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Introduction:
This report will focus on Academic and Employability skills module. In this report I am going to reflect on the skills I have gained through education and how this could help me to improve in working environment. To be able to do this reflective report, I will use Gibbs G (1988) model which motivates me to reflect on the aspect of an event or about an activity, and I use all the headlines to structure my reflection 
[image: Reflective Cycle]
Source ( Gibbs -1988)



Description:
I am a student at University of Wales Trinity SaintDavid where I am studying to obtain the Certificate of Higher Education in Skills for the Workplace Level 4. My lectureasked me to write a reflective report about how Academic and Employability Skills module helped me to improve my skills and by doing this I reflect on skills gabs that I have and I need to improve.
First I am going to write about the skills I am growing scholastically at present.

Feelings 
At the beginning I was bewildered and my feelings were very confused. I was scared because it was my first time doing something like that, and I thought that it will be a hard assignment because I did not have knowledge how to arrange a report like that. I knew so little about reflective writing and this made me feel confused, uncomfortable and very insecure. All this change when the lecturer explained us how the right way of how to write and structure a reflective report. The things that lecturer taught us in classroom made me understand very well what the differences between descriptive and reflective writing are. When I was doing my research on reflective writing from scholarly articles and books, I begun to get more knowledge about how to write a reflective report. I read a lot about reflective writing from different sources such as scholar articles, books, websites which helped me to gain much more knowledge for this task. Because I have learn so much about reflective writing, I can say that my incisures and my fears disappeared and now I fell much more secure and confident that I will be able to do this report. 
Analysis and Evaluation
In the first term at the university I have learned the meaning of employability skills. I know that is a set of skills that can give to a future graduate the possibility to get a job and succeed in their futures careers. Now I know why I should develop my skills and how these skills are consistently asked in occupation announcement conveyed by managers. I also learned that there are four categories of skills. Not in this particular order but the first one is thinking skills suchas decision making, problem solving, visualization and creative thinking, basic skills such as writing, listening and reading, people skills such cultural diversity, social, teamwork and diversity. Learning about these skills helped me a lot, now I know how important communication is not only for a business but also in daily life. It also helped me to discover and analyse my weaknesses and my strengths. Additionally, knowing and understanding myself better helped me taking better choices to accomplish my objectives.
During the academic year I have accomplished a lot, I had the capacity to grow clearly SWOT analysis in which I identify my strengths, weaknesses, opportunities and threats. This helped me a lot in academics and social life, extra classroom activity and in any other activity that I took. With this method I worked assiduous to improve my strengths, repair my weaknesses, I made them my powerful points. 
I also developed self-discipline, it is important for effective learning.
As an individual who is mindful while bantering with others, I try to be an active listener. I attempt to typify the characteristics of a "successful communicator" Johnson (2009) by asking the individual I am connecting with in the event that I comprehended the message they are endeavoring to get over, without making any presumptions about what they have said. Having this sort of communicative skill has been useful in structure and keeping up trust in my connections, this makes the recognition that I am endeavoring to comprehend the data they are entrusting me with, and acknowledging that I am supporting what they are stating without making a decision about it, paying little mind to whether I'm talking with another colleague or an old companion.
In second term I have learned about critical thinking skills. According to Alison Doyle Critical Thinking, Definition, Skills and Example, “critical thinking refers to the ability to analyse information objectively and make a reasoned judgment. Critical thinking involves the evaluation of sources such as data, facts, observable phenomenon, and research findings.”(Alison Doyle, 2019)
I additionally realise that basic reasoning can be separated in to the accompanying full aptitudes (interest is the craving to adapt more data and look for proof just as being available to new thoughts, skepticism involves having a sound interrogating disposition concerning new data that we are presented to and not aimlessly thinking everything everybody tells and finely lowliness is the capacity to concede that our suppositions and thoughts aren't right when looked with new persuading proof that states generally).
Learning about critical thinking made me understand how to evaluate and look for different evidence and how to use logical arguments to be able to reach strong conclusion. For me critical thinking skills are very important because they let me analyse important sources of information.  The be able to develop my critical skills I always have to be positive and full of energy. If I want to be a critical thinking, I should continually develop myself, learning and pushing my borders.  I know that I will never be able to learn everything regarding critical thinking but, there will always be space for growing.
I also learned about analytical thinking skills. Now I know how important they are because it allows me to find solution to general problems and helps me to take good decision about what action to take next. Being able to understand the problems and analyse the situations for useful solutions is an important key skill at every level in every position and by developing this skill can improve my work and eventually support my personal career goals.
I know that there are several analytical skills such as critical thinking that I already mention above, data and information analysis which is one of the primary parts of analytical thinkingand it helps me to review and analyse the data or information that will be necessary to solving the problem once the problem is identified, research which it helps me to research for a solution once I identified the problem, communication and problem solving which is helping me to solve for a solution after I identified the problem a situation or an area of improvement. 
Improving my analytical skills can help me to reach different career goals. 
My listening skills are great as I listen the other person persistently and after that Itake part in communication with what that other person was talking about. (Kate Williams, Mary Woolliams, Jane Spiro, 2016). 






