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Introduction
Aims and objectives
The purpose of this assignment is to provide a reflection on my learning journey in my academic and employability skills module. In addition to this, by reflecting upon my learning experience, the lessons learnt are not easily forgotten but are reinforced for the purpose of skill development. Also, a clear account of the depth of my learning experience can be generated through the process of reflective thinking and writing. This documentation can then be used for future reference and practice.
Background 
Having worked for more than ten years in the capacity of administrative assistant and recently as a project coordinator and part time life coach, I decided to go back to the university to obtain a degree, add new skills and improve on the skills I already acquired from my workplace in order to increase my prospect and worth in the labour market. It was therefore a great delight for me when I found out that one of the modules, I will be studying is academic and employability skills. I knew going back to school was going to be challenging for me because it will involve a great deal of commitment, having to balance my work, family and academic life and learning new concepts, theories, and skills. I was excited and anxious at the same time. Nevertheless, I was able to deal with my anxiety positively and keep an open-minded disposition towards my learning journey. This was made possible because I had previously been exposed to a learning model described in (Morgan, 2017, p.37). This includes the four stages of learning a new skill namely unconscious incompetence, conscious incompetence, conscious competence, and unconscious competence. Armed with this knowledge, my perception of learning and developing new skills has always been that it is a journey that requires patience and perseverance.
Reflection on learning
In term 1, the first topic I learnt was on personal development plan. My tutor passed out personal development plan template and asked us to reflect on our short term, mid-term and long-term goals, and the resources that will be required to achieve those goals. I submitted this plan as an in-class exercise after filling it thoughtfully. For me, this exercise was not only useful but was relevant in helping me clarify what my goals are and charting a clear direction to follow in achieving them. Even though I had my goals and plans all made up but writing them out on the personal development plan helped me to think in detail on paper. The in-class exercise on my personal swot analysis was of great value because it helped me see myself in an objective manner. I became aware of strengths I need to leverage on, weaknesses I need to work on and opportunities I need to take advantage of. For example, one of the weakness I identified while conducting this analysis was procrastination. However, the subsequent lessons I learnt on time management gave me the necessary tools to deal with this weakness. By the second and third week, we had moved to time management as an essential skill for employability. We discussed methods and principles of time management such as Eisenhower method and pareto 80-20 rule. My tutor handed out to the class weekly and daily to do lists that contained columns for activity, time, time required and level of priority to fill out as an in-class exercise. The time management topic and in class exercise were particularly significant for me because part of the challenge I had before beginning my study was how I was going to balance my work, family academic life. Although I have been familiar with some of these concepts before, what made it relevant was that I was able to apply these methods and principles immediately and in a practical way to restructure my itineraries around my work, academic and family life appropriately. With the Eisenhower method, I was able to identify activities that were important, urgent and attend to them accordingly thereby reducing time wastage. All in all, time management skill helped me to become a better organized person and limit procrastination to a good degree. Although, I am still learning to apply these principles to get better. These initial lessons from week one to three were easy for me because they were topics i was already familiar with. However, they were timely, relevant, practical, and very useful for me because they served as a good foundation for the rest of my learning journey.
By the time I got to week 4,5 and the rest of the weeks, I found myself in uncharted terrain. We were discussing introduction to research skills and academic writing which involves summarizing, paraphrasing, and referencing. Apart from summarizing which I had done before in high school, paraphrasing and referencing were completely new to me. In fact, I had always thought that summarizing and paraphrasing were the same thing or at least similar ideas. However, I found out in class that the two ideas were totally different from each other. I discovered that paraphrasing is expressing another person’s idea in my own words while summarizing was compressing an idea or writing into a brief version. My tutor gave us many exercises in class to help us get familiar with the technique of paraphrasing. It was quite difficult in the beginning but as I continued to practice in and out of class, I understood the technique and it became easier for me to paraphrase paragraphs and even a whole essay. I particularly enjoyed the paraphrasing exercises because it had a hint of creativity since you could paraphrase one idea or writing in different ways. I found the lessons very useful in writing my end of term academic report. One lesson that I found difficult was referencing. Although I had written reports before at my workplace, it did not require referencing. In class however I learnt an academic writing without referencing could be investigated for plagiarism. And that plagiarism which is using another person’s work without referencing was a serious academic offense. This was emphasized repeatedly by my tutor. Therefore, I thought it was an essential and necessary skill to learn and pay extra attention to. We were introduced to and taught the Harvard referencing style. I found the exercise to be quite technical because of the differences in referencing specific resources. This was all confusing to me at first. Unlike other topics which I enjoyed and settled into quickly, it took me a while to understand. We had many in and out of class exercises, but I would say this is a skill that I am still in the process of familiarizing myself with. While I was writing my report last term, I had to keep going back the Harvard referencing guide to make sure I referenced my report the correct way. I believe as I progress in my study, referencing will become a second nature to me.
