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According to Morgan (2017), reflection is described as the process on looking back what has been done and pondering on it with a view to seeing if there is an approach to make it better. At university level, students need to take accountability for own personal development. Students are anticipated to improve capability on assessing their own accomplishment, drawing own conclusion about how well they did and how to improve it (Cottrell, 2010). Reflective practice is a tool to enhance learning experience that can be applied in the workplace.

The purpose of this reflective report is to recapitulate my learning journey on this module at University of Wales Trinity of Saint David to hone my academic and employability skills from the first term up to the second term focusing on relative concepts and methods. Furthermore, I would be reflecting on my skills that need improvement and recommend techniques on how to develop it.
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For the first three weeks of the term, different skills in the workplace had been evaluated. For me, the most significant aspects were the skills that employers are looking for career progression. At the time, I thought on developing few skills to be more employable, however I was surprised that there are huge number of employability skills needed to be considered for modern enterprise (Cottrell, 2010). Perhaps, knowledge about how organisations operate in the 21st century is vital for employees looking for a competitive job. Significantly, I believe that computer literacy is mandatory for most companies because of the advancement of technology but it was not included on our learning materials. Time management is one of the vital skills that requires my personal attention to develop however, while we were discussing about it, I thought it was not an issue for me. At the time, I did not realise having a problem on my time management skill until on the near submission date of our assessments. I was pressured to submit my assignment on time because of procrastination on leaving almost everything on the last moment. I underestimated the time required to finish all my modules. As a result, I spent several sleepless nights and the quality of my reports were affected. It was a horrible experience. In future submission of assignments, starting to work on it as early as possible and managing priorities will definitely increase the quality of my submitted assignments without the unnecessary sufferings and pressures.
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On the fourth week, reflective writing was introduced. In addition to that, self-reflective journals were discussed. I thought we were going to submit a reflective report at the end of the first term nevertheless I was wrong. At the time, I was confused because the lecturer was narrating on submitting a 2000 words reflective report. At the end of the lecture, the teacher stated that it will be the next task on the second term. In my own opinion, this topic should be discussed on the beginning of the second term to avoid misperception. It is relevant nonetheless, there are more essential topics to be discussed first. This means that concentrating on the first assessment should be the focus on the first term topics.
On the subsequent week of the term, gathering relevant sources for academic writing was an interesting topic to study. We were shown series of videos on note taking and how to evaluate source materials for writing. Previously, I thought that Wikipedia or any websites are reliable sources to write a report. Later, I learned that those are not considered a legitimate source material for academic writing. As a university student, we need to evaluate our reading materials. This knowledge assists me on writing my assignments not only on this subject but on other modules as well. For me, it is a valuable information on completing my assessments after long years out of university. 

Submission dates of assessments were fast approaching, consequently I was beginning to be anxious on how I will finish my written report on this module. Cottrell (2013) argues that academic writing in Higher Education utilises four styles such as descriptive, argumentative, evaluative and analytical. Furthermore, using formal English and aiming for clarity and conciseness are required in academic wring style. It is helpful to me that academic writing has been discussed in the class. I thought it is a valuable session to remind us about sentence structure and constructing paragraphs. This understanding, will be essential to finish my assignment with a better mark. YouTube videos for lecture were effective manner of teaching especially when my lecturer provided additional inputs and emphasized relevant concepts after playing the video.   However, the lecturer was not following the given topics on the Moodle because the lecturer had different styles of teaching. In my observation, there was inconsistency on the topics being discussed and the lectures from the Moodle. I believe that topics in the Moodle must be evaluated to set a standard method of teaching material so that lecturers are obliged to use it and may add supplementary materials if it is necessary. There is no point of giving videos in the module if it will not be played on proper lecture.

The lecturer emphasized the importance of referencing on writing our assignments to give credit to the writer of our source material and to avoid plagiarism which has a tremendous impact on our assessments. Referencing is the way of recognising in your own writing the intellectual work of others; work that has been imparted in some means to the public domain (Neville, 2010). Initially, I was shocked when we were studying Harvard referencing because I was not aware of the significant purpose of this topic. This knowledge is essential to me as a learner to give deserving courtesy to others’ work and to evade disciplinary action due to plagiarism.

