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Academic and Employability Skills: Produce a reflective paper of 2,000 words, explaining how the learning in the module has helped you develop both your academic and employability skills.
Introduction:-
This is a reflective essay, looking at experiences of what I have learned this term and how I felt about these new learning experiences.  I will be talking about clauses, sentence structures, paraphrasing text when researching, report writing, how to write a curriculum vitae and a covering letter.  “Learning takes place in a sequence involving three inter-related stages”.  The Learning Model involves, Experience is about new encounters and conditions, Reflection is about new encounters and conditions by self and others opinions and Learning of new encounters and conditions (Hind and Moss,2005).
Description:-
In week four of doing level 4 in health and social care, I was introduced to Academic writing/ language and grammar: vocabulary, sentence structure and paragraphs.
Feelings:-
 I always thought of myself as having a reasonable understanding of sentence structure and paragraphs.  After all I had done this most of my life, through school, college and my entire work life.  I did not expect to have any trouble in this area until I realised there was areas such as a ‘clause’ that I had never put any thought into, yet I used it all the time through writing care plans.  But now I had to perfect my sentence structure from the start in order to write academically through essay writing as it was the main part of my assignments.
Evaluation:-
I now know how important clauses are and how they structure sentences.  Sentences consist of verbs, subject, always.  They can also include objects and adverbials but it all depends on what you want to portray in the sentence.  Writing assignments involves correct writing of sentences which is part of academic writing.
Analysis:-
According to Morgan (2017), there is no particular way of writing a standard essay.  Lecturers anticipate students to find their own style as they progress through university.  Lecturers have also got their own styles as they are expected by their work to write journal articles on research and theory.
Hinkel (2003), states that students have to have mastered the foundations of language tools such as grammar and vocabulary before they can accomplish academic writing.
Conclusions:-
Therefore in order to start writing academically, one has to brush up on the fundamentals of the English language basics such as grammar, vocabulary and sentence structure.


Action Plan:-
In order to understand sentence structure, one has to read up about clauses.  A sentence has at least one clause which is subject plus a verb.  A simple sentence has one clause.  Practice makes perfect, therefore the more you use sentences during academic writing the better you become at it.

Description:-
Paraphrasing is about reading a text a few times and then interpreting it in your own words.  It is important to do this in order to show your understanding of what your are reading when researching for your assignments.
Feelings:-
I had never considered paraphrasing as a form of writing.  We all use it when describing or telling a story in your own words.  I found out about this skill when I emarked on level 4.  It took me time to understand it and I feel like you have to have a very good standard of the English language.
Evaluation:-
Paraphrasing is important to show your understanding of what you are reading.  In order to do this you should have an oxford English dictionary when paraphrasing.
Analysis:-
Paraphrases are sentences or phrases that carry the same interpretation using different words. (Bhagat and Hovy 2013)
According to Keck (2006), paraphrasing is considered to be a vital part of academic writing by many.  Some hold the view that paraphrasing can assist students in avoiding copying from original texts.
Conclusion:-
Now I understand the meaning of paraphrasing information after reading. It is just like paraphrasing after you have listened to somebody tell a story.  For instance when one goes to see a councellor and gets to tell their story to councellor. The councellor has to repeat the message spoken to him in order to show that he has understood the message and also to show the patient that he has been listening. Academically is to avoid plagiarism and also to show understanding of what you have read.
Action plan:-
This is a skill that is worth having if I am to go on to do further studies and also if I decide to go into management or psychology careers.  I am finding this term has further helped me in understanding what paraphrasing is really about, showing ones understanding of what you have deduced from reading text.






