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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. 
Introduction 

Academic and employability skills are very useful both at work and whilst studying. The aim of this report is to reflect on my learning at University of Wales, as well as analysing my learning outcome. 









































Description 

As a student University of Wales, I have been asked to write a reflective piece, on how my learning during my course so far has helped to develop my academic and employability skills. I will be reflecting on what I have learnt, how I can and have incorporated such learning, to help me gain more employability skills and also perfect my academic skills.
I will be reflecting on what I have learnt, how I have used it in my daily routine and how beneficial it has been to me. This will be done by using Gibb’s reflective model.   











































Feelings 

At the beginning of the term when my lecturer told me that I would have to write a reflective report, I was a bit scared because I have not done anything like that before. But after the lecturer guided us step by step, I understood that the task was very easy. I have also been given time in class to reflect on what has been taught, this has helped me immensely when writing my report, as I found it easier to retain the information. 










































Evaluation and analysis

During my learning phase whilst studying at the university of wales, I have learnt about communication, how to communicate effectively.  I have learnt that Communication is the way in which we communicate with each other face to face, over the phone, via email or text message .I learnt  Communication also involves our ability to actively listen, interpret what we have herd and act upon this. (Developing Effective Communication Skills, 2007)


When I first started to learn about communication, I thought communication was just about how we speak and body language. Whilst learning about communication I learnt that communication is a lot more than what I first thought.

 I learnt that communication has a process and to listen is a form of communication, you can’t communicate effectively without listening. Learning how to effectively communicate has helped me when communicating with others and will continue to help me in all my life. Academically communication will help me to communicate better verbally and nonverbally which will help me to progress in my studies. 

Learning how to communicate effectively will and has assisted me in employable opportunities. employers are always looking for people with good communication skills and I have learnt what it takes to communicate effectively. 

I’ve applied some alterations to how I communicate in order to better my communication skills, such as the tone of my voice, the tone of my voice is loud, but I know how people sometimes get me wrong and feel I’m  shouting at them. 

Learning about the tone in the way you speak and how this may result in a communication breakdown. This has made me more aware of my tone in voice and how I  may offend others. This will help me both academically and when applying for jobs, in order to avoid a communication breakdown based on the tone of my voice 

Whilst studying at the university of wales I have learnt how to construct a business plan. When actioning a business plan you have to be able to understand business terminology. During my study’s Wales I have learnt many business terminology’s  one that stuck with me was a contingency plan. 

My lecturer last term wanted me to construct a business plan. When I first heard that my business plan needed to have a contingency plan, I thought what is that? Then my lecturer explained to me that a contingency plan is a backup plan to my original business, a second plan should my business fall into difficulty. 

The contingency plan is a second plan to help the business to keep afloat or transform in a way that will benefit the company in order to keep the company in business. this will help me immensely when drafting my own business plan in the future as I know and understand what a contingency plan is and my business will need to have one.
  
Many job roles now days require their employees to possess some elements of oral presentation skills which consist of speaking,  and group presentations. last term and this term I have had to construct and present a presentation as a group. 

last term I had no knowledge on how to construct or perform a presentation but I was willing to learn. On the day of presentation I felt unprepared as we did not get to rehearse as group. after the presentation I was asked a question I was not prepared for, I answered the question as best as possible, and got the answer right! I gained really good marks, this shocked me and boosted my confidence. At the time I was unaware I had another presentation in term two.  

This term I had another presentation in which I was unaware of last term. When I found out I had another presentation I was nervous again but I knew this time I had a better idea on how to do better than last term. The knowledge gained from last term helped, reflecting on where I went wrong last term the group rehearsed this time this helped to relax my nerves as I had done all I could do (Morgan, 2017)  I hope this well needed alteration will reflect in the results. 

Learning  how to construct and present a presentation as part of a group, has given me a new skill I have applied for jobs before  where I  was required to construct an oral presentation for interview, I was so scared to perform a presentation in front of people, as well not knowing how to perform a presentation, that I never attended, stunting my prospects as I never had the skill to present. 

Although I’m nervous of talking in front of others has not gone it has diminished as the knowledge I have gained whilst at university of wales, has helped me to become more confident,  due to the practice I have had whilst performing presentations at university. Upon learning how to construct a presentation and present making myself current and more employable. 

During my learning phase whilst studying at the university of wales, I have learnt about different Personal skills. Personal skills consist of coping and managing stress levels, attitude, personal appearance, balancing work and personal time, time management, maintain self-esteem, and confidence. 

