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Introduction
The purpose of this report is to explain how the learning in the Academic and Employability Skills module helped me develop academic and employability skills and identify skills gaps. I will reflect on learning from beginning of course of the term one through to the end of term two. I will focus not only on my knowledge but also on my feelings, thoughts, experience. I will suggest ways I might improve in my learning. Gibbs model of reflection will be used.

Description
I have been admitted to the University of Wealth Trinity Saint David and I start study at this university in mid-October 2018. In first and second term I had four modules. In both terms teaching location and lecturers of this modules was different. One of modules which I going to reflect on is Academic and Employability skills. Sylvia Hoffman was lecturer of the first term and Anita Nan lecturer of the second term. Teaching location of this module in first term took place at the University’s London Campus, which is located within Kennington Business Park. Location of teaching in second term took different place which is close to Chancery Lane underground station. Each term was ten weeks of teaching with 2 weeks for submitting assignments. Between these terms I enjoyed break of 5 weeks.

[bookmark: _Toc4720889]Feelings
From the bugging of the first class I was very excited because I get opportunity to develop my knowledge and learn something new. I was very happy because I get chance to study at University of Wealth Trinity Saint David and complete successfully Certificate of Higher Education in Skills for the Workplace. At the same time, I had concern about my ability. I was not sure I am right fit for study at university because of my grammatical errors in English. I did not study at University in United Kingdom before what means the way of learning was new to me. I was very curious to see my new classmates and lecturers for first time. During my study I realised that University life is for me little bit stress but also fun. During my learning journey in first term at University I gain some experience which make my feel more confident in interacting with classmates and lecturer during term two.
[bookmark: _Toc4720890]
Evaluation
During the first term I just tried to understand way of study and how everything works at university. I realise, most of recommended readings in modules are not available in online library. When I was informed about borrowing books in library by Ivana, I feel very disappointed because the books are not borrowable. I did not have any other option as sit down and try to read book in library. I prefer to read books and study at home because for me it is most comfortable place to learn. I can read and study in my own personal space with my own rules. By reading books at home I can learn more faster and better concentrate with all needs available for study. I do not need to carry or transport my laptop, notes or other books. I can study any time of the day, wear my most comfortable clothes and at the same time have access to the kitchen. That is why I am borrowing books from another library. Personal at university library Ivana and Peter was very nice and helpful. Peter explained me how to use online library and, in another day, Ivana helped me to not only find the books I was looking for but also, she showed me how to use university printer and scanner. 
In second term lecturer Anita was in classes of this module very helpful because her explanation is always very simple and clear to understand. Anita brought to classes also lot of energy, fun and at same time respect. She always making sure everyone in the class understand what she is explaining. That is why Anita become one of my favourite lecturers.

