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[bookmark: _Toc534306460]Introduction
The purpose of this report is to reflect on academic and employability skills which I have studied and how these skills helped me to develop. For this reflective report I will use Gibbs’ (1988) reflection model, which has several stages: description, feelings and thoughts, evaluation, analysis, conclusion and future action.
[bookmark: _Toc534306461]Description
As a student studying Certificate of Higher Education Skills for the Workplace at University of Wales Trinity Saint David, for the module academic and employability skills, I have been asked by my lecturer to write a reflective report. In this report I will reflect on how this module has helped me to develop my skills. Furthermore, I will reflect on skills gaps that I have, and I will come up with methods to improve my gaps.
[bookmark: _Toc534306462]Feelings and thoughts
Initially, when I have heard what my assignment is about I felt a little bit confused because I have never done anything like that. I thought this assignment will be very difficult as I did not know how to structure this type of report. My feelings of confusion were associated with my lack of knowledge. I know that, when I do not have enough information about a certain topic, I feel confused and with less confidence. 
My initial feelings of confusion chanced during next weeks. After the lecturer explained to students how to structure and how to write a reflective report, things started to make sense in my mind. What lecturer taught us in class, made me understand the difference between reflective and descriptive writing. While I was reading about reflective writing from books, I was able to understand more about how to write a reflective report. Additionally, I have read information about reflective writing from different websites which allowed me to achieve more knowledge on this topic. Having learned about reflective reports I now feel that my confusions are gone, and I am more confident that I will do my best in writing this report.
[bookmark: _Toc534306463]Evaluation and analysis
1. [bookmark: _Toc534306464]Types of skills
In the first week, I have learned that there are four types of skills: basic skills (like reading, writing, listening), thinking skills (creative thinking, problem solving, decision making and visualization), people skills (social, negotiation, teamwork and cultural diversity) and personal qualities (for example a person can be organised, responsible, patient). Learning about these types of skills is very helpful for me, because now I can understand and analyse my strengths and weakness. Furthermore, knowing and understanding myself better can help me to take better decisions, to achieve appropriate goals for my life and ultimately to find ways to develop my skills and to improve my weakness. 
2. [bookmark: _Toc534306465]Time management skills
Another important subject that I have learned is time management. Our lecturer taught us different theories about time management. I have learned about Stephen Covey’ ‘time management matrix’ which illustrates how people manage their time using two categories – importance and urgency (Covey, 1988). Having learned this theory helped me to understand to prioritise my activities better and that I should avoid distractions. 
Regarding time management, another helpful concept that I have learned is Pareto Principle. This principle says that 20 percent from something can account for 80 percent from the results (Tracey, 2018). This principle is mostly used in sales, where 80 percent from sales come from 20 percent of best products. With the growth of e-commerce, Anderson (2006) argued that products with low sales volume can together make up sales which can exceed products that are sold in large quantities. This theory called “the long tail” can be exemplified by companies like Amazon, Netflix, eBay, iTunes Stores, which are obtaining large sales by selling not very popular products. Having analysed both the long tail theory and the Pareto Principle, I now feel that they contradict each other. If I follow the 80/20 rule, I should focus on most important tasks and avoid the others. But what about other tasks? I wonder how could these theories suggest doing exactly the opposite? I think that neither the long tail theory and the 80/20 rule can predict the effects precisely. 
Having learned these theories about time management I now feel more confident when planning my activities during a certain period. Learning about time management have helped me at workplace, because I can prioritise my daily tasks better.  Even if I am a well organised person and I do not tend to postpone things, I think that these concepts were very helpful for me, because when it comes to time management, everyone needs to improve. These concepts offered me a both theoretical and practical way to manage daily activities better. 
3. [bookmark: _Toc534306466]Communication skills
Communication is another skill that I have learned during first term at this module. I have learned that there are several types of communication such as verbal and nonverbal communication, written communication. This module has helped me to realise the importance of communication, both verbal and non-verbal. I think that communication is a must skill within the workplace because people will become more efficient and productive when communication is effective (Covey, 1990).  For me, communications skills were very useful when I have had to deliver a presentation in front of our class for another module. Having learned about communication I now know how this skill can help me to send a clear message and to connect with the audience. 
I felt that this module has taught and helped me to develop different communication skills such speaking and writing. My listening, writing and speaking skills have been developed and have been progressively improved during this module. 
4. [bookmark: _Toc534306467]Academic writing and Harvard referencing
Academic writing was a major topic that I have learned during this module. I have learned how to structure a report, how to structure a paragraph, how to do paraphrasing and summarising. This was very helpful for me because now I know that I need to have a clear structure in my future assignments. Learning about academic writing helped me to develop my analytical skills because in an academic writing you need to search for information and then to communicate it to others with your own words. 
Learning about Harvard referencing was a key topic that will help me for future assignments at university. I have learned about in text references and how to do a reference list. Furthermore, our lecturer taught us how to reference books, journals and online sources. Knowing how to correctly use references helped me get higher marks for my assignments, since the marking criteria gives better grades for those with high level of referencing skills. 
5. [bookmark: _Toc534306468]Critical thinking
During second term, I have learned about critical thinking skills. According to the Foundation of Critical Thinking (2019), “critical thinking is the intellectually disciplined process of actively and skilfully conceptualizing, applying, analysing, synthesizing, and/or evaluating information gathered from, or generated by, observation, experience, reflection, reasoning, or communication, as a guide to belief and action.” Paul, Elder and Bartell (1997) define critical thinking as "thinking that explicitly aims at well-founded judgment and hence utilizes appropriate evaluative standards in the attempt to determine the true worth, merit, or value of something." 
I have learned that I should not take things as they are but, I need to ask question and analyse the information that I receive. Critical thinking means looking beyond the surface and not just accept things as they are. Having learned about critical thinking I now feel that I have developed the ability to evaluate and seek different evidence, to make use of logic arguments for reaching a strong conclusion. Critical thinking skills are essential to me as a learner because enables me to question important sources of information. The most important part of developing my critical skills is to always be dynamic. I believe that I should not just accept things as they are. Part of being a critical thinker is to constantly develop myself, pushing my boundaries, and learning. I will never learn all there is to know about being a critical thinker but, there will always be space for growth. 
6. [bookmark: _Toc534306469]Research skills
According to Merriam-Webster online dictionary (2019) research is “a studious inquiry or examination, especially: investigation or experimentation aimed at the discovery and interpretation of facts, revision of accepted theories or laws in the light of new facts, or practical application of such new or revised theories or laws”. Having research skills means finding information from different sources, using your critical thinking skills to analyse the information and presenting your findings to others. During this module I have learned about primary and secondary sources and how to understand the difference between them. For me, the most meaningful issue was learning about the research process which includes eight stages that you must follow when doing a research: define research area, clarify topic, define question, form hypotheses, research design, data collection, data analysis and form answers. Learning about this topic will help me for future assignments, especially when I will do my research report for the module digital skills and research methods. During this module, I have significantly improved my understanding of methodology and terminology about research. 