Description:-
I have never really understood the lay out of a report until I embarked on studying on level 4.  I was asked to write a report of 2000 words and I was not sure how to start, although I had been given instructions on what a report was.  I had to read more literature on how to write a report and I am still not good at it.
Feelings:-
I still did not know how to begin writing a report, so I decided to read around how to write a report.  I was nervous about writing a report.
Evaluataion:-
I was happy to learn how to write reports because this is an integral part in health and social care.   I needed help how to go about it but being at this level of education, I had to find information on my own by doing research.
Analysis:-
There are all kinds of reports, for example a business report, academic report, newspaper report.  A business report document includes detailed information of work done, research taken and conclusions on research done.(Hind and Moss, 2005).
According to Hind and Moss (2005), you are required as a student to learn how to write reports because this is a requirement in assessment that you under take.  When this skill is gained as a student, it is desirable by many organisations and it is a vital skill for an employee to have,  It is important to your report writing skills to get good markd in your assignments but also for you future career.
News paper reports have to pull you in, they have to be catchy to entice you to read on. News stories report on anything and everything, so you can turn anything insipiring or extraordinary that happens to you into a news report (Faundez, 2007).
Conclusion:-
There are all different types of reports, it all depends on the context of the report you are writing.  I would like to master this skill of writing reports because it is something important in my line of work which is in health care.
Action Plan:-
I will continue to learn about different report writing and also read more about how to write a good report for further studies and my line of work.






Description:-
Curriculum vitae as it known and Interviews are a vital part of looking for a job.  Before you can get a job, you have to have a well presented CV before you will be invited for an interview.
Feelings:-
It is also a skill to wite a good CV that’s why we are taught about it in level 4.  I think the way CVs are written has changed over the years.  I have not had to write a CV for the last 15years as I am in the same job.  I can happily say that I grateful for having none of that stress.
Evaluation:-
If you have a good CV, it can get you an interview.  Therefore you have to put time and thought in writing you CV and must seek out the expertise from an outside source but that involves having to pay for it.  In that case just read up on what the best way is of writing a CV.  Its helpful that we have had some teaching on it on level 4.
Analysis:-
A CV is required to be assisted by a covering letter.  A covering letter is to give a brief summary of what is contained in the CV.  The key to writing a favourable covering letter is the capacity to write concisely and understably for the employer to be interested in you (Morgan, 2017).
According to Maund et al (2017), there is not one way of writing a CV.  When choosing a format, select one that makes your strengths stand out and your weaknesses down played.  Despite the format, you should always have you CV tailor made for each position and organisation.  Although formats vary, your CV should not be more than a page long and it must be visually captivating.  Most probably you will be applying for several jobs.  Consequently it is important to have a general CV which you can use as a copy for using to have a tailor made one for each position you apply for.
A covering letter: it gives a brieg summary of what is contained in the CV.  A key to writing a favourable covering letter is the capacity to write concisely and understably for the employer to be interested in you (Morgan, 2017).
Conclusion:-
Before you apply for a job, it is important to do some research on the company you wish to join.  With the internet, you can find out most of the information you need by googling any company.
According to Morgan (2017), one can contact the organisation directly by phone or through LinkedIn in order to ask the necessary questions. For example, what is the company’s approach in doing what they wish to do; does the company invest in training and developing their staff?; ,  what is it like to work for that company, are they friendly, staff turnover, job satisfaction; are there many rules and regulations or is it an easy relaxed environment?




Acttion Plan:-
Now that I know what to do when applying for a job, I will be observing all the above so I do not make the same mistake I made fifteen years ago.  Applicants also have a choice in deciding whether they want to work for that particular company once they have had an interview and have been given a position to start working for that particular company.

Conclusion:
This essay has discussed my learning experiences through reflection.  There have been areas that I thought I had mastered well but I was surprised that I had to relearn them all over.  I have also learned new skills for academic purposes.  Learning in itself is a skill, “all skills, no matter what they can be learnt”.  “you have to learn lower order skills, or basic skills, before you can progress to the high order ones”.  Human being have the capacity to master a diversity of contrasting skills.  From birth upwards you encounter new skills with each new social experience.  As you advance through life, relishing in a demanding career, you have to acquire fresh skills (Hind and Moss, 2005).
It is not about learning academically but you should be able to present your qualifications and skills on a CV with a well written covering letter to the next level of your stage in life.  After all the end result for most students is to find a job to sustain themselves in life.  According to Morgan, (2017), “graduate employers usually look for motivated self-starters: confident individuals who aare independent, who can lead and work with others, and who can add value to their business”.
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