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Abstract

During the last semester of this module we were taught different topics that were based on academic and employability skills. The topics were presentation skills, report writing, summarizing, referencing, reflective writing, academic writing, time management and employability skills. This report will do a reflective write-up explaining how learning in the module has helped me to develop these academic and employability skills. This reflective write-up will also check whether there are any skills gaps that I have and also suggest ways to acquire or improve on them.



































1.0 Introduction

Academic and employability skills are necessary skills that every student and employee should have.  This module has taught me several academic and employability skills. This report will discuss the how learning this module in general has helped me to develop my academic and employability skills. This report will also show whether there are any skills I need to gain and how I can improve on them. This report will look at the academic skills I have gained, such as presentation skills, report writing, summarising, referencing and paraphrasing. This report will also look at the employability skills I have gained as a result of this module such as team work, communication skills critical thinking amongst others. Finally, this work will look at the academic and employment skills that I am still yet to gain and how I can acquire them. This report will be mainly based on my personal experience/observation and also use secondary data from books, articles, and websites that have written on academic and employability skills in order to assist me to improve on any skill gaps that I may have 

2.0 Methodology 
This work uses both primary and secondary research methods in writing this report. The primary research method is based on my personal experience/observation of the module so far and how it has helped me develop my academic and employability skills. It involved a reflective thinking of the topics I have been taught. For the secondary research methods, I used books, articles and/or articles that have written on academic and employability skills. The purpose of using them is to use them to determine the ways to improve on any skills gap that I may have.

3.0 Findings
Academic Skills
This module has helped me to develop some academic skills so far. Academic skills like presentation skills, report writing, reflective thinking and communication skills. I will discuss them one after the other.



(a) Presentation Skills
Presentation skills was part of the topics of this module for last semester. The teaching of this module helped me to know the right body language to use ln order to communicate my points well. It has also helped me to know the right volume and tone to use. The presentation skills that I was taught also helped me to gain confidence to speak in public or at least a small group of people. Therefore, I can also say it has improved my public speaking skills because I don’t know how to speak in public very well. During the time I was being taught this topic, I tried most times to practice speaking alone and this has also helped to improve my presentation skills

Also, the presentation skills I have gained in this module has helped me to be brief when trying to pass my message across. Before I gained this presentation skills, I realized that most times I may speak much or talk out of point. However, this topic has taught me to learn how shorten my speech and touch all the relevant area of my work. The presentation skills that I have also gained has helped me to organize my thoughts very well so that I don’t say irrelevant things and focus on the relevant things of the work.

The Oxford Cambridge and RSA (OCR) (2013) guide on presentation skills   listed what people should consider in order to do a proper presentation. They are:
(i) Planning the presentation such as knowing the audience, working within what you were told to present and knowing the type of presentation you want to give whether it is informative, demonstrative, persuasive or decision making.
(ii) Structuring the presentation such as gathering materials for the presentation and writing the presentation.
(iii) Preparing to present such as using knowing the venue to use and also the visual aid (whether flip charts, videos computers etc)
(iv) Managing the presentation such knowing the right body language to use, the volume voice and eye contact.
This module has given me good to presentation skills.



(b) Report writing
Report writing is an important topic which I learnt in this module. The topic taught me the importance of report writing and the right structure that it should follow. I learnt that a report may contain the following: Title page; acknowledgement/terms of reference; abstract; introduction; methodology; Result or Finding; discussion; conclusions and recommendations; references and appendices.  However, I also learnt that is no one right way of writing a report. Sometimes It depends on the subject and purpose of the report and also the audience.  I also learnt how to use headings, subheading and page number in order to help me organize my work and locate any part of my report easily.

According to Cottrell (2009, a report usually uses a first-person character such as (‘I’, ‘me’ and ‘my’, or ‘we’, ‘our’ and ‘us’ if you’re working in a team) especially when writing a reflective report like this. This is important because since this is a reflective report, I have been using the first-person character to describe how this module has developed both my academic and employability skills.