Skills Gaps:
I use to thing that my time management skills are great, until I start going to university. At the beginning of academic year I have discovered that I do not have the capacity to manage my time, my life was turned upside down it was incredibly influenced by this. I understood that if I want to spend some good time with my friends and family and yet have plenty of time to complete my assignments, to go to work, to study, I have to reevaluate my management time skills. I comprehended that the primary obstacle I am gone up against isn't having an authentic ordinary practice. This was a test at first as I believed that it is hard to audit how I would experience my days so setting up a schedule was troublesome. To help me with this I obtained a diary to help me in orchestrating and dealing with my days. This empowered me to sort out the noteworthy events for a mind-blowing duration while so far doing the things that are anticipated from me for instance contemplating. Dealing with and organizing my days have made me progressively aware of time the executives, this is exceptionally troublesome for me. There were days when I felt depleted and this made me dawdle in arranged occasions, by orchestrating my time I found that I have to think about some sum off adaptability. I similarly should think about what should be done rapidly and a need before organising my week so the noteworthy things were done for instance assignments, this chart helped me a lot. 
In the second term I also learned about CV and Cover Letter. According to Max Eggert “A perfect CV is a CV that achieves the interview, no more, no less. When the CV puts your name on the interview shortlist, it has done its job.” ( Max Eggert, 2011). Now I  know what information I should put on my CV, I know that it should never be completely formulaic but should always contain personal details (name, contact phone number, address and  email), personal statement such as( what I am offering, who I am and what I am looking for and the aim to prove why I am suitable in one short and brief  paragraph), work experience where I should put all my relevant work experience started with the most recent including (the name of the company that I worked for, the job title that I used to have in the company, time in post and the key responsibilities that I used to have while working for the company), achievements ( here I have the chances to write about how preceding experience has given me the skills needed to make me a perfect candidate), education (here I should list my educational experience, the type of qualification, the grade that I achieve, along with the dates), hobbies and interests (I know that it’s not necessary always to mention my hobbies and interests in my CV but sometimes mentioning the relevant ones could back up my skills and help me to stand up from the crowd)(Corinne. Mills, 2009 ).
I also learned about cover letter. At the beginning I didn’t knew so much about the meaning and the importance of a cover letter but then when the lecturer explained us in class, I discover that is one of the most important letters that I would ever write. I know that is an important document that introduce me to a future employer and if it’s well written, open the way to that important job interview. 
Now I know what the purpose of the cover letter is and what it is intended to do. I know that serve to introduce me and my employment credentials to the employer, brings on the employer interest in interviewing me and serve as a business transmittal letter for my resume(Beatty, Richard H, 2004).



Conclusion:
Using the Gibb’s model of reflection helped me to understand what I have learned through the entire academic and employability module. It also helped me to understand that I have could done a lot of things differently. For example, when I came across a lot of difficulty in the group presentation, I should communicate the problems with my colleagues. 
This academic module helped me with a lot of different chances to improve my skills. By doing this module I improve my communication skills, now I know that I have to be more effective in this skill. For that reason I will take part in different seminars and public speaking meetings. To correct my posture and structure for non-verbal communication, I will take sessions with body language experts and I know that it will take between five to seven months to enhance these skills.
Action Plan:
If I should start all over again, I think that I should reflect more on my skills gaps. I think that I should have mention much more about all the skills that I have learned on this academic and employability module, because I have studied so many things.  I need to work harder at communication and time management skills, so I decide that I will do that by finding strategies that will help me to improve them. I think all that I have learned during this academic module is essential for career and personal development.


Conclusion:
Writing this reflective report helped me to understandhow to write and build a reflective report and how to reflect on past actions. Gibb’s reflective model helped me to assess the general experiences of this academic module. 
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