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1. Introduction



With this report, I want to capture my thoughts on my knowledge acquired during the first and second term, in the subject of Academic and Employability Skills. From this learning, I have learned specific knowledge, skills, and competences.
The writing process I have used is based on the Gibbs reflective method. Our daily activity is not exempt from situations that lead us to a stress or conflict situation, I have developed both skills for employment and my social life, from a different approach to the one I previously had on my time management or a curriculum vitae.
Below I will explain the four most important and relevant skills for me to develop my report. I used to hear repeatedly about these skills, but after making a judgment about them, I have my ideas clearer and more precise.
















2. Description

I write this report to reinforce my acquired knowledge, and I also take it as a challenge. The method I use in this report is Gibb's Reflective Cycle (1988), through which I will reflect on acquired skills such as:
· Time management and Employability Skills 
· Academic Writing
· CV
· Public Speaking
There is currently an increasing demand for qualified personnel in the labour market; in many cases, employers must know that their workers know how to exploit their skills or competencies fully.
It was born in me an impetuous need to grow as a person and as a professional and that was one of the reasons why I decided to start this course at this University, to improve my academic and work skills. During these two terms, I have developed in several aspects, although it should be noted that I have also had to adapt to changes, such as receiving classes through the online platform.
3. Feelings 
When I started writing this report, I felt very confused, my mother tongue is Spanish, which is why I have many unknowns and insecurities. How should I start? Does this make sense? Questions like this go through my mind. The lack of confidence in me begins to emerge, and I think that I will not be able, but little by little I realize that when I start writing I fall in love with the moment and I can't just stop the ideas from flowing.
I love this space where I can expose how I feel, and it seems that I am not alone and as I continue with my work, I feel accompanied.
Now I understand that I am not mistaken when choosing this course, my lecturers have made me feel that I am not alone that this is not in the plan to memorize texts, and that is it. I like the analysis, delve more in-depth than the obvious, and this is what this report gives me.
4. Evaluation 
My evaluation at the time of writing this report has positive and negative variants. The positive thing is in the hours I have enjoyed in classes during the two terms; it should be noted that the lecturers were very open and understanding. In a somewhat monotonous way, they brought me closer to the objectives, and they taught me to analyse. In this way, I can write this report with reflective, critical, and analytical points.
One of the negative points, I think it was during this term, I lack that social contact, due to the social distance that the nation is going through. Even so, the knowledge acquired was very productive.
5. Analysis 
 
Below I will make an analysis of the 4 skills that in my opinion, were most important during the term 2, and will be crucial in my academic and work future in the short and medium-term.
5.1 Time management & Employability skills

I have heard about time management for many years, but it was during Term 1, with my tutor Tim H., where I understood and reflected on time management is the ability to use my time effectively, trying to find the right balance of my daily life, in different aspects, optimizing this resource to the maximum.
I have delved into time management techniques, such as setting priorities, optimizing means and resources, from an appropriate and efficient effort, to reduce significantly the "Waste of time". 
During term one we reflected on some of  several techniques of time management, such as a list of what to do daily, which helped me find that necessary balance in the short and medium-term to maximize my studies, personal life and socialize with my environment. We also take the Eisenhower method as a reference. We reflect on how important it is to be in control of our daily activities to maximize our time.
Keeping an organized workspace is very vital, sometimes I can  lose time if my  work or study area is chaos which makes it difficult for me to do daily tasks, these are one of the techniques I learned as well as planning in the short, medium or long term.

Some techniques of this skill are as follows
Empathy: Placing myself in someone else's position, taking into consideration their feelings or surroundings; this is gratifying.
Effective communication: In the rush of my day to day, I always had problems, because it seemed that I was listening, but it was not, I finally realized that I was wasting valuable time due to poor communication.
Eisenhower model:
A very relevant method that I also studied was the Eisenhower Method. Its creator was Dwight Eisenhower, this method aimed at optimizing and enhancing my productivity. It allows me to decide which task is urgent and which is not, what we must do ourselves and what we must delegate.
Example:
NOT URGENT
URGENT
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Plan it
DO
Must be done
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DELETE
Eliminate it.

DELEGATE
It to someone else








5.2 Academic Writing:  

This was one of the most critical skills, which is why you decided to access this course, in no small extent, guarantee the success of my academic future.
In term one under analysis in the classes understood that academic writing is a set of linguistic skills in the academic field, from there it has helped me to write small daily tasks or academic reports, the latter is one of the genres that most we face each other as students.

Writing for me has always been a complicated process, and to improve my skills in academic writing, it had to replace several aspects such as specific reading, selection of correct information.

These one has led me to deepen these the following aspects of a text.
· Form
· Contents 
· Purpose




Two of the tools I analysed was Paraphrasing and Summarising:


Paraphrasing
It is the explanation or interpretation of the content of a text or writing, in our own words developing a new version, trying not to incur plagiarism but with a more straightforward structure and easier to understand language, without generating changes in meaning. Paraphrasing is not a summary of the main ideas, and it is used to rewrite the same purposes in different ways.