Learning about personal skills has helped me to Improve on my own personal skills where I have fallen short, by learning to manage my stress levels, fit in time to perfect my personal appearance, balance out work, study and home life as well as improve on my own time management. This has helped me to maintain good self-esteem, strength, confidence in myself and has helped to build my own personal skills.


Personal skills are relatable both academically and career progression. Academically I have used what I have learnt from learning about personal skills to help me structure an times management plan  in order for me to complete university work as well as juggle home life and work by doing this I have reduced my stress levels as I now feel like I have a plan to work by (Businessballs.com, 2019).

This plan will enable me to get everything done in an order of what is important first and what is not so important that can be addressed on another day or later on in the day, after the more important thing are resolved first as illustrated by the  Pareto Principle (80:20 Rule).  As a result I have been able to get more done by priority and it has made my work load less stressful and I’m able to cope better with my busy schedule.



During my learning phase at university of wales I have learnt about interpersonal skills. Interpersonal skills are the ability to negotiate effectively, make informed decisions understanding your own weaknesses, and dealing with criticism.

Learning about interpersonal skills has helped me to understand and better develop myself, in order for me to develop on my interpersonal skills I have had to understand my weaknesses accept criticism and negotiate effectively in order to make informed logical decisions. 

Accepting criticism used to be one of my weaknesses but as I have started university, I have accepted I do not know everything and I have to accept critique in order to learn. This is one of the most critical stages of my life and I have had to learn how to accept criticism from my tutors and use it to expand grow and develop in order to do better next time just like my example of my presentation. 


Gibbs' reflective cycle:

 [image: A circular diagram showing the 6 stages of Gibbs' Reflective cycle]


(The University of Edinburgh, 2019)



According to Gibbs reflective cycle a person’s learning has stages starting with description (what happened), feelings (how the person felt about what happened),  Evaluation (what was good and bad about what happened),  Description (what sense has been gained from the situation),  Conclusion (what else could have been done), and  Action plan (if you had to do it again what would you do this time). 

This reflective cycle is said to be the way in which people evaluate and reflect on situations experience that have already occurred. ( V. BartekSzewczyk, 2019)


Conclusion 

Whilst studying at the university of wales I have learnt a lot in a small time frame some things that I knew some I did not know and some I thought I knew but I was so wrong.

It has been a learning curb. So far, I have learnt how to construct a business plan and  present a business plan, how to communicate effectively, how to work in a group and many more valuable life skills some I use now and some I will use when I start my own business someday.

Out of all the things I have learnt what I would a have done differently is group work I could choose next time to become a group member instead of group leader which would be less hassle, but that will not give me the practice I need to one day lead my own business.

I tend to always be the group leader but I find it hard to insist other group members do their part. if they do not, I tend to do it for them this leaves me feeling overwhelmed and burdened.

 In a work setting or academic setting this has always left me having more work due to the fact that I do not mind, looking ahead this will not help me. One day I would like  to have a business of my own I will end up doing all the work on my own. I need to improve on this by being more assertive and giving other group members deadlines that they have to stick too. 






























Action plan

The skills I have learnt can only be beneficial for me if I practice them by implementing some of them in my daily routine such as the Pareto Principle (80:20 Rule),  in my furthered studies and employment opportunities this rule I have learnt has and will continue to help me get through the many tasks I have on a daily bases.

Before I attended university, I was scared of the commitment as I work and I have five children, I wondered how I would be able to manage, with my already busy schedule. This rule has helped me to eliminate the fear I had attached to fitting in all the commitments I have.

I have learnt how to  prioritise better and by tackling the most important immanent tasks, leaving the less important tasks to last. Has helped me completing the important tasks on time and with higher priority, this has resulted in me having less stress whilst still having  the same commitments.

 Over all learning this technique has helped tackle my tasks easier and even accomplish some in less time, making me happier as I’m achieving, I have had a self-esteem boost,  all due to me learning how to prioritise better than before I attended university.  































Conclusion

Within this report I have reflected on the skills  I have learnt, whilst studying at the university of wales and how I have improved. I have acquired some valuable skills, which are also transferable, widening my horizons and opportunities, even more than before I embarked on this journey of obtaining a degree . 

These new acquired  skills will assist me in my further development in work and academically, as they are transferable skills, I will get much use out of the skills gained. I am very happy and hopeful about the future as I have gained valuable appropriate skills, to further assist me bettering myself both academically, and heighten my prospects of employability, both now and in the future. 
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