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Introduction

Studying the Academic and Employability Skills Module, both previously and currently, has allowed me to maintain and develop skills that I am constantly aiming to work and improve upon. I have gained some abilities indispensable for the development of my academic activities and preparation to join in the Health and Social Care career. Some important skills that shape capable professionals to deal with patients and their carers that in the most time are living under stress, pain and emotional issues. Many people now days live in low budgets or don’t have free access around their houses, this also affects the way they behave and act, so I need to always remember to look, listen and do.
Firstly I will emphasize skills that I have developed during the activities I had in class, with the contribution of experience coming from lecturer and sharing information with my colleagues, personal experiences and the concepts from literature. It would be a mistake to think that people develop their skills only in their workplace or in an educational Institution. 
[bookmark: _Toc17879877]1.1 Reflective Writing

Reflective Writing is an evidence of reflective thinking and in an Academic context is more personal than other kinds of Academic Writing. There are different ways of structuring Reflective Writing, I opted to develop my work through the Gibb’s Model (1988) that requires careful analyses, induce a person to think accurately about different aspects of an activity and from Gibb’s Model it is essential to follow these points: 

· Description: What are you going to reflect on?
· Feelings: What were your reactions/feelings?
· Evaluation: What was Good/Bad about the experience?
· Conclusions: What be conclude these experience?
· Personal Action Plans: What are you going to do differently in this type of situation in the next time?
We must answer this question to get a better result; the quality of the reflection can affect the quality of the results. Rolfe et al. (2001, p.42) describe Reflective Writing as means ‘to help us learn from our experiences’. 
Reflective Writing is applicable as a meaningful activity that serves as a tool for professional development in its own right. Jasper et al., (2013). Writing in a reflective way is a challenge for beginners like me on this perspective. 
We learn through experiences and also through facts of life e.g., things that has happen in the past and people still talk about it for the impact that had in our lives like how people are more aware of other cultures and inclusion now days.
We must have an open mind when dealing with all sorts of situation that may come our way, always look on a bright side of things, and have the ability to change things that can be changed or learn to deal in a different matter.
Dewey is a big believer that when you reflect on things you learn, I also believe that by reflecting on our actions we achieve good goals.
My reflection of Schön (1983) is that everything we learn is in two modules one we learn during the action (reflection in action) and the other we learn by doing it (reflection on action).
I think is important to reflect on things before we do it, during what we are doing and after so we can get a clear view of the situation and always change if needed to be changed next time we do it.
[bookmark: _Toc17879878]2. Communication

Communication is an indispensable ability for individuals and it is bound with all activities performed diary. Opt to development this ability can bring better relationships, greater opportunities at work, establishes clear negotiations with few negatives impact about decision making. Morgan (2017), argues that Communication is an ability that certifies the message transmitted in a clear way. Wrong transmission of the message can be the cause of the most problems at workplace and in personal life of the individuals. There are two forms of Communication denominated Verbal and non Verbal Communication.  Verbal Communication is divided into four parts: Listening, Speaking, Reading and Writing. Communication and speaking has more impact because generally mix with other nonverbal Communication. 
It can be identified with the way that we express our needs to others. We can utilize all kind of those when we are talking, sending an email, at work or sharing a post at social media. Nonverbal Communication is expressed without use of words, sometimes can express more than verbal context, can emphasize or denied what we are trying to express differently in the way of the Verbal Communication through our body language that we can observe into facial expressions, eye contact, tone of voice, dressing up or corporal posture. For the effective Communication, both needs to be in harmony (Ali, 2011). Richards & Schmidt (2010) affirms that communication is the exchange of information where usually has at least one speaker or sender for an effective message to be received. Each individual presents different aspects in relation of Communication. A number of people prefer to talk more than others, some are more listeners. Some people have more abilities when writing rather than speaking because they can send a clearly message to the receptor. All aspects of Communication are very important for a good relationship  with each other.
Communication is a challenge between organizations and their collaborators. In a successful work environment good communication between employees and employers is indispensable, fundamental in the business world. Despite the difficulty of speaking English, because it is not my first language, I have sought to enrich my vocabulary, and I am looking to talk more with people to  practice. At the university I have already noticed significant improvements, I can speak and make the other person understand and communicate with me verbally or in writing. I can improve my skills by practicing more. I think that it is a big challenge for us pupil and for lecturers as well this contact with people that does not speaks fluently the language because there are different accents, different background, and different levels of English that compromise the Communication. I have been developing my fluency, trying to increase my vocabulary and applying the tools that was learnt in class as send an email professionally, elaborate a CV, Cover Letter therefore with the intuit to gain confidence to go for job interviews and trying to develop the Verbal Communication where I have more difficulty.
[bookmark: _Toc17879879]3. Time Management