Techniques used for Paraphrasing

· Change the order of the words.
· Changes in grammatical function.
· Change the structure of the sentence and use different connectors.
·  Do not change the proper names.

Examples:
“She angered me with her inappropriate comments, rumor-spreading, and disrespectfulness at the formal dinner table.”

“I was mad when she started spreading rumors, making inappropriate comments, and disrespecting other guests at our dinner.”

			 [Online] Available at: https://literaryterms.net/paraphrase/ 

Summarising
 It is the process of explaining or abbreviating very briefly and abstractly, taking as a reference the leading and most essential ideas of the text, be it a paragraph or a larger document. We are creating a more concise version.
Techniques used to summarize.
·  Read
·  Main ideas
·  Writing based on main Ideas
·  Writing between 20 and 25 of the original text
·  Review




5.3 CV WRITING

Is where I define my skills and abilities, it is also the first impression that a person upon receiving it, has on me. It is a coordinated set of my, necessary information, skills, higher studies, merits, work experience, hobbies, etc.
On numerous occasions, I had to write a CV. Still, in Term 2, thanks to the analysis we did in class with my Lecturer Anita Nan, I realized that I did not know how to write a resume correctly and that the idea that sometimes arises from looking for information in other sources is not always the best. I learned to “Analyse” step by step what I wrote in it, I never imagined how certain information influences a CV and that possibly on several occasions my interviews did not work because of my CV.
I used to have common mistakes, but I got some tips like avoiding some things, for example:
· Do not write my address. 
· No photographic.
· Avoid terms (like) (such a) in the Interest or Hobbies part. 

Example: “I like read or listen to music” 

With examples like these mentioned in class, avoid providing information that is not linked to the job you want to access, and it should be noted that in some countries like the U.K it is not necessary to attach a photograph or anything about my education before GCSE.
It is more relevant to add some more information about my languages, for example, the level I have and not to extend more than two pages in total.

5.4 Public Speaking

Public speaking is not easy at all, that is clear, but during my academic training, this can take up 40% of my work and final grades.
When analysing this specific topic I see that it is based on a lot of practice, I have had several opportunities to speak in public, and all the information and tips that I had were of little use when speaking, the nerves betray at the least expected and indicated moment.
Now, thanks to reflection in classes, I can divide my Public Speaking into 3 phases:









· Pre-Talk
· Talk 
· Conclusion 


· Pre-Talk
I need to capture the attention of the public from the first moment, so my dress should be formal, avoiding as much as possible anything that could distract or distract my audience. Arrive without haste and have time to prepare and start as I must convey tranquillity.
· Talk
During my presentation, 2 points are crucial: Speech and Body Language.
Speech: I must transmit as much as possible, tranquillity for this, I must speak clearly and naturally, without boring the audience, which is why mutual participation is essential.
Body Language: A daily contact arouses interest among the audience, in my next presentation I will put these tips into practice, I am sure that they will help me relax a little until now I had set a point to focus, and I felt even more nervous. If I have slides, it would be crucial not to be in front of them because it looks terrible, just like reading them, I will feel that I am not prepared enough.
· Conclusions
On several occasions, I gave a conclusion and said goodbye. Now I understand that this space is dedicated to listening to the doubts of the audience, so I must leave enough time in case questions arise.

6. Conclusion

Doubts arise at the time of concluding a report, for me personally I think that I could have incorporated more images regarding several points but I don't know if it would be the right thing, which is why I preferred a sober structure.










7. Action Plan 

If on another occasion, I had the opportunity to write this report, I would like to have the chance to express more points, more experiences to write about many more skills that are also important. This time the word limit forced me to leave a lot of information out.
I could also change the reflexive method, for another way that allowed me, not only to talk about my personal experience, something a little more technical, that helps me to evaluate these skills from other points of view.
In a next opportunity, I would like to be more prepared, and I want to increase in my short-term future, other skills that allow me to recognize, my mistakes to avoid wasted time, expertise in technology for example.

8. Conclusion

In conclusion, I have enjoyed every step of this report, I have gone back to the first term, I remembered many of those skills that I learned, I continued to advance in this second term and discovered more skills than I thought I did not have. But they are there, simply that they were asleep.
I am excited to know that I have many tools, such as a weekly or monthly diary that help me make my life easier, more practical, for many months I was wasting time, due to the lack of an organization, due to a deficiency in what they are my priorities, how important it is to have clear priorities, life passes and time happens too.
Now I have my confidence renewed because I will not make prevalent mistakes in my CV or a Cover letter, even in a job interview, without a doubt I have a new version of myself which includes: Trust and Security. If I could go back to study this Module in the future, I would not hesitate, nor would I hesitate if someone asks me for an opinion about the Module, so I must make others share about this experience.
I feel like I am closing a cycle, but at the same time, I'm opening myself to a promising future in which I'll be a little more capable. 
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