







[bookmark: _Toc58946025]Executive Summary
This report on Academic and Employability module is aimed to help students develop the study skills they need, and provide them with the strategies for effective study in higher education. In this reflective report I have discussed how I approached to develop the relevant employability skills and academic skills including report writing, reflective writing and critical thinking skills. I have also discussed how I have used Gibb’s reflective learning cycle model to develop these skills. Thus, I have reflected on my learning in this module so far, and how they have contributed to my overall learning journey. I have discussed how my learning journey has been influenced throughout the coursework. The knowledge and skills that I have gained by learning on the topics of employability, report writing, reflective writing, analytical and critical thinking and cover letter, have added more value to my learning activities, and the way I proceed with my journey through the higher education. This piece of work should contribute to my personal development plan. 
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[bookmark: _Toc58946026]Introduction
The following report is aimed to help the students build the relevant study skills and provide them with the strategies for effective study in higher education. This reflective report also aims to equip the students with the ability to take responsibility of own learning and gain competence and confidence as a future job candidate. Here I have reflected on my learning in this module so far, and how they have contributed to my overall learning journey. More specifically, in this part of the report, I will discuss on five topics that I have learned from this module, including employability, report writing, reflective writing, critical and analytical thinking, and cover letters.
[bookmark: _Toc58946027]1. Employability
One of the most important things that I have learned from this module is employability. Before starting this module, I did have a general idea of employability. The way I understood this term is that a person needs to build on their employability to get hired at the desired job positions. I knew about the definition that says, employability refers to the attributes which make a person adequately capable of getting and maintaining a job (Menz, 2020). However, after going through this module, I realized that employability is actually more than just getting a job. I have learned that it is an attribute and a set of achievements that a person should have to be in the desired position and occupation (Carnegie et al., 2019). 
I also had the idea that a university degree will suffice to be employable in the future. However, now I know that I need to do more to remain competitive, achieve my goals, and engage in student experience. To further enhance my understanding, I have looked at some research articles on employability. The study conducted by Arshad Faruq and Senudin Adilovic (2015) suggested that students should choose a degree-orientation which would make them more capable of working in different professional areas or jobs since the sectors nowadays have become more competitive, and they require workforce that are more adaptable and flexible (Skoyles, Bullock and Neville, 2019). Employers also draw their attention to good personal qualities such as work ethics, learning ability, commitment and determination. In today’s competitive scenario, employers’ emphasis on the person organisation fit rather than the traditional means of screening such as educational achievements or work experiences (Farouq and Adilovic, 2020). Therefore, to fulfil the needed criteria of employability, I need to be dynamic, adaptable and determined. 
Under this topic, I have also learned about the future of job sectors and how the changes will affect the standards of employability. Various studies indicate that digital literacy and tech savvy qualifications will become more important than others as organisations upgrade their systems and processes with the advanced technologies (Skoyles, Bullock and Neville, 2019). 
[bookmark: _Toc58946028]2. Report writing 
I have also learned about report writing in this module. Previously, I thought that it should not take much effort for me to learn about report writing since it is something we always do as part of our academic activities. However, after going through the materials handed out to us in this module, I realized that there are lot to cover to be more effective with report writing activities. 
Previously, I only knew how to structure a report with different elements including executive summary, introduction, discussion, headings and subheadings, conclusion and bibliography. But after going through the learning activities in this module, I have learned how to apply analytical skills when discussing topics in the report, how to summarize ideas from other sources to include in the report, how to make critical discussions in the report, and how to write the introduction and conclusion in a more meaningful way. 
Studies suggest that one of the common mistakes that many students make when writing reports is that they make those more descriptive and less critical or analytical (Tsingos-Lucas, Bosnic-Anticevich, Schneider and Smith, 2017). A report should be presentation of information, facts, ideas and arguments based on the topic on which the report is being written (Smale and Fowlie, 2015). Previously, when I used to write reports, I would also focus more on the descriptive aspects rather than the analytical aspects, which affected my scores. Then I reflected on my mistakes, and took notes from the instructor’s feedbacks to be able to improve my report writing skills. I now realize that report writing is an activity that is also required at the jobs. An employer expects his/her employees to be able to write reports that reflect on the organisational or departmental conditions so that the decision-making process can be easier. Reports therefore need to be very comprehensive and information based. Data presented in the reports need to be well referenced so that the audiences can confirm any part of the discussions with the source of actual information (Tsingos-Lucas, Bosnic-Anticevich, Schneider and Smith, 2017). Last but least, I have learned to keep my introductions appealing so that the readers would be encouraged to go through the task, and the conclusions very informative and summarized so that the overall idea of the report can be well communicated in a few sentences. 
[bookmark: _Toc58946029]3. Reflective writing
 First of all, the definition of reflective writing that I would refer to is that “reflective writing is an analytical practice in which the writer describes a real or imaginary scene, event, interaction, passing thought, or memory and adds a personal reflection on its meaning” (Vishnu, 2012). Learning how to write reflectively has been an important part of this module. This definition helped understand the concept of reflective writing in academic and employability context. The theories of reflective writing that I have studied include Gibbs (1988) reflective cycle, Kolb's (1984) learning cycle, and Driscoll's model (1994). 
