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[bookmark: _Toc39073455]1.Introduction
Academic skills refer to those skills needed for effective learning such as research skills, referencing, writing skills, reflective and creative thinking, critical analysis, organizing and planning among others. Such skills are developed and used for studies and equip students with the skills relevant for careers. Moreover, academic skills will allow learners to progress with their education with much ease (Bailey, 2011).
[bookmark: _Toc39073456]1.2 Employability skills
Eemployability skills are those attributes that employers are looking for in potential employees to be recruited such as; communication skills, team work, negotiation skills, budgeting skills, net-working, time management, research skill, customer care, personal-relations skill, among others (Hinchliffe and Jolly, 2011). However, its important to note that employability skills differ from different employers, and employers utilise wide range of written communication skills when presenting their memos, job adverts, technical reports, proposals, interviews and letters. 
Examples of employability skills in health care sector include; time management, customer care skill, excellent communication skills, teamwork, critical thinking, listening, attention to details and negotiation skills (Moreau and Leathwood, 2006). Even though I am employed in the health care sector, I felt the need to study and gain more expertise in the field. Therefore, learning in the module has enhanced my academic and employability skills in different ways as explained below.
[bookmark: _Toc39073457]2.  Academic Skills Acquired through Learning
The learning in the module has helped me to develop my academic skills most importantly understanding different ways of writing that enables me to produce professional reports as required both at workplace and institution of learning within the shortest time possible. 
Ffundamental research studies in the module exposed me to academic research dynamics which enabled me to deeply understand the meaning of academic research and how it is conducted/undertaken. I acquired research knowledge/skills in differences between primary and secondary sources of data/ information in research (Chinelo, 2016). As a result, currently, I can independently produce primary data/information through the use of research tools such as questionnaires, and secondary data on a chosen topic respectively. Importantly, I learnt a step-by-step process of selecting a good research topic which involves means of identifying the depth of a research topic that has been chosen. 

Writing skills 
The module has helped me to enhance my ‘writing skill’ and to appreciate that it is one of the crucial academic competencies any individual requires as supported by Bailey (2011) ‘Academic Writing book. I realised that writing skills are significant in health care sector as a way of providing precise vital information to team members and clients. For example, I communicate easily to my fellow employees through writing simple e-mails and text messages unlike before. 
In most health and social care centers, the major form of communication entails writing skills which is done in form of Referencing as an academic writing skill was imminent during our course discussions. I gained the knowledge about the application of Harvard referencing style by using the 2018 Harvard referencing manual, though it proved to be difficult. However, I must admit that I still have challenges in this area and am still studying to perfect it. 

Referencing skills
I was made to understand that referencing is crucial in validating academic writing, for example, there are instances where I use information from another author, then I find it mandatory to reference it to avoid plagiarism and promote integrity of academic research. I have learnt that it is an offense not to acknowledge other authors’ work properly in academic writing. Besides crediting the source of the information, it is important to assess the suitability of the sources before using them (Bailey, 2011; Chinelo, 2016).

Power point presentation skills 
Finally, I advanced the skill of creating summarized Power Point presentations throughout the module learning. This was achieved through practicing different paraphrasing steps and differentiating between clauses and sentences (Zemach and Rumisek, 2005). I also familiarised with the techniques for improving public speaking skill especially during group sessions and class feedback, though still lacking. I explored how to understand and interpret body language and other things about the audience when delivering a presentation. This is relevant to my work as well in case am requested to give a speech on behalf of others, then I am equipped with the public speaking skills to apply.
[bookmark: _Toc39073458]2.2.  Employability Skills Enhanced through Learning 
Communication skill is one of the most key skills employers are looking for in potential employees, especially in the field of health and social care. I have learnt that communication skills involve a combination of verbal and non-verbal communication, and listening (Andrews and Higson, 2008).  During module learning, I noted that having good communication skills in the workplace is crucial while relating with colleagues, seniors, service users and other professionals. Most importantly, good communication skills create an excellent working environment and enhances quality services to clients and the completion of assigned tasks efficiently and consequently high productivity levels.
For example, when I am at work interacting with our service users and colleagues, I understand perfectly when to communicate verbally, when to put it in writing and when to remain silent, and this has contributed to my improved productivity at work. The above argument is supported by the works of Andrews and Higson (2008) who asserted that communication procedures and skills are vital for any successful teamwork and working environment.

CV writing skills
I learnt how to write a good curriculum vitae (CV). I understood the important aspects a resume should have such as, short and precise, simple and clear words so that it leaves a lasting impression on whoever will read it. Most importantly, I learnt how to prepare for job interviews in the field of health and social care (Talentlift, 2019).  For example, I got to know the commonly used interview terminologies and the ways of passing the interview. 