Analysis
I learnt about time management how to organise my time more effectively and prioritize different activities I have to do during a day. I learnt about Pareto’s principle which helped me understand importance of correct prioritising of activities or tasks. This rule 80/20 state that I can get 80 percent of the results from 20 percent of the work. I should start with task in the day which is most valuable and focus on activities, not accomplishments. Work on top 20 percent of my activities and not on bottom 80 percent (Tracy, 2004).
In my personal life I prefer to use To-do-list when managing time. I prepare my To-do-list ahead usually night before. By using magnetic fridge notepad my To-do-list is more visible. It is first thing I see when opening fridge door to prepare my breakfast. I am using dairy for planning events, holidays, exams, appointments and goals. In dairy calendar I can have better overview and track dates more easily of such important things. I do not consider electronic devices for that much effective for planning and organising my time as in written traditional form. 
I learned how to structure report. I realise how important is to provide table of contents in the correct order, have pages numbered and report text divided in sections to orient reader in my report writing. I now know that report need to have good title page which include all general information about report and give reader brief background in introduction of subject I am writing in my report.
I learned how to use Harvard referencing to reference other authors words or ideas in my work. I now know how to do in-text citation for books, journals and websites with different numbers of authors within my work and in reference list in alphabetical order. 
I learnt about paraphrasing how to change main sentences of original text into my own words with same main points to make ideas easier to understand and avoids the risk of plagiarism.
I learnt how to correctly structure CV and how to sell yourself with CV to a potential employer to get interview for job I am applying. I learnt that CV should not contain details about everything I have done and to be longer than two pages of A4. The key is to list relevant qualifications I have gained from all aspect of my life and my background facts in such a way that the employer views them as benefits. 
I also learnt when listing personal details in CV, it is better to do not include address until it is not required. It is only important to include address in CV when employer seeking candidates who live in a specific geographic area. I think it is because If I leave in large city or small town middle of nowhere the company may prefer candidate who can get to work quickly and easily.  I also know, not only address but any other personal information as driving licence number, age, date of birth or material status do not need to be included in CV because none of this information is relevant to getting hired. 
I did not know traditional CV format before that is why I listed my studies and jobs in my CV with most recent as last always. I learnt why is better to follow reverse chronological order and show recent and most relevant education and employment achievements as first. I now know that by following reverse chronological order in my CV recent information will be highlighted.
I learnt the purpose of writing cover letter and what cover letter should include. I know now that cover letter is as the introduction to my CV where I should show interest in the company or vacancy I am applying for and explain why I am right fit for the job also what I can bring to company and help push the company forward. Help employers see not only what I where responsible for but also how well I did it, why it mattered, and how I can make that success happen for them. Do not just copy information from CV because Cover letter should motivate reader to interview me. Is good to do some research about the company. I learnt how important is to find out to whom I am writing and how to end letter or email closing correctly what was helpful to look my cover letter more professionally.
I learnt how to do research by collecting information to look for answer or solve problem in particular area by using first-hand original primary sources or secondary sources based on primary sources. I learned about two types of research which is Empirical research when information is gained by self with help of participants and Non-empirical research which relied on theories. Also, Quantitative research which is in numerical form as percentage and Qualitative research which refers to quality and is not measurable. 
I learned how to do reflective writing by looking back on something what helped me understand and learn more thinking about action, feelings, thoughts and responses, standing back from them and do things differently next time. 
I learned how important is speak slow and clear during presentation with slight pause to allowed audience with more time to absorb what I am saying. How I can get message across and connect better with audience by using eight second rule. I also learned how to keep text in slides short, clear and readable by using fond size between 20 to 30 and simple type of fonds as Helvetica or Arial. I now know sixty-six rule which means six lines per slides and six words per line. I learned that using colours in slides is useful and reverse text help highlight main point very effectively. Also, it is not appropriate to keep words in slides with all letters in capital. It is important to smile, use relaxed body language and use gestures. In my case I still have what to improve when presenting my presentation. I need to practice and develop my speech. I realise my speed of talking is fast without breaks and eye contact with audience.
I learned how important are skills, knowledge and practice to successfully gain employment. When I was writing my assignment in first term, I find very good information about employability and skills from this author (Cottrell, 2010). Employers requires slightly different employability skills and experience for job. It is depending for what job I am applying. UK unemployment increase by 65,000 to 1.36 million in three months to June 2018 where unemployment fell to 4% UK unemployment rate was lowest since February 1975 at 3.9% (BBC NEWS, 2018). In 2019 Employability in the UK increase from last year to 76.1% and only 3.9% represent those who is unemployed (Office for National Statistic, 2019). With regarding of these facts, I think it is not that much hard to get a job in UK because UK is one of the top twelve countries with highest job opportunities in 2018 (Wikipedia, 2018). Where in another website I read that it is so hard to find a job in 2019 because almost 250 resumes are sent for a single opening. Where only 4 – 6 applicants will be called only for an interview and one person will be offered the job (zipjob, 2019).
Conclusions
In my report I could reflect also on SWOT analyses, PDP plan, SMART goals, Academic writing, Analytical and Critical thinking and focus bit more on my skills gaps.
In this report I have reflected on various academic and employability skills required during this module and on the skills gaps. This was a useful experience because it helped me to gain new knowledge and develop my employability skills. 
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Action plan
By reflecting on my learnings experience I identified my weakness as speech performance and grammatical errors in writing and speaking. Extra classes of open learning sessions with Silvia Hoffman may help me improve these weaknesses in feature. I can also reduce my stress during study by writing assignments earlier. 
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