The reflective writing approach that I can best relate to is Kolb’s learning cycle, also known as the experiential learning cycle. It is a simple four stage model- starting with the concrete experience from doing something or being in a situation, then making reflective observation on the experience, then making abstract conceptualization as I learn from the experience, and finally utilizing my learning into practice through active experimentation (Carnegie et al., 2019). 
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Figure: Experiential learning cycle (Carnegie et al., 2019)
For example, after receiving some feedbacks on my first attempts with a reflective report writing task, I had later reflected on the experience by recalling what my supervisor said to me and the mistakes I had made in the task. I acknowledged that when writing the reflective report, I failed to state precisely what learning I have gained and how it contributes to my learning journey. This abstract conceptualization added to my knowledge of reflective writing, and when I started to write the report again, I was able to top my previous performance. 
However, I have also learned that reflective writing is not just limited to writing about my experiences and classroom activities. Even when I am writing a business report, reflective writing becomes relevant because I need to reflect on the learning I gained through practical observation of scenarios. When I am writing a report on the performance of a business organisation, I need to write with reflections made on my personal observations of the business conditions. Therefore, it is actually one of the key academic and also employability skills that a student should learn at the very beginning of their learning journey (Farouq and Adilovic, 2020). 
One of the research articles that helped me learn about the practical implications of reflective writing is titled “Using Reflective Writing as a Predictor of Academic Success in Different Assessment Formats” authored by Cherie Tsingos-Lucas and Carl R. Schneider (2017). The findings of this study state that “reflective-writing skills are found to be a predictor of academic performance in some formats of assessment: written examination; oral assessment task and overall score for the Unit of Study (UoS)”. Therefore, the success in a significant proportion of academic learning activities are linked to a student’s reflective writing skills. However, the study also suggested that reflective writing skills do not predict the academic success in any video assessment task. 
[bookmark: _Toc58946030]4. Analytical and critical thinking,
Analytical thinking enables a student to think analytically, reflect analytically and write analytically on any specific topic relevant to his/her study subjects. Analytical thinking is often related to critical thinking because critical thinking is “the analysis of facts to form a judgment” (Pitan, 2016). A critical thinker is able to make unbiased decisions with factual evidence. In terms of employability, these are very important topics to cover because analytical thinking is required to solve various work-based problems on different occasions, whereas critical thinking is required for solving problems that involve one to consider the issue from different perspectives and use a negotiating tactic to bring out the best value from the decisions (Skoyles, Bullock and Neville, 2019). 
I must say that before starting this module, my knowledge of analytical thinking and critical thinking were quite vague to say the least. In fact, I used to think that both are interchangeable terms (Smale and Fowlie, 2015). However, now I know that these are much more than that and these are part of one’s academic and employability skills which increase the person’s value in the job market and success in their career journey. 
Reflecting on my analytical and critical thinking abilities, I should reflect on the incident when I was required to solve a problem in my team when we were working on a group project. On our first group sitting, we were thinking about how to apply the theories we learned at the classroom into describing practical scenarios. But none of us could solve the issue that day. Thus, the concrete experience we had in that session was quite unsatisfactory (Vishnu, 2012). Then later I started to think about the experience and tried to determine what went wrong. I realized that we were not applying the key principles of critical and analytical thinking- which include gathering complete information, define all the terms, question the methods that we have gathered data with, looking for assumptions, and examining the bigger picture. Thus, with my reflective observation, I was able to come to an abstract conceptualization of the issue. Later when we had out next sitting, I suggested how we should structure our group project by starting to think analytically and critically, applying the principles of these. Then we had better outcomes from that group meetings. 
[bookmark: _Toc58946031]5. Cover letter.
Writing a good cover letter was always a big challenge for me. This module helped me learn how to write a good and engaging cover letter. However, I only got the clearer understanding of it after I had gone through a process of reflective learning. This happened when I was applying for a temporary job posting that I found on Indeed.com. I had to write a cover letter for the mail I would write to them. Although I tried to do my best to design a submit an attractive resume, but I failed to deliver with the cover letter, and therefore, I got no reply from them. Later I made a reflective observation on the experience, and I had noted that the cover letter I wrote to them, was clearly missing some key points which could have intrigued their interest. Therefore, I searched for some ideal cover letter samples, and tried to imitate those. Thus, I made the abstract conceptualization of learning how to write a good cover letter, and later when I was writing a different cover letter, I got positive response from the receiver. 
Studies reveal that in many cases, the employers don’t even check the resume if they don’t find the cover letter to be engaging and unique (Tsingos-Lucas, Bosnic-Anticevich, Schneider and Smith, 2017). Therefore, I now know that I need to focus more on the style of writing when I write one of these letters. 
[bookmark: _Toc58946032]Conclusion
Academic and employability skills module is important for students who have embarked on a learning journey to get the best out of their career prospects and personal potentials. This module adds substance to one’s learning journey. The knowledge and skills that I have gained by learning on the topics of employability, report writing, reflective writing, analytical and critical thinking and cover letter, have added more value to my learning activities, and the way I proceed with my journey through the higher education. However, to make the best out of my learning on these topics, I need to utilize the acquired knowledge into practice.
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