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1. INTRODUCTION
Over the course of learning in this module, I have learnt how my academic and employability skills are important in both personal and professional life. In this essay, I will be discussing about what I have learnt so far in this course, relating it with knowledge and skills I have gained at work and other non-academic activities. This will also include talking about skills and areas that requires improvement using the teachings from various topics taught in this course and using few work- related experiences.  
The first topic on this course was about personal development and skills that are important for work. My understanding of this was that skills are grouped into four types which are adaptive skills that can be used in any situation, academic skills, skills that are transferable and those that are required by employers. These skills are very important to interact, use in analysing things and to stay on top in chosen career. Under these skills, it is important that an individual should have good communication skills, leadership skills, interpersonal skills and good planning skills. 
Having leadership skills only helps one to stay focused and have a goal they are working towards. It also shows that one can work with others and show that they can influence their team in a positive manner https://www.skillsyouneed.com/leadership-skills. The communication skills show that an individual can listen and execute information well. Communication skills also involves speaking and writing clearly in a manner that the other party understands, wither during meetings, presentations or emails and letters Mantz Yorke (2004). 
Furthermore, I also learnt how important interpersonal and personal skills are in the work place. Interpersonal skills are those used in our everyday lives that can be applied to work such as communication which is unavoidable as we meet people, the use of body language, handling emotions well without it affecting our work, making new connections within and outside work, and working well with others https://www.skillsyouneed.com/interpersonal-skills.html. On the other hand, I’ve learnt that personal skills involve building goals for myself and what I plan to achieve to become better. This skill include problem solving, dealing with stress at work and outside of it, prioritising tasks among others, all of which can be achieved through personal development https://www.skillsyouneed.com/personal-skills.html
What I gathered from this topic was that although I knew what employers wanted from job seekers, but I have been ignoring the most important areas that includes communication, showing empathy to others, stress management and other aspects of human relation. Therefore, for me to reach my goals in my career, I need to improve my communication skill through feedbacks and observations. Also, creating ideas and setting goals for myself that shows positive changes in my personal and professional life.
In the next lesson which was time management I learnt new ways in which I could manage my time more effectively. Here, I was taught how allocating time for various things was important whether it be for studying, leisure or work, it should be used wisely. Also, recognising the activities that use more time helps to know how we can plan our day to achieve the most out of it. It is also necessary that I put more effort in things that have more priority resulting to increased efficiency both at work and personal tasks Cottrell, S. (2011). I also learnt that it is best to carry out important task at the start of the day as this tends to be the highest time of performance, because when it gets to a certain time one tends to either feel tired or get other tasks that could distract us.
I have tried various ways to manage my time such as making a list of activities for the day or use of alarms to set reminders at certain periods, which sometimes works and other times it is negative result. Overtime, I have noticed that these methods were never used after the second day because I am either bringing forward the task meant for a certain day for some other time or the timings were not correctly done. During this period of this topic, I have challenged myself for this year to manage my time by giving importance to things that are urgent, correctly estimate time for the tasks, and being committed to the daily plan made.
Another lesson taught in class was on presentations and report writing. Prior to this topic, I had little experience on how a good report should be and how important making presentations are. One skill I have learnt during this period of this topic was teamwork. I have come to realise that working as a team is one of the most important skills one needs to have to be successful at a career, which is also connected to how we interact with people both in and outside work environment. This has helped me to improve the way I communicate at work and understand them better. Working in a team has proved to be useful in getting ideas within the group and makes finding a solution to things faster.
Working as a team during presentations brings people together, understand and share ideas and work on the project at hand collectively. This lesson was particularly useful when I had my first presentation on a different module, as myself and team members started by bringing different suggestions for the project assigned us. During the brainstorming meetings, we started with putting into consideration the resources that will be useful, where our main focus should be, how the tasks was to be apportioned among ourselves and how important it is to make a good presentation. 