Interview skills
I also understood how to answer interview questions and realised the need to identify my strong and weak points while talking to the potential employers (Moreau and Leathwood, 2006). The lecturer also taught us how to write a strong cover letter for most jobs related to the health and social care sectors. Therefore, the module has enhanced my employability skills to compete in the global job market.
Team Working 
The learning in the module has helped me to develop my team-work skills, before the course I had difficulties working in teams, but the structure and class activities of this module has enabled me to open up, participate freely in group discussions and presentations especially feedback sessions in class. This teamwork experience is very relevant to health and social care sector where I work. I have also learnt to accept positively critics from colleagues towards performance and diverse ideas.

Critical thinking
The module has helped me to improve my analytical thinking skills. Analytical thinking is a mental process of breaking down complex information or comprehensive data into smaller parts (Cottrell, 2011). Examples of analytical skills include, data analysis, problem solving, creative thinking, reporting and effective research. Therefore, the demonstrated learning on analytical skills has enabled me to solve work related problems more efficiently and to find out solutions with better efficacy. 
Above all, I have learnt to negotiate, communicate and become a better thinker as well as easily work in a team. For example, I can effectively manage people with cognitive/mental challenges at my workplace. More importantly, I have become more conscious, less reactive which has resulted into more harmonious relationships with colleagues at work. However, more effort is needed in my studies, to ensure proper developed analytical thinking skill.

Time management
The module has enabled me to improve on time management at work. During learning, I mastered the techniques of time management process such as writing down a to-do-list, prioritization, reviewing progress, setting goals basing on ‘SMART’ goals, as well as being organized as effective tool for time management (Mind Valley 2018). Good time management is the ability to control, plan and manage the things that we do without undue stress or tension and ensuring that we have time left for leisure. 
Morgan, (2016) states that our performance in studies or at work setting depends on how good we are at time management, for example in a work place, if you arrive late without informing anyone you will be regarded as unreliable and this perception may be hard to shake off. I have realized the importance of using work plans, diaries, lists, filing systems, organized paperwork and tidy workplace for effective time management. 
For instance, after the module, I developed a personal daily and weekly timetable indicating all the to-do-lists that I follow every day, this has contributed to my concentration at work duties and studies respectively. Practically, I spend five (5) days in a week at work and two (2) days at school, in my dairy, the daily to-do-lists are clear with time allocations, specific activities, and priority areas are clearly highlighted using S-specific, M-measurables, A-achievable, R-realistic and T-time-related, goals.
SWOT Analysis
Through the concept of SWOT analysis, I have developed a personal strategy to get where I want to be in future, and it’s my personal responsibility to fulfil my personal development plan (Morgan, 2016). This has been possible because I was able to understand and identify my weaknesses, threats, opportunities and strength in life, and hence provided me with the opportunity to focus on strength and improve on the weakness. For example, currently, I am taking a voluntary leadership role at workplace of leading the writing of a monthly report on client’s service satisfaction.
I leant to document the whole process of personal assessment and reflected on my strengths and weakness as well as exploring opportunities and threats towards achieving my career ambitions and future development.  I used SWOT analysis to discover my strengths and weaknesses that I had never noticed prior to this course.
[bookmark: _Toc39073459]3. Skill-gaps and suggested ways to improve on the gaps.
· I admit that my verbal communication is not audible. Therefore, I am not good at communicating with big audience verbally. I also feel shy, especially when talking to guests and during staff meetings. However, I will ensure more courage and self confidence when talking to strangers. I will keep practicing verbal communication to sharpen my verbal communication skills through measurable activities such as attending an English test to further improve my listening and writing skills within six months, and this will enhance my employability in health and social care sector.
· [bookmark: _GoBack]Poor time management habits especially arriving late at meetings and scheduled appointments, based on the time management knowledge acquired in the module, I will improve by properly using the strategies gained from the course such as setting SMART goals, organising, and separating tasks that are urgent from those that are not. I will continue to manage time using a to-do list well written down in  daily activities so that I do not forget them. Writing a to-do list will further aid me not to spend a lot of energy thinking about everything that I am supposed to do in my future employment undertakings. I will avoid postponing activities that are under my responsibility.
· I still have referencing challenges which I believe will continue to improve as I advance in my academic studies.
· A wide gap is identified in my data analysis skills that is related to analytical thinking and report writing. However, I have plans to enroll for a module in data processing and analysis in order to study more and improve on my analytical skills.
[bookmark: _Toc39073460]4.   Conclusion
The module has not only helped me to improve my academic and employability skills, but it has also enabled me to identify and understand my career weaknesses and strength in the field of health and social care. Throughout the learning in the ‘higher education in skills for the workplace module’ I have attained and improved on critical analysis skill, communication skill, working in teams, time management, analytical thinking skill, writing skill, referencing knowledge, research skills and personal reflective skills.  
The above skills and knowledge will benefit me to solve work related problems, communicate effectively with my seniors/colleagues, contribute towards my work performance, good foundation for my post graduate studies and help me to vastly compete in health and social care employment sector where such skills are crucial assets. 
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