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Assignment Title: 
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. Reflect also on any skills gaps and suggest ways 
you might improve on these gaps.

Through my learning in this course I have been able to develop useful academic and employability skills. The first term was based on the knowledge and application of academic skills, whereas the second term was based on the knowledge and application of the employability skills. I will reflect back on the skills which learned in this course respectively.
First of all talking about the academic skills, Time Management, Gathering relevant information about the topic, Reflective writing, Referencing style, Academic writing and the use of computers, e- learning along with the use of word processing and Creating PDFs are some important skills that I have been able to learn in this course.
Time Management: Time management is the technique used to divide time efficiently to complete the tasks effectively. It is an essential management skill not only as an academic point of view but also as professional point of view. The most important element of Time Management is Setting Goals. Goals should be SMART.
S: Specific
M: Measurable
A: Achievable
R: Realistic
T: Time Related
Goals which lack these characteristics are not efficient goals and waste time. For instance; writing a reflective paper on the learning of this module is a Specific goal. It is measureable as I know the number of words and the data I have to cover in it. It is achievable, as writing a reflective paper is possible. It is realistic as well, because it is nothing new; people have been writing reflective papers for years and they will keep on writing it for different purposes whether personal, academic or professional. Lastly, it is time related, because I have a due date to submit my reflective paper. 
Moving forward, when goals are SMART, it is important to prioritize them. The most effective rule I learned to prioritize the goals is 80-20 Rule (Tracy, 2014). 
80-20 Rule: The rule is to enlist the goals or tasks and pick out the most important or the ones most scary. First thing is enlisting the tasks in an order of their importance. Out of 10 tasks, 2 must be the ones which are required to be completed urgent and are most important. Rest of the 8 tasks can wait. Another way of looking at this goal is to “eat the ugliest frog first” which means to complete the “ugliest” task first of all (Tracy, 2014). It will leave me with a satisfaction that if I can do this, rest must not be a problem, as in what more worst could happen then eating the frog in the morning? 
For instance, if I have 5 assignments to complete and I find the reflective paper the most difficult, I should complete this one first, it will encourage me to complete the rest easier ones. It is important to note that not all urgent tasks are important as well. Calling to a friend whom I committed to call today is not important than completing my university assignment which is due tonight. It is important to enlist the tasks based on the importance of their outcome, not depending on the emotional appeal they might carry.
Create the Time Box: Time Boxing is another important model, to identify the tasks which should be prioritized in our schedule. It is based on the level of importance and the time available to complete each task. Level of importance is divided in to ‘Important’ and ‘Not Important’ whereas; Time is explained by ‘Urgent’ and ‘Not Urgent’ (Pritchard, 2015). This looks like following:
	