After this question had been discussed, we started working towards the presentation by getting all the necessary materials, sharing with the team what each person has discovered so no one is in the dark, and ensuring that we all worked together as a team to achieve our goal. Few meetings after, we concluded on the presentation and worked towards presenting it to the class. The presentation went well, as each team member was given a time frame to talk on the presentation and it was a nice experience as it allowed us work closely and get to know each other more. 

2.    SKILL GAPS AND WAYS TO IMPROVE THESE GAPS
In many jobs including in the area of health and social care, many employers require certain skills which are known as employability skills to measure how someone is suitable for the role. Below are skills that are most important to have as I have learnt through this course:
1. Communication Skills- This is considered to be an important skill that many employers require because those who can communicate well have a higher ability to build long-term business relationships. They are also considered as very detailed and a good listener, as this helps them to reduce errors. Also, writing skills is one of the many way of communication which can either be done through emails, letters or relevant documents. Personally, to improve my writing/communication skill, I would practice more to ensure that I master how emails should be written professionally. 
2. Decision making- Not only is decision making necessary for work but also in our day to day life. This is because an employer believes a good decision maker can solve issues that may arise which sometimes may be required in tight situations.
3. Self-Motivation- This is when a person does things without waiting on the other person. A self-motivated person sees the positive and is not one to give up easily even during difficult periods. Therefore, employers look out for this skill as they want someone who can easily adapt to change and is flexible. https://www.skillsyouneed.com/general/soft-skills.html
4. Leadership Skills- This is the ability to supervise and motivate people. Although this skill is not easy to acquire without experience especially in work setting, therefore taking courses on leadership could help me build on this skill. Also, taking the lead when necessary at work is another way of showing leadership skills, motivating team members and showing care is also a trait of this skill.
5. Team-Working Skills- This skill is required to successfully work with others . It also involves a lot of communication, building a relationship and good listening skills to carryout tasks required. Therefore, in order to be a good team player, it is important to have any of these skills and be supportive to the team.
7. Time Management and Working under pressure- Just like we were taught during this topic, using time available to complete a job is vital in work as this will show that we are committed to the job and can be organised even when there is little time to get things done. https://www.skillsyouneed.com/general/soft-skills.html
8. Public speaking- Not everyone likes speaking in public either due to anxiety or fear. Therefore, to improve this skill, practicing either through presentations, interviews and everyday communication with people will help me to be prepared which is more important in the area of interviews.
9. Computer literate- Every company require someone that can use different computer programmes and on who can interpret the results produced. In health and social care, it is required to put in and look up details relating to the patient, produce reports about them when required an also to keep safe confidential details. Therefore, it is important to improve my knowledge on the computer skills that are required in the health and social care industry. https://www.goskills.com/Soft-Skills/Articles/Skills-gap
Other skills that are required in this sector includes previous experience in working with people as it involves caring for others, helping them an providing support to their families. However, due to some gaps and not being experienced in this area, taking work experience will be useful tome to get into the sector either through voluntary work just to boost my experience. This volunteering from what I have looked up, could be through the NHS, charities that are involved in health and social care, and any other work placement relevant.

3.   CONCLUSION
Over the period of this course, I have learnt a lot particularly in the area of writing essays which has also helped me in reflecting on the topics so far. One of the vital skills I have found employers look out for is communicating effectively, and due to how we all communicate everyday not everyone is able to do so well. This is therefore important at work to ensure smooth flow of communication to improve business. With this knowledge, I have improved my communication skills by ensuring that words spoken are easily understood by the other person either written or spoken. Also, I have learnt to pay attention during conversations with the other person and respond accordingly, and will continue to practice to enhance my skill in this area.
Furthermore, one other area is being a good leader regardless of the position I may be in. Being a good team player who can contribute positively and motivate others is one that employers look out for. This skill as I have learnt will give me the ability to work with little or no supervision by showing employers that I can motivate myself and others at my work to get good results. Therefore, to be a good leader it is important to improve performance at work and also act as a support to other team members 
https://www.ukessays.com/essays/education/reflective-essay-on-learning-skills-and-employment-education-essay.php
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