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INTRODUCTION 

There are many forms to learn professional skills, and education is one of the best ways to 

get: knowledge, abilities, proficiency, etc.  

In every job it is paramount continue learning, for that reason I started my studies in Higher 

Education skills for the workplace “Health and Social Care”, because modules like Academic 

and Employability Skills could help me improve my weaknesses and help me to get my 

objective of becoming a child welfare social worker. However, into the module there are 

more helpful sections depending on each individual and career chosen, in my case 

Academic writing, Time management and cover letter writing, being the most important 

learning tools to acquire the necessary knowledge for my future professional career. On the 

other hand, oral presentations are a great challenge for me, since English it is my second 

language, therefore, public speaking is another import learning tool for myself in this module. 

TIME MANAGEMENT  

I could say that time management is a fundamental tool to take advantage of managing 

study or work hours in a more efficient way, during this module I have learnt how to manage 

my time during my study’s hours, my working hours, and even my personal life, using the 

three basic principles:  

Avoiding time wasting; I have learnt to separate my personal life from my professional life 

during my study hours, avoiding checking social media during my breaks, or even letting my 

contacts know what my study hours are so I was not interrupted during them and that they 

could only call me in case of emergencies. 

Focusing on the objective appropriately; I know how to recognize what is the most 

important things in my daily routine, I create daily my to do list, and I start doing my tasks in 

order to avoid mixing them by prioritising each one. 

Using energy efficiently; during this module, also I have learnt that the human being has a 

natural body clock, that indicates the hours of highest performance. I learn how to work more 

efficiently during those hours avoiding unnecessary strain the body and mind, basically 

working smarter not longer. 

After leaning the basic principles, and as a perfectionist person that I consider myself, I have 

learnt another important concept in time management. What is important in a job well done 

on time without the need to be perfect, in the book First steps towards effective time 

management, Forsyth, P (2013) used the phrase “they didn’t want good, they wanted it on 
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Wednesday” as a clear example is not to focus on perfection but delivering on time. Another 

important concept that academic and employability skills have taught me about time 

management is knowing how to delegate part of the work to other people, since is 

impossible to do everything by myself. For example, when working as a team or between 

colleagues is important to find a middle ground, because it is not about refusing to perform 

tasks all the time, since it can break the balance of the team, however it is not about 

accepting everything that arises at the moment since I could end up doing more than my fare 

share. In the case of working with a boss, it is necessary to make him understand that I am 

not willing to carry out tasks outside of my responsibility simply because his position allows 

him to give orders or because he wants the tasks to be done instantly. Forsyth, P (2013). 

ACADEMIC WRITING 

Writing an academic report is, in my case, one of the most difficult parts of each module due 

to English not being my second language, as I am not fluent yet, obviously the type of writing 

in the reports or in the power point slides must be more formal. This is something more 

complicated in my case since I am lacking experience on academic writing, as I only used 

this type of writing to send emails on my workplace. Fortunately, academic writing was very 

helpful during my classes at the beginning of the term, teaching me a better grammar, 

sentence structure, and how to create paragraphs in academic style, something necessary 

to create my reports during the course, and essential in my current and future jobs.  

On other hand, having attended English workshops through the support offered by the 

University to non-native students, and the constant work I have done during the search for 

information working on my assessments, have helped me to improve my writing skills and to 

acquire more vocabulary. Therefore, I do completely agree with the reflection made by Day, 

T (2018) in section 12.1 “cycles of learning” where he explains that writing an assessment 

for a degree program is not only about writing the required number of words in the correct 

way to get a good grade, it is also about learning and reflecting on what I did well or badly, 

and what I could improve next time, since academic writing is the way to express oneself 

and converse with other people non-verbally, and in most workplaces is one of the most 

used tools to share information between professionals, shape decisions to be carried out, 

and a long etc, either in a usual way on paper or digitally. I am aware that in just ten weeks 

that this term has lasted, it is not long enough to improve my level of writing in English, 

however I will carry on working on it as till now. Although it is soon to say, both myself and 

my colleagues at work noticed my improvement, and a big evolution when it came to writing 

emails and reports at the workplace, so I can say that personally academic writing it is one of 

the most important subjects of this course.  
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COVER LETTER WRITING 

Professionals use to include a covering letter as an introduction of the CV, basically to show 

the recruiter their skills and knowledges. Before starting my studies in higher education, I 

never included a cover letter with my CV when I applied for a job, but now after dealing with 

this topic in class I understand that it is something that makes a difference if the appropriate 

guidelines are followed. Obviously cover letter writing is not a tool that is used every day at 

work unless it is a job related to human resources, however it is essential when it comes to 

getting access to an interview or it can even mark a difference when it comes to get that 

desire job. As a personal experience, I was able to verify it two weeks ago during a job 

interview, when the employer told me about the qualities that she had read in the cover letter 

that I included along with my resume, which I am sure helped me to project a better image of 

myself, and to make a difference from other applicants.  

