as physical cues. 

Those in charge of the business need to be skilled in effective communication and know when to employ the most effective communication forms.

I understood that the beauty of this written form of communication is that I am clear on the message and it is literally spelled out for me.

I am clear on what I need to do, it saves time, and, of course, in any workplace time is money.

The importance of communication is that it will allow me to feel that I am being heard, which makes any workplace run more smoothly” (www.bizfluent.com, why is effective communication important in business, November 02, 2018).


Leadership skill is one of the skills I learnt about and why it Is a good skill for me to have in a workplace.
It shows assertiveness and confidence to lead a team.

“Initiative: Often good leadership skills make me more likely to have a good sense of initiative. This means I won't wait for others to tell me to perform tasks or actions.

I will be forward-thinking and as a result more prepared to deliver solutions to problems that arise.

Innovativeness: Leadership skills will improve my ability to find new ways of doing things in an organisation.
 
I will be driven by the ability to change or re-invent common practices, all of which can serve to benefit an organisation.

Pro-activeness: Leadership skills will improve my ability to be proactive, Leaders do not just plan to do they do so this will make me identify as being one of the most reliable and productive employees.

If I can successfully execute written plans into practice, I will be showing that I am able to take control of situations rather than just responding to them”
(www.elevationnetworks.org 
why leadership skills are good in the workplace, 28 April 2016).

Teamwork skills is another skill I learnt, you need this skill in a business environment if you want to affectively get tasks done and to have good professional relationships with my co-workers.

“Why is teamwork important? It doesn’t mean everybody doing the same thing or everybody being able to do each other’s jobs. It’s more a means to a synergistic way of working, where the sum is greater than the parts. 

Properly managed, teamwork maximizes strengths, bringing out the best in each team member.

 These specific, possibly unique individual strengths are then complimented by the strengths of others, or of the team as a unit”
 ( www.the happy manager.com, why teamwork is important, 2007).

I have been analysing computer and technical skills this is an important skill for me to have because these days you need to have basic computer skills in your job role.

“Computer literacy is the knowledge and ability to use computers and technology efficiently. 

Computer literacy can also refer to the comfort level someone has with using computer programs and other applications that are associated with computers. 

The precise definition of “computer literacy” can vary from group to group.  However, “computer literate” often connotes little more that the ability to use several specific applications (such as Microsoft Word and Microsoft Internet Explorer) for certain very well-defined simple tasks. 
 
Computer literacy is considered as a very important skill to possess. Employers would want me to have basic computer skills as many companies become more dependent on computers. 

 Many employers try to use computers to help run their company faster and cheaper, Computers are just as common as pen and paper for writing and for many applications. 

Computers are preferred over pen and paper because of their ability to duplicate retain and erase information”
(www.csplacement.com, Why Computer Skills Are Important in Achieving Academic Success and Improving Retention,2018).

 I have analysed that having a strong problem-solving skill can make a huge difference to my career and how I would manage my team.

“Problems are at the centre of what many people do at work every day. Whether I will be solving a problem for a client internal or external.

Or supporting those who are solving problems, or discovering new problems to solve, the problems I face could be large or small, simple or complex, and easy or difficult.

A fundamental part of every manager's role is finding ways to solve them. So, being a confident problem solver is important to my success.

 Much of that confidence comes from having a good process to use when approaching a problem. With one, I can solve problems quickly and effectively.

 Without one, my solutions may be ineffective, or I'll get stuck and do nothing, with sometimes painful consequences.

defining the Problem is key to a good problem definition is ensuring that I deal with the real problem not its symptoms. 

For example, if performance in my department is substandard, I might think the problem is with the individuals submitting work.

 However, if I look a bit deeper the real issue might be a lack of training or an unreasonable workload” (www.mindtools.com, what is problem solving,2005).

I have been analysing the efficiency of time management, In every work industry an employer looks for staff who can make optimal use of the time available to them on the job. By time saving this will save  organizations money and increases revenue. 

Managing time management is different for each person so you must find what works best for you.  


When I learn and maintain good time management skills, I'll find freedom from deadline pressure. 

Time management is the process of organizing and planning how to divide your time between specific activities.

Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight, and pressures are high. 

The highest achievers manage their time exceptionally well.

Good time management requires an important shift in focus from activities to results being busy isn’t the same as being effective. 

Spending your day in a frenzy of activity often achieves less, because you’re dividing your attention between so many different tasks”
 (www.mysharepoint.com, what is time management,2010).

Feelings 

When I first started learning about the different types of employment skills I through it would be challenging to learn new skills, but I have been pleasantly surprised that it has been an enjoyable learning experience.

Evaluation 
The good thing about my experience in developing new employment skills is that I now have the confidence to take what I've learnt and implement it in a workplace environment.

The one bad experience I had was a student in my class who got moved into my class from another class for being disruptive and unbearable and came to my class doing the same things but even worse.
 
This was very chaos for me as a student trying to listen and learn, because he would take over all the lessons by challenging the lectures and his class mates.

 He was a very rude person which caused heated arguments with most of the students, he made it not a nice environment to be in as I was always on edge and he was unpredictable.

 The last straw of his acratic behaviour was when he argued with the hole class then as he was leaving, he picked up a chair and went to throw it at a student.
 
This resorted in him being kicked of the course even though he should have been kicked of way before this incident for all the previous other scary and horrible things he was doing.

 In this process I have enjoyed learning new employment skills, I would say I have had challenging moments but have always been able to get a good outcome.

Analysis 
I have analysed that having these skills will get me further in my career and will make me someone that an employer would want in their business and co-workers would want in their team.


Conclusion
There are many ways of getting vital information, what I could have done better is did more research.
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