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1. Description:

Researchers have found that reflection can improve understanding of the context you work in, transform perspectives, deepen understanding and help you re-appreciate the job you do (J. Glaze, 2001). In this essay I will describe five skills, which reflect what I have learnt about academic and employability skills during my lessons in term one and two: paraphrasing, referencing, report writing, summarising, time management, the structure of a good CV and the importance of cover letter, reflective writing, critical thinking, presentation methods and public speaking. There are three reflective models which have been covered in this module: Gibbs ‘Reflective Cycle’ (1988), Kolb’s ‘Experiential Learning Cycle’ (1984), Driscoll’s Model (1994, 2000). Personally, I feel more confidence with Gibbs model, and I will use it in this assignment. 

2. Feelings:

When I faced with academic language and skills which belong to it I was scared and I did not feel comfortable, but my lecturer  explained what to do, how the method functions and then I felt more confident which leaded me for more interest of the lessons. I have learnt many useful strategies to develop myself, such as how to use different word classes or synonyms, being clear and straightforward, and how to organise my tasks to achieve my goals in different terms. I must say these skills are not only for the workplace, it is very useful in my life. 

3. Evaluation:

The primary purpose of evaluation, in addition to gaining insight into prior or existing initiatives, is to enable reflection and assist in the identification of future change(Sarah d. T., 2002).During the lessons I struggled the most with paraphrasing as I did not have the required range of vocabulary to be excellent in this skill. I started to read more articles, news where I could find the formal writing with high class of words. With a marker I underlined the  words and sentences I was not familiar with and at the end I copied to my notice, translated and learnt them. That was the way to become better and better. It was hard for me, because I have not read many articles before, only if it was necessary.
My favourite part was the time management. Since coming to London, I am organised and well prepared for the next day. During one of these lectures I realised I already own this skill. Since the last lecture of Time management, I am more focused on my studies and I perform better at work. I have assisted my colleagues in their daily routines at work, ensuring the best possible management of time and execution of tasks.   


4.  Analysis:

I will in this section describe and analyse five skills I have acquired and consequently, I will assert how I have developed these skills and what my strongest and weakest points are.
1. Paraphrasing:
The paraphrase helps place the argument of the source into perspective or to explain it in my own words. Thus, it is more than a summary of  main points and rather. Paraphrase means a restatement with other words to the context of a text or passage. I learnt how to change the structure, using synonyms, different word classes and using my own words. The aim is to keep the original meaning with different words. It is useful, because It gives me a clear enough interpretation of the source to write in my own words. This is significant, as it shows me and the reader that I understand enough of the source to rewrite it. 
I am reading more articles, books and always learning new words, which will help me to paraphrase easier, however it requires a lot of practise. Personally, I when I read an article and do not know a word, I underline it straight away, then at the end I have several new words, what I can translate and learn. After a while if I feel comfortable with the new word, I start to paste it in my speaking. 

Summary:
A summary is a short description that provides a text with important details or ideas. The ability to compose a summary is critical for students throughout their university careers, because it requires lot of time of practising, owning the technique and understanding the meaning of the writing. In addition, it also assists with vocabulary, as students paraphrase a reading, change the vocabulary and the grammatical procedure. It often enhances student comprehension abilities by finding the key lessons from a comprehension. While paraphrasing can keep the length of the text, the summarising must be as short as it possible. 
When is summarise first I read the whole writing and understand it. Sometimes once is not enough, it depends on the length and the subject. After then I choose to separate into 3-4 parts. I choose the parts due to its meaning, one part can be 6 sentences, however another part can be 12 sentences. After all I can focus on each part, which is easier than if I focus on the whole writing. The aim of summarising is to grab the main point and write a short and clear summary, which does not lose the meaning of the text.