As I learnt in class, when I wrote my cover letter, I included several aspects of my skills 

focussing on the needs required on the job which I did apply for. In this case, I applied for a 

position in a school as a school assistant, so I had highlighted my previous experiencing 

working alongside a professional dietitian. This school pays a special attention to kid’s 

nutritional meals, not allowing unhealthy foods during the school lunch hours. I mentioned 

this due to my findings on how this school empathise healthy eating. I spent a few hours 

searching for those important topics for them and linked it to my previous experiences and 

skills on my cover letter. Also, I avoid irrelevant details during my cover letter writing, I did 

not write any negative comments about previous jobs, and I showed total disposition for 

work, following the advice of Leigh, J (2013 p 79). 

Thanks to all those topics learnt in class I was successfully hired for this position, and I do 

believe the cover letter was a unique selling point in my interview process. 

PUBLIC SPEAKING AND GIVING PRESENTATION  

Speaking in public has always been one of my weaknesses, although in private I am a very 

talkative person, I have never had good communication skills when speaking in public, not 

even in my own native language, so the individual presentation for Academic and 

employability skills module was a great challenge for me. However, after a hard job 

preparing my power point slides, I prepared some notes relating to the topic “My intended 

career in child welfare social worker” but even memorizing the content of my slides and my 

notes, at the beginning when I tried to practice in front of my partner I blocked myself, and I 

was not able to make a fluent speech, for that reason I started watching videos with the 

intention of not failing in my presentation and to overcome panic, little by little I was able to 

do it better and better, so on the day of the presentation I was able to give my speech in a 
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fluid way, I know I made some mistakes that I will have to correct in future presentations, but 

in general I managed to gain confidence in myself, and the most important I have been able 

to recognize some faults in order to continue improving. My face to face attendance to 

classes has also been a plus point when it comes to losing the fear of speaking in public, 

since it has helped me to overcome all the barriers at once, and in my opinion the fact of 

being in person in front of colleagues and of the lecturer, it is a double pressure that if I do 

not overcome now it will cost me more work to overcome in future jobs specially related to 

social care worker, due to the public exposure that this type of worker has to exercise for any 

procedure that must be carried out in the workplace. 

CONCLUSION 

In this module I have learnt how to use different tools such as Time management helping me 

to make better use of my study and working hours, Academic writing learning how to prepare 

academic reports, cover letters or even making power point slides, furthermore, I have 

developed better interpersonal and inter-professional skills, understand what my 

weaknesses were in order to improve them, and of course, it helped me to create a personal 

development plan, necessary to continue advancing and improving my skills. On other hand, 

the academic support from the university during the workshops has been pleasantly 

beneficial to me, considering that I lacked computer knowledge, and with the disadvantage 

that English is not my first language. The feedbacks from the lecturers during the classes 

and workshops has been crucial when it comes to identifying my mistakes in order to avoid 

them in the future at my workplace, also I would like to mention apart from the theme of this 

module, how beneficial it is to have an oral exam in the form of a presentation since it helps 

the interaction between students and the fact of losing fear of public speaking.  
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   C SS   S    S 
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and children 

                         workers  ust do a co petent work with co 
workers 

                is the  ost i portant skill to use ti e
efficiently in e ery  o 

1 Creating a daily routine  planning daily working hours to i pro e the 
results 

   rioriti ing the  ost i portant things   t is  etter to do one thing well than 
 any  adly 

   rgani ing a schedule including daily tasks  creating a to do list to work 
 ore efficiently 
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fro  personal duties 
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  nter professional skills  capa ility to work in a tea  

  nterpersonal skills  e pathic and patient 

  ecision  aking skills  good deter ination 

  i e  anage ent skills  good organi ation 

   ility to keep a healthy  alance  etween professional   personal life 

            

  eed to i pro e acade ic writing 

  ear of talking in pu lic

  eed to i pro e digital skills 

               

  ossi ility of working for the go ern ent and pri ate co panies

  pportunity to work and help people at the sa e ti e

        

  isk of failing a pu lic presentation 

  isk to present pro le s working with new technologies

                         

                                            

  ttending workshops, reading  ooks and preparing reports 

                                         

  atching  ideos, practicing pu lic presentations, using languages 
exchange apps 

                                       

  ttending workshops, colla orating with colleagues in groups 
presentations 
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