Time Management is an amazing tool where allow us to use the time in our favour, bringing productivity to the activities we perform; work, studies and personal activities. To succeed in this issue, it is important to keep clear and defined goals for an effective result avoiding having to "redo" the work that often demands more time, compromising other activities, bringing frustration and stress to the one who executes it. The best strategy to achieve all things effectively is to organise time and identify priorities, not to be lost between what is important and what is urgent. It is essential to leave this question well defined so that no activity is lost or compromised. There are several tools that we can use within the Time Management strategies, such as Agendas, To-do-List, which works to promote this effective organisation, avoiding frustration and even the procrastination facilitating creativity for new projects. It is essential to know goals because through them you have the ability to compromise so that they happen satisfactorily. Avoiding inefficient workflow, low quality and generating a high-stress level. This subject has been a very big challenge in which I am trying to improve. I was always organised, responsible and very busy, but with time I saw myself exhausted at the end of the day and with various activities without conclusion, generating frustration and much mental exhaustion at the end of the weeks and consequently for months. Always tired and unmotivated, I understood that I needed to do something to change this context and then after the encouragement given during the lesson in the previous term, I realised that it was of great help to apply the strategies of Time Management. I started to establish a list of activities first from the "To-do-List" and this action evaluates my order of priorities and urgencies, give more attention to follow an agenda of the activities for the Execute in a more precise way.   "Our feelings, emotions and behaviours – and other's perceptions of your behaviours – will impact on how well we can work with others." Morgan (2017, p.203).  
Time management it is not a difficult tool for me to execute. On the lecture in the previous term I understood how important is to apply and be favoured. I am learning how to use my activities in class and how to apply some strategies for my studies at home, bounded with other activities prioritising urgent and important things not to be stagnant with distractions. 
Everyday we use some definitions to express that ‘time flies’ and we need more than twenty four hours to keep all activities working well and the perceptions on it affects individuals and their lifestyles, therefore we need to  bring a better capacity to use the Time Management Skills. By definition, Time Management Skills is the technique that helps us use the time efficiently bringing a positive individual result.(Britton & Teser 1991).
To be considered efficient, Time Management requires actions with objectives setting, determining importance and priorities of the activities, analysing  the time, adjusting to the unknown situations. (Crutsinger,1994). 
Analysing Time Management Skills, I can identify that I have the ability to find balance between my personal life, class performance at University, and  prepares me to use this tools at workplace, specifically in Health and Social Care.
[bookmark: _Toc17879880]4.  Analytical Thinking    

The process of critical analysis is very important so that we can understand the parts of a context, analyse it in a “detailed” way and apply it to contribute positively to that specific situation. Thinking strategically determines our best attitudes. Dewey (1986) argues “Thinking is inquiry, investigation, turning over, probing or delving into, to find something new or to see what is already known in a different light. In short, it is questioning.”  We can do this process personally, analysing facts that can benefit us as an individual, analysing behaviours, attitudes, bringing greater functionality. I consider myself as a person who has analytical thinking. It is already in my personality to have the characteristics most geared to it, such as being meticulous, organised, rational, and cautious. In a professional context, Analytical Thinking is of utmost importance as well, as it helps the company to focus on what is pertinent, as it adds value in the individual, teamwork, company and community aspects. The professional needs to correct and stop working by "trial and error" seeking better alternatives. It is important to highlight relevant points for this process to work correctly, It is necessary to put your point of view in a way that other people will understand, trying their best to eliminate errors and distortions. Any analysis will only be functional if  fits into the whole process with meaning and improvement. It is necessary to focus on the problem on time, based on priorities, always maintaining respect and ethics and encouraging dialogue to organize the facts.       
5. [bookmark: _Toc17879881]Conclusion

My perception of what I learned about the topics has helped me to develop my academic, professional and personal development. Reflect on the skills that I already have and I can apply them and evaluate possibilities where I can improve them in the context of work in the Area of Health and Social Care.
Concentrating on the execution of this Assignment, I observed how much we learned while we are in different situations and how much we can apply that knowledge in class in a group discussion or doing class activities, therefore I learned that working in group is beneficial, team work is important, skills and knowledge helps to gain the confidence that I need to develop or to improve on this field.  Health and Social Care I would describe as a very important factor on our lives because without them is impossible to live a health or secure life.
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