2. Time management:
For a student, research has shown that ‘being good’ is more than important (Britton and Tesser,1991). Time management means to align the time demands in different aspects of ones life, how to use the time effectively, a general organisation and priority. In the last term I have learnt a lot about time management; it was useful, because it is the process of planning, which makes our everyday much more organised and efficient. If I have a goal, I want to achieve I need to prioritise it first of all and organise the task according to it. I have learnt about The Eisenhower Method which defines the 4 different tasks. It is a 2x2 table. The first in the queue is the important and urgent.  It must be done immediately. For example, deadlines. Secondly the important, but not urgent which can be working out. Thirdly the unimportant, but urgent such as meetings. For the last is the not important and unurgent for example wasting time.
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I also learnt about another method of prioritising, which is Pareto principle also known as 80/20 rule. It says 80% of the effects come from 20% of the causes. For example, Pareto showed that approximately 80% of the land in Italy was owned by 20% of the population. This method is used the most in four business areas: 
1. STRATEGY: for example, it gives more accurate picture of where you earn and where you lose the most money in your business.
2. SIMPLIFICATION: for example, a lot of unnecessary time and energy for meetings.
3. MARKETING: it can only be central to a company’s development if it focuses on the key 20% customer. Thus, a thorough market analysis and personality preparation is necessary.
4. PROJECT MANAGEMENT: strive to keep each team member focused on the important things for example: simplified targets, set a tight deadline, deep planning.
3. Curriculum Vitae:
A CV is a document aimed at demonstrating to a potential employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process (Peter M., 2017). It is used for introducing oneself to an employer in case of applying for a job. Previously I have struggled with my CV, because I have seen many different types and I wanted to mix it together in one. Later in this lesson I have learnt how to write a curriculum vitae which captures peoples interest. It must contain my personal details and statement, educations and qualification, previous work experience, responsibilities, interest, hobbies and relevant references. Furthermore, I learnt about the structure, how to use the layout, what and how to highlight some points and being straightforward.  My teacher gave me some tips as well, which were useful. One of them is not to mention the area where I live, because it can be a bad expression according to the bad areas in London; and do not write long stories about the work experiences in order to ask questions in a possible interview, to make them more interested.

4. Cover Letter:
A covering letter introduces you to a prospective employer(Peter M. 2017). It is perhaps the most underestimated component of the whole system of submission. It is called also motivation letter that gives a corresponding resume to an employer. I have learnt that must summarise the reason of the application, has to be specific for each job, must include the hiring manager’s name and what I want to achieve with that company. Basically, the aim is to sell myself by referencing my previous experiences, positions and personal skills due to the job I am applying for. 
I did not have it before, because I did not find it important. Since then I own my great cover letter. I learnt that it is much more important than the curriculum vitae. It is more a business writing, however curriculum vitae is a note style. 
5. Conclusion:

I learnt that owning academic skills could help to make a better impression to people, how to be professional and polite at the same time, how to select my words due to who with I am talking to. It has given me a self-confidence, a better, more organised lifestyle and hopefully in the future if I get a higher position, I will be able to apply at work. 
I believe I can learn every day something new, however to keep my academic skills fresh and up to date I need to practise a lot, which can be reading different kind of articles or books, keep practising summarising and paraphrasing and learning new phrases. 
In my opinion my weakest point is the summery writing. I can overthink things in some cases, this is the reason why it is hard for me. I will strive to keep everything easy and smooth. I will expand my vocabulary in order to my academic and employability skills.
6. Action plan:

Surely, I will face various difficult situations, but I will always focus on my priorities and the way how I prioritise my tasks. I will decide my priorities according to Eisenhower Matrix and strictly stay with that. Obviously unexpected tasks, problems will come to sort it out, but I will take a rational decision to classify in my daily things to do. I have to be prepared for the best and the worst result in a project even if it is I will ask for a feedback from my colleagues or friends, because I am interested how they see me, what recommendations would they give me and it will help me to develop my skills for the next opportunity. 
For example, if I do a summary, paraphrase, cover letter or curriculum vitae first I will check it by myself and I will show it at least 3 people who I rely on and only after their feedback I will submit it. 
7. Conclusion:

During my second term of University of Wales Saint Trinity Saint David I have acquired several academic and employability skills, but in this assignment, I have chosen five of them and described them using with Gibbs model. I chose these five skills, because time management was my favourite part, I found paraphrasing and summary writing hard, moreover I have seen many opportunities in making curriculum vitae and cover letter to develop a great personal status to demonstrate myself and convince the audience. Sometimes I struggled to understand the aim of some skills, but after some research and study I eventually understood it and I was ready to practise. Eventually I took many advantages from my studies, which will lead me to a positive, creative and organised person.
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