[bookmark: _Toc534306470]Skills gaps
Learning about communication skills has been a great experience. I think that I am a good listener, but I still have some weaknesses in my communication skills such as my speaking in front of an audience. Even if I have learned about oral communication in class, I still feel not enough confident on my communication skills and I want to improve. Normally, I feel very stressed when I need to speak in front of people or when I need to deliver a presentation. Furthermore, my gaps are amplified because English language is my second and sometimes I have problems in expressing my ideas to others. Having written communication skills is very helpful within the workplace, especially when you need write emails, letters or reports. I feel that my written communication skills are better than the oral ones, as it is easily for me to write, but I still need to improve my vocabulary by learning more English words. Moreover, due to technology, I can use correction programs for spelling and grammar or I can find online different template for letters or emails.
When I think about which skills are needed to be successful, critical thinking is at the top of the list.  Nevertheless, many employers complain that employees lack critical thinking skills. Because I am not yet confident about my critical thinking skills I will now need to find ways to improve these skills. This is because I tend to receive information passively and I have the ability to quickly find any information I need. If I have a question, I can easily find an answer only by searching online for more information on a related topic. If I do not know how to solve a problem, I can easily watch a video or read online forums. Therefore, sometimes I do not bother to find solution by myself and to question if those solution are right or not. In this age of information, I think it is hard to find the truth, since there are so many opinions about each topic. To improve my critical thinking skills, when facing a problem, I need to ask questions and to evaluate existing evidence and not to take all information blindly. 

[bookmark: _Toc534306471]Conclusion
By having to write this reflective report I have learned how to structure a reflective report and how to reflect on a past event. If I could start all over again, I think that I will reflect more on my skills gaps. I should have said more about all the skills that I have learned on this module, because I have learned so many things. I have struggled to choose between time management skills and how to write a good CV and a cover letter.

[bookmark: _Toc534306472]Impact and future action
Writing this reflective report helped me to develop my ability to be reflective and understand why it is important to reflect on a past event. Reflection has helped me to understand more about my strengths and weaknesses, to know myself better. Moreover, writing this report will be very helpful for my future assignments where I will need to write reflective reports. When another lecturer will ask me to write a reflection I will feel more confident.

[bookmark: _Toc534306473][bookmark: _GoBack]Conclusion
At the end, I think that this module was a rich source of learning about both academic and employability skills. All the things that I have learned during this module will help me to progress in my future career. Working on my assignment improved my time management skills because I had to manage my time and workload to produce my report on time. This assignment improved my writing skills and my critical thinking skills. I have learned not to believe everything I read or see, but to question pretty much everything.
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