In week two of term two, we learnt about how to write a cv. This topic was timely at that time because I was in the process of looking for a job. I believed I could write a cv and I had just written one which I have been sending out to prospective employers without getting any response. During the lesson on cv writing, my tutor asked us to bring any cv we have written and see how we can improve on it by assessing it against the standard taught in class. This assessment was done with my course mates and the tutor and I received many useful feedbacks. I learnt that there were a couple of mistakes in the cv I had written. For example, I found out that an ideal cv should be about 2 pages long or just little longer. The reason for this is that recruiters have so many cvs to go through everyday therefore cvs need to be concise with essential information only. Mine was about 4 and half page long. Secondly, my cv was not tailored to individual jobs I was applying to. I sent the same cv to all the jobs that I was applying for. Also, I did not understand the importance and role of a personal statement in a cv. My personal statement was a paragraph of irrelevant information about myself and did not follow the standard of an excellent personal statement which should include who you are, the value I can add and what my careers goals are TopCV (2020). I made all the necessary corrections and noticed that I was getting more calls for from recruiters afterwards. Before our lessons on writing cover letter, I never wrote any cover letter when searching for job mainly because I did not know how to write one and felt it was a waste of time. I also believed cover letters were not necessary as long as I send my cv to recruiters. However, while it is true that not all recruiters request or show interest for cover letters during job search, most still require cover letters. According to Caroline M.L (2020), a survey conducted by Office Team showed that 86 per cent executives revealed that cover letters are helpful during the recruitment process in choosing the right candidate. This statement therefore suggest that it is vital to learn the proper way of writing a cover letter if you want to stand out among many job seekers. The lessons on writing a cover letter in class was very easy and straight forward because of the cover letter template that was provided by the tutor. The template was a useful guide in making sure the cover letter was concise and compelling which is what the recruiters are looking for. This lesson helped me readjust my perspective on cover letters as a job search strategy to sell myself and stand out among many job candidates. I have also continued to use the cover letter template in my job search whilst changing the wording to fit the job description. 
In week 6, we treated the topic analytical and critical thinking. This was a topic I was fascinated by and looked forward to. Analytical and critical thinking are important skills to posses in academics and the workplace because they are needed for problem solving and independent thinking. While studying, emphasis was laid on how we can develop our analytical thinking skills. Different activities were suggested and carried out. These include learning one new thing a day, regularly engaging oneself in brain games, join a book club, volunteer for a project, and sign up for an online course. In class we were given a challenge called the 9 dots to solve. The task was to join all the dots by drawing 4 straight continuous lines that must pass through each of the nine dots while never lifting pen from paper. It was quite difficult to solve. Although I made several attempts, I still could not solve it. When the tutor eventually revealed the answer to the class, I discovered the solution required me to literally think outside the box. Some of the ways I chose to increase my analytical skill as suggested by the tutor include learning the piano, engage more in brain game such as chess and enroll for a course in online trading. The lesson on analytical skills was useful for me because as a part time life coach, having an analytical mind helps me to ask the right question, quickly identify my client’s problem and come up with appropriate solution together. 
In our class on presentation and public speaking, we were introduced to the various components that make up an excellent presentation. These include behaviors such as showing enthusiasm, body language such as eye contact with the audience, natural gestures, speaking clearly, projecting one’s voice, structuring the presentation. We watched some videos of great presenter and speakers and analyzed what made the presentation great. These were things like engaging or empathizing with the audience, reiterating important information, good eye contact, knowing your subject and audience etc. I realized the skill of an excellent presenter require many components which can only be mastered by practice. One major area of concern for me was how to deal with my nerves. According to (Morgan, 2017. P, 193) people basically get nervous because as they put themselves forward to the stage, they become the focus of attention of an audience who will be scrutinizing them as they give their presentation and if anything goes wrong, it will be a damage to their self-image. Therefore, one can say being nervous comes from the primal need to protect our self-image. Personally, I have found out that the best way to minimize my nerves is to prepare ahead of time and rehearse as much as I can before going up stage and lastly to practice speaking in public when the opportunity presents itself. In the four stages of learning regarding this skill, I find myself on the conscious competence level presently. With much practice, I believe I can attain the unconscious competence.
In conclusion, I can say all the lessons and knowledge acquired over the period of term 1 and term 2 have been invaluable to me. They are practical skills that can be applied in the workplace, university and even my personal life that will guarantee success. 
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