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[bookmark: _Toc89214577]INTRODUCTION
This reflective report aims to analyse the employability skills I personally developed within the Academic and Employability Skills module. The process of writing and previously conducting a research on the Assignment 1 topic related with the pros and cons of traditional class room learning versus blended learning was complex and required time and dedication. However, the entire process was a useful learning tool that contributed to the development of several soft skills such as time management, written communication, finding information and research skills, critical thinking, and digital skills. These transferable competences are crucial as they represent the basis on which further skills can be developed to increase employability and to be able to purse a successful further career. Hence, they will be discussed one by one in the main part of the report. Finally, a conclusion will be added to sum up the main points identified in the report. 
[bookmark: _Toc89214578]ANALYSIS AND DISCUSSION
One of the skills that I developed within the module was time management, a crucial competence that ensure success not only in academic context but also in the work environment (Drew and Bingham, 2010). Time management is a non-innate skill (Sainz et al, 2019), that normally is developed in an academic environment for two reasons. On one hand, the education prior to university is based on a rigid system that involves an annual schedule, daily homework, and almost weekly testing. Contrastingly, university classes are normally biannual, cover an extensive amount of information, and the testing is done through a final assessment or exam with an established deadline. Therefore, in order to be able to complete the assignment on time and successfully pass the exam, students must learn to manage their time efficiently between attending classes, work, leisure, and conducting research for the required assignment. 
Therefore, attending the lessons and preparing the assignments for the Academic and Employability Skills module required active planning and organising the activities so as to control the time, to increase productivity and achieve effective results. As a consequence, I considered necessary to use the 4Ds framework as the best suitable approach to organise my time. The 4Ds framework is a time management tool that consists in four actions that can be taken so as to use the time effectively: Do, Delete, Defer, and Delegate (Collins, 2018). Therefore, following the 4Ds framework I started working on smaller tasks on which I could build up the entire project. For instance, it was crucial to attend all the classes and to complete the class room activities that contributed to expand my knowledge on the topic. Following, I eliminated all the unnecessary activities that would interfere and negatively influence my performance. Subsequently, I considered necessary to postpone all the other tasks that did not require urgent handling such as other assignments with extended deadlines. Finally, I reassigned all the other important, but personal tasks to my spouse so as to fully concentrate on the assignment. 
Second, another useful skill developed within the module is written communication, an essential ability required in every context and every sector of the work environment. Actually, written communication is fundamental as much as oral communication (Roebuck et al, 1995), especially nowadays in a labour environment based more and more on emails, instant messaging, memos, business reports and more. Therefore, written communication is important from different perspectives. On one hand, it strengthens the image of the writer in front of the reader, because proper grammar, concise and clear sentences, and a well-defined structure demonstrate professionally and interest on the topic. On the other hand, effective writing eases communication, leaving no space for errors and misinterpretation. Moreover, developing written communication skills contribute to increment thinking skills that facilitate expressing ideas, rephrasing information, and the ability to construct complex opinions (Foster and Russell, 2002).
Hence, to strengthen my written communication skills I relied on Aristotle’s Rhetorical Triangle – a method to construct a persuasive argument using the three elements of rhetoric: ethos, pathos, and logos; in other words the writer’s credibility, the readers’ emotions, and the logical context/purpose (Roskelly, 2008). First, the ethos or the writer has a direct impact on the topic and how it is perceived by the reader; therefore it is essential to write clearly, with proper grammar and to support every statement with references from credible sources (Braet, 1992). Second, the pathos or the reader must be taken into consideration when writing because the written paper must meet the audience’s expectation by structure, vocabulary and grammar used (Braet, 1992). Third, the logos or the context emphasises that the argued ideas must follow a logical sequence with well-constructed arguments and counterarguments, as well as references to support the claims and increase credibility (Braet, 1992). Therefore, using the Rhetorical Triangle framework I was able to think critically about the topic and put myself in the position of the reader so as to make the best choices to support my research.
As a consequence, to be able to support the development of my written communication I simultaneously developed finding information and research skill. These skills are not to be underestimated because they are vital for the writing process as they allow finding the necessary information to support the claims made within the writing paper and to offer credibility (Willison, 2012). Hence, finding information and research skill encompass the ability to search, collect, examine and interpret information related to a topic (Willison and Buisman-Pijlman, 2016). Furthermore, finding information and research skills are not only useful in an academic environment, but they are essential in a work context too. First, research skills are directly linked with problem solving abilities because they contribute to the dexterity to search the appropriate information as an answer to a question or a problem. Second, research skills demonstrate the ability to pay attention to details, as during research a huge amount of information is encountered from which the researcher must extract the suitable parts that support his statements.