This topic has helped me to write my report for this module and other module using the structure and form I have learnt. Although I am still getting used to it, I can say that I understand the importance and when to use it.

(c) Summarizing 
Another important academic skill which I learnt in this module is summarizing. This skill has really helped me a lot to summarize information and data. The module taught me what a summary is, why I need to summarize and the main techniques that can be used for summarizing such as identifying the key ideas, taking notes, organizing my points in a logical order and linking them closely. 

I learnt that summarizing is a short clear description that gives the main fact and idea of a text, passage, lecture etc. (Hacker, D. 2008). Therefore, I can say that I have used the summarizing skills I learnt in writing my assignment for this module and other modules. It has improved my summarizing skills by helping me to state only the relevant information and remove every other information that is not relevant.

(d)  Referencing  
This module taught me how to reference materials properly both in the reference list and intext citation. I was taught how to reference information gotten from books, journals, websites among others. For instance, according to Harvard referencing style for books, I was taught to follow this guide: Surname of the author and initials; year of publication; title of book; edition; place of publication and publisher. For example, Cottrell, S. (2003). The Study Skills Handbook (2nd ed.) Basingstoke: Stoke

Furthermore, this topic has helped me to develop my academic skills because I now understand when and how to quote a passage, and the purpose of using a quote. Furthermore, this module has been helpful as it has assisted me in referencing my report for this module and all other module. I learnt that proper and accurate referencing is important to avoid plagiarism. It is a way of giving credit to the author of a work for an idea which is not mine.

(e) Paraphrasing
This module has developed my academic skill in the aspect of paraphrasing. I learnt the techniques of paraphrasing while achieving the same meaning using synonyms, changing word class and changing word order. I also learnt in the module that whenever paraphrasing, the sentence should always retain the meaning of the original sentence, have a different structure, be grammatically correct and also have the correct spelling (Bailey, S. 2011)

This academic skill has really assisted me a lot as I have learnt how to paraphrase sentences and information properly especially when I was conducting my research for this module and all other modules. 

Employability Skills
This module has helped me to develop some employability skills which I did not have. During the last semester, we were made to identify relevant employability skills that we need to develop in order to gain credibility in search of future employment. I identified oral communication skills as an employability skill that most employers are looking for. From the assignment, for this module, I realized that I did not have good oral communication skills and I had to learn the ways of improving this from the research I did in the assignment for last semester. The suggested ways are learning the art of listening: Writing down things to have a comprehensive and organising my thoughts about what I intend to say before speaking and also practice speaking alone 

Another employability skill that this module has helped me develop is the ability to think critically, analyse information and come to a logical conclusion. This skill is also as an academic skill because I have applied it in even when doing my research for the report in all the modules, I did last semester. According to Cottrell (2017) critical thinking gives us the tools to use scepticism and doubt constructively in order to analyse things better. It also helps one to make better informed decisions about whether something is likely to be true, effective or productive. 

[bookmark: _GoBack]Furthermore, this module has helped me to develop my team work skills. This is because we worked in teams and have group discussions about every topic we are working on.  We also had our different roles when we worked as a group. This made us to achieve our task easier and faster. According to Belbin’s theory on team roles, having clear role and responsibilities helps a team reach its full potential. This is skill will help me to develop my career because after my education I intend to work as a manager in the airport and this role requires team work with member of staff.. Also, learning in this module has helped me to know how to write a proper curriculum vitae (CV) and cover letter. This is important because it is usually required when applying for jobs.


4.0 Conclusion
This report has been able to go through how learning in this module has helped me develop both my academic and employability skills I also reflected on the skills gaps that I have and suggest ways you might improve on these gaps. Findings from the reflective report shows that this module has helped me to develop academic skills like presentation skills, report writing, summarizing, referencing and paraphrasing. Also, this module has assisted me improve my employability skills such as oral communication skills, critical thinking and team work skills. 
Finally, all theses skills that I have learnt in this module will help me develop my career in the future after I finish my education and also when I want to further my education.
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