	Urgent
	Not Urgent

	Important
	Important & Urgent
	Important but Not Urgent

	Not Important
	Not Important but Urgent
	Not Important & Not Urgent



Remember to focus on the Important & Urgent tasks followed by Important but Not Urgent. Rest of the two quadrants can wait. 
Gathering Relevant Information: another important skill I learned in this module is to gather effective relevant information. It is important to gather information from good sources. The five most important elements of a good source are;
i. Recency: The source should not be older than 5 years, preferably. The recent the source is, the better it is. Sources can be older in exceptional cases where the information is about history.
ii. Impartiality: it is important that the source is not biased. The author might be supporting some views for particular reason, which is why they might emphasize on one side, which is not based on unbiased intentions. 
iii. Credibility: it is not only about the credibility of the publication but also the author. Whether the author is knowledgeable enough to talk about his views and information on the subject? For example, a makeup artist might not be the best person to write an article on as economic problem.
iv. Consistency: what majority credible sources have to say?
v. Relevance: Does the source support the thesis statement? It is very important to evaluate that whether the source I’m selecting is relevant to the stand I take in my thesis statement.
Academic Writing: I learned another two important skills of academic writing which are Paraphrasing and Academic Writing. Paraphrasing and Academic writing seem to be similar, however they are two different things.
i. [bookmark: _GoBack]Paraphrasing: it is writing someone else’s work, in your own words, using different words, and the purpose is to clear the message or clarify the message. It is a five step process (Metzger & Flanagin, 2013);
a) It is important to read the article, essay or paper first.
b) Then its main ideas are listed separately and the synonyms of the vocabulary are looked for, preferably using the online thesaurus.
c) The structure of the text is changed in paraphrasing where nouns are changed to verbs, adjectives are changed to adverbs and long, complex sentences are converted to simpler and easier ones.
d) Then the main ideas which were listed in the second step are rewritten.
e) Check for improvements
ii. Summary: it includes all the main points of a text to be summarized, in a brief form and excludes the specifications like figures and stats. There are three main parts of a summary (Metzgner & Flanagin, 2013);
a) Topic sentence: it identifies the title and author of the text.
b) Supporting sentences: these are the main points and they should follow the same order as they are in the original document, mostly. However, if the change of order makes the understanding better, it can be changed. 
c) Paraphrase: summary should not include any direct quotes
d) Be Objective: it should avoid any extra details and deliver the main idea only.
Employability
“A set of achievements – skills, understanding and professional attributes that make graduates more likely to gain employment and be successful in their chosen occupations, which benefit themselves, the work force, the community and the economy” (Yorke, 2004). 
The important employability skills I learned in this module include CV writing and Interview skills, Research Process, Reflective Writing and Presentation Skills.
CV Writing: Writing a CV is the first step in seeking the employment. It comes before looking for employment. There are five rules to write an effective CV.
Rule 1: Write it yourself: it is important to write my CV myself, because using my own words in CV will help me to use the same or similar vocabulary, style and approach while giving an interview as it is often asked to explain the CV (Taylar & Govender, 2013). Moreover, Name and Contact details should be at the top of the CV, as they are important; however, Date of Birth, Nationality and Marital status is not important to add in CV. Next, part should be the Key achievements which include the trainings, followed by the employment history. In employment history, the recent should come first. Next should be the Education history and just like employment history the recent and the most relevant education should come first. And last is the reference section. 
Rule 2: Keep it Brief: CV should not exceed 2 or maximum 3 pages. Employers do not need to know the unnecessary details about the projects candidates have been doing. They are interested in the key responsibilities a candidate has performed.
Rule 3: Truthful & accurate: add the information which is truth (Taylar & Govender, 2013). Avoid adding exaggerations and stick to the responsibilities only which you have performed. 
Rule 4: Get the Language Right: avoid using the word “I”
Rule 5: Finalize: check the format, font, spacing, bold and italicized to emphasize the information.
Interview: when CV is selected, and then comes the interview part. In order to ace in an interview it is important to follow 4 important steps;
1. Do the Research: there are three important areas to do the research (taylar & Govender, 2013);
i. Research in yourself: it is important to look that is the qualification relevant to the job, not only qualification but also the experience if I have any, is it related?
ii. Research in position: It is about the designation, its purpose, skills required and the responsibilities.
iii. Research about the employer and the industry: it is important to have information about the employer, its business, products or services as well as the trend and facts about the relevant industry.
2. Make a good first impression: three important points to be taken care of in the interview are;
i. Be on time: it is preferable to arrive 30 minutes before the actual time as it provides enough time to get comfortable with the place and the environment.
ii. When you meet Interviewer: Be confident and positive when you enter the room. It is the first impression which most of the time is the important in deciding about the hiring. 
iii. Telephone/Skype Interview: take care of the appearance if it is a video interview. Take care of the back ground and the lighting. Also take precautions in terms of charging the battery and connection. Most importantly, take care that no one should disturb you in between.
iv. After Interview: it is a good gesture to ask next steps if they are not being addressed and leave with a closing statement. Another good gesture is to thank whether at the spot for the time and having in for the interview, or by sending an email (taylar & Govender, 2013).
Research Process: Researching is key element for academic and employability point of view. It is a six steps process, including;
i. Identifying the problem: It is important to identify the topic or the problem which needs to be researched. That issue or topic should be justified and its importance should be addressed (Patric, 2012). For example If I choose to write a research paper on the problems faced by high school students because of the part time jobs they do, it is important to justify that there is a problem which needs the research.
ii. Review the literature: after the identification of the problem, the next part is to gather the information (Patric, 2012). It is done by collecting the information and data from different credible sources like books, journal, websites or research works.
iii. Evaluation: it is evaluation of the relevance of the data and its importance. The unnecessary data can be discarded. 
iv. Organize information
v. Site sources using proper format
vi. Present the research
My Skill Gaps: Procrastinating and presentation skills are my Skill Gaps areas.
Procrastinating: in order to overcome the Procrastination, I will utilize the 3 step method which includes;
1. Eat an Elephant: it is to start the big project by dividing it is small achievable parts. This makes a huge task, look easier and achievable.
2. Pick Off Goblins: it is to deal with the tasks I like the best, and leaving the “dragon” which is the one I do not like for the last. The tasks which I like will motivate me for the ones I do not enjoy much.
3. Ignore the Siren songs: It is the planning to ignore the distractions which are the hindrance to delay the important tasks (Pychyl & Flett, 2012).
Presentation Skills: in order to develop the presentation skills, there are six important elements to follow and practice;
1. Confidence: confidence is the most important element of presentation skills. It is to face the audience, to deliver the presentation and to answer the criticism and questions.
2. Knowing your subject: the in depth knowledge about the subject is important in order to present it in from of others. It helps in boosting the confidence.
3. Making an impact: it is important to follow a structure and keeping things less loaded. Audience remembers the body language the most and only 20% from the content delivered. 
4. Telling a compelling story: it is important to deliver the presentation in the form of a story which is to make the presentation interesting. Introduction, main points and conclusion is the general structure followed.
5. Passion, Practice and Preparation: Passion is about the topic which is to be presented, practice is something which is done before hand, while presenting in front of a mirror, friends or family members and preparation is not only to gather and organizing the data but the preparation to answer the criticism and questions.
6. Watch others: It is important to learn from others how an effective speaker or presenter presents, like they speak slowly, their pitch and body language. 
7. Effective use of visual aids: They should not be over used or under used.
Conclusion:  have been able to learn all the useful skills in this module. However there are gaps, which I’m keen to cover with the help of skills I have learned through this module.
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