Structure for the paragraph, paraphrasing and summarising were discussed on the last few sessions. At first, I thought it was just refresher topics for me. Nevertheless, I found out that there were still improvements to be developed on my writing skills. This knowledge gave me a better understanding on unacceptable paraphrasing and content of proper conclusion. Additionally, on the last week of the first term, showing our assessments for any correction or improvements assisted me a lot to produce a better academic report. It was a struggle for me to complete my assessment on writing 2000 words covering all requirements on the task given. There are many lessons that I learned on submitting a proper academic report. This concept will be useful to me as a university student. 
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On the first few sessions of the subsequent term, there was a review on employability skills. For me, it is significant to go over it again because Holmes (2017) argues that one of the most significant aspects of job application is to make an impression on demonstrating your skills and abilities. In addition to that, creating CV and job interview skills are vital for job application. At the time, I realised that there were lot of things to be improved on making my proper CV such as not including my marital status, gender, National Insurance number and a lot more of my personal details which are not significant for the job specification. Having learned that I must use words that make a positive impact, I can now create a better CV which has a better chance for me to get an interview. Later, if I would be chosen to be interviewed, I realised that body language and first impression have a great impact to be accepted on a job. The ideas that I learned on these sessions could be useful for job hunting and career progression.
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On the subsequent weeks, research and reflective writing had been discussed. Research was like a review for me because it was discussed on more detailed manner on another module, Digital Skills and Research Methods. For me, research topic is essential to the learner of this university. Whereas, I believe that it was a waste of time to include on this module and repeat discussing it again on another module. When it came to reflective writing, it was a second part of the first term topic on the same theme. Surprisingly, it was divided into two parts on two terms. As a result of the arrangement of subjects, I was confused.  Having experienced it, I wonder if it is much better to discuss two parts of research topics on the beginning of term two class. The time wasted on research topic may be employed on discussing more in depth about reflective writing.   This understanding may be beneficial for students in the future who are going to study this module. 
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Presenting in front of people can be learned although it needs practice, methodical training and guidance (Januleviciene et al, 2011). When we discussed PowerPoint presentation, it has been emphasized by the lecturer that the PowerPoint slides are only tools, the presentation is more on the speaker. As a result, slides must be concise, clear graphics, readable and less is more. Having analysed that, I now realise that it is not only about the slides nevertheless, it is how a speaker delivers his/her ideas clearly and effectively to the audience. Furthermore, while presenting, be confident and relaxed. I have significantly improved my presentation skills by understanding relevant ideas on this lecture. Consequently, when we had our group presentation on Teamworking in the Workplace last 17th of April 2018, our performance was far better than the group presentation last term. If we had this lecture session last term, it could be more beneficial for me to produce a more quality presentation.
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Initially, I thought that analytical thinking and critical thinking have no significant difference. I have discovered that analytical thinking includes systematic breaking down of information while critical thinking is seeking to assess the situation, verify, question, infer, interpret and formulate. Critical thinking is a part of analytical thinking to reach logical conclusion (Cottrell, 2011). This understanding could be essential to me in my workplace as in-charge of bakery production at Sainbury’s supermarket on improving performance and reducing waste in in-store bakery. Furthermore, it is useful on writing my assessments not only on this module but for other modules as well. If analytical thinking and critical thinking were discussed more in-depth last term, it could enhance the quality of my assignments last term.
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[bookmark: _GoBack]My learning journey on this module improves significantly my employability skills in the workplace.  Moreover, my academic skills have developed throughout the term. After a thoughtful reflection, there are several ways to enhance my skills gap.   Firstly. my skill on time management can be developed by prioritising and avoid delaying on task which are useful to finish a quality task on time. Furthermore, my writing skills can be enhanced by reading lecture notes on paraphrasing and watching YouTube videos in the Moodle about Harvard referencing. Moreover, there is a greater chance for me to apply for a better job by writing proper CV and acquiring interview skills. It can be developed by knowing the format of CV and allot a time for preparing for an interview.  In addition to that, my PowerPoint presentation and public speaking can still be enhanced by knowing how to use PowerPoint as a valuable tool in the presentation and using appropriate body language on public speaking. Critical thinking and analytical thinking skills are beneficial to my workplace and to my study as well. I have learned to improve my critical thinking and analytical thinking skills by gathering relevant information and assessing the situation. Lastly, I suggest a critical evaluation to analyse the most effective chronological order of the topics on this module and to assess the content and availability of topics on the Moodle to enhance learning of students who are taking Certificate of Higher Education Skills for the Workplace.
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