Therefore, to learn how to conduct effective research I applied the CRAAP test to all the sources I intended to use to support my claims within the first task of the assignment. CRAAP is the acronym for Currency, Relevance, Authority, Accuracy, and Purpose and was developed to check the reliability of the academic sources as with the advent of the internet and online research not all the documents are trustworthy and well founded (Blakeslee, 2004). The Currency refers to the timeliness of the information, when it was published and if the information is still current for the given topic. The Relevance emphasises the importance of the information for the given topic, otherwise said if it is related and of appropriate level for the needs of the writing.  The Authority refers to the credibility of the source of information, in other words the author and publisher and their qualifications. The Accuracy alludes to the correctness of the information presented including both reliable evidence and spelling and grammar. Finally, the Purpose highlights to what aim was written the given information. All in all, the CRAAP test was useful to learn how to evaluate the credibility of a source. 
Continuing, another fundamental skill developed within the assignment was critical thinking, a key skill necessary so as to study efficiently at university and to perform effectively in a work environment (Brink-Budgen, 2010). Therefore, the studying process is not only based on active listening and learning new content, but also on being able to examine and analyse a topic and ask the right questions in order to produce well-argued material (Brink-Budgen, 2010). Moreover, in an environment out of the academic context, critical thinking is one of the most important cognitive skills one can possess because it helps with the decision making process is situations that require lot of thought and analysis. 
Therefore, to improve my critical thinking I considered appropriate to apply Bloom’s Taxonomy of the cognitive domain during my research. This framework was elaborated by Bloom (1956) and who segmented the cognitive domain in six levels of objectives – Knowledge, Comprehension, Application, Analysis, Synthesis, and Evaluation. The framework was further revised decades later and divided as follows: Remember, Understand, Apply, Analyse, Evaluate and Create (Anderson, and Krathwohl, 2001). Hence, in order to improve my critical thinking my plan for preparing the assignment was to follow Bloom’s Revised Taxonomy. First, I focused on remembering the important information, otherwise said I engaged to identify and reproduce the theories and information discussed within the module. Second, my goal was to demonstrate understanding of the knowledge by trying to compare, rephrase and summarize the information. Third, I intended to apply the acquired information in new situation by trying to examine and interpret the data to reach to new conclusions. Furthermore, to analyse the knowledge I continued to compare and connect the several theories trying to integrate new information. The evaluation part consisted in trying to make personal judgement based on the knowledge acquired previously. Finally, the ultimate goal was to create new coherent collusion based on the information collected and analyse during the research. 
Therefore, critical thinking is a complex cognitive skill, fundamental in every context of life from university to personal life to work environment. The academic context is the main environment where students start developing this skill; however, its complexity requires time, self-awareness and a lot of practice until it can be mastered. 
Finally, the assignment had a decisive contribution in improving my digital skills. According to UNESCO (2018) digital skills encompass all the abilities to use digital devices, apps and internet in order to access and manage information. Therefore, in a society that relies more and more on technology the digital skills become crucial both in the academic and in the work environment. Actually, entry-level digital skills became a basic requirement at the same level with reading, writing and numeracy skills (UNESCO, 2018). There are numerous possibilities to develop digital skills, and the first approach for the new generation is Social Media as this communication channels become part of the life from the early childhood. Although, they are normally used for leisure and sharing content with friends, Social Media has become a crucial tool in digital marketing and understanding its dynamics increments employability (DMI, 2021). 
However, although I possess entry-level digital skills, conducting the research for the module’s assignment helped me improve more and to learn how to use the Search Engine for the specific purpose of finding information necessary in academic environment. Moreover, this assignment made me aware of the importance of possessing the ability to handle information and content effectively. In other words, I realised throughout my research that not all the information found online is reliable, and therefore, with the aid of several tools and techniques such as CRAAP it is possible to select the content that is trustworthy in academic context. Finally, I improved my digital communication skills by using emails with attached documents.
[bookmark: _Toc89214579]CONCLUSIONS
To sum up, the skills developed by doing research for the module’s assignment will bring numerous advantages for my future in the academic environment and further at work. The main skills developed were time management, written communication, finding information and research skills, critical thinking, and digital skills. The advantage of developing and improving this skills lies on the fact that they will facilitate my academic path, allowing me to use them as a basis on which I can built and add further skills so as to go towards a successful career. 
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ACADEMIC SKILL

	ACTION
	FUTURE ACTIONS

	Time management
	· 4Ds framework
	•	Create a weekly schedule;
•	Prioritise tasks;
•	Respect deadlines.

	Written communication
	· Aristotle’s Rhetorical Triangle
	· Get engaged in extra-curricular academic activities;
· Read a book per month.

	Finding information and research skills
	· CRAAP test
	· Verify sources;
· Read appropriate books. 

	Critical thinking
	· Bloom’s Taxonomy of the cognitive domain
	· Read at least one book per month;
· Exercise by trying to analyse and examine academic content.

	Digital skills
	·  Social Media
· Search Engine Browser
· Email
	•	Enrol to a course to develop mid to high level Digital Skills;
•	Keep updated on the newest digital trends on the market;
•	Practice daily.
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