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Introduction:

The aim of this reflective paper is to explain how the Academic and Employability Skills module supported me to improve my existing skills as well as to find out any gaps in my remaining skills to reflect further on my career. 
By reflecting on term 1 and 2, I will reproduce how this module helped me to evaluate work related issues professionally and collaborately by participating in peer and group discussions as well as how I have been shaping my career through quality education.

The main objectives of this reflective paper:

· To reflect on various aspects of my academic and employability skills I have developed through attending in term 1 and 2 of this module
· To find out my learning experiences and skills by recollecting the knowledge I have assembled to develop my personal and professional skills to reinforce my need to develop my weaknesses and enhance my strengths.

Even though this module has covered a lot of topics within 2 terms, for this reflective paper I would like to reflect critically on some skills such as communication, report writing, time management, academic research and presentation skills which are equally significant in both academic and employability fields, while considering the Health and Social Care. In addition, to elaborate, this paper will explain about reflection and its models shortly to explore 2 terms and its analysis with a conclusion.


Reflection:

The notion of reflection or reflective practice is for those intellectual and affective activities in which an individual engages to explore their experiences to lead a new understanding and appreciation. In addition, research suggests that the course (cognitive, emotional and experimental) of internally investigating and discovering an issue of concern that is generated by an involvement in the past, which produces and simplifies meaning and transform conceptual perception of social, personal, cultural, historical and political behaviour (White et al. 2006). People learn from reflecting on experiences but not from experience itself (Giada, et al. 2016).


Reflective Models:

Many reflection models are followed across the Health and Social care for being an effective practitioner and being able to incorporate new information from experiences and interactions. Influential Reflective model by David Kolb (1984) explained learning as a process where knowledge is perceived through renovation of experiences (Calpin et al. 2014).  This reflective paper applies Kolb’s cycle (do, observe, think and plan) to regenerate information by reflecting.

Communication skills:

Before attending this course and writing an academic report on this module I was inexperienced in the skill of communication. After studying and accomplishing term 1, my observation of Communication has completely changed, which is a process of exchanging opinions, beliefs or feelings or sentiments and figure and facts within the parties for common understanding (Griffiths and Dunham, 2015). 
Moreover, I came to know that the communication skills of employees are preserved as solid foundation for attaining individual and professional success (Kinnick and Parton, 2005).

I did not realize I had a skill gap in communicating with various people in my daily work and personal and academic life, listening plays a vital role in the eyes of the employers and educators. In term 1, Anita (Lecturer for term 1 for Academic and Employability Skills) taught me that both active and ostentatious listening develop more engagement within the work environment such as in team meetings and in the university for instance in the classroom. 
Demonstrating expected communication skills are the most difficult area in my professional life as well as university life however, having experienced the theory of communication, I find myself as an effective communicator for both at my work place and in the class room. For instance, when I write emails to health and social care professionals or colleagues and to my lecturers and classmates, I always think twice about suitable formatting with formal or informal languages to communicate efficiently.

Having experiences in classroom learning with peer groups boosted my strength of this skill in decent level. Also, my project manager has given me effective feedbacks in professional supervision and Appraisal meeting for 3 different occasions for having good communication skills. Without attending this module and learning about professional and employability skills, I would let myself have poor communication skills when giving feedback.
Report writing skills: 
In week 7 of term 1, I have learnt about report writing where I have gathered knowledge that conveying information, discussing viewpoints, making recommendations and reaching to conclusion are important through effective report writing. My skills in report writing were significantly underprivileged. Likewise, I never realised my effective report writing could make a real difference for people with disabilities life in my current work setting. 
Moreover, this module allowed me to write an effective professional report with critical reflection: perhaps the most useful and effective way after evaluating all professional documents and practical observation.
My lecturer guided me all the way to learn about academic reports which eventually supported me to carry on my assignment. However, towards the end of the term, I came to realise that my classroom learning would be more effective if I could have practiced more report writing in the light of Health and Social care
Now I take relevant attempts to analyze the report logically to give reasoning in the report in a professional and academic context. 
Consequently, I started to employ my learning experiences for writing our service users various reports at my work place for successful accomplishment of organizational goal through effective report writing. Because absorbing information creates improved functioning and generates an underlying connection between engagements and results (Giada, et al. 2016). 

Thus, my report writing skills were productively utilized to achieve higher performance for which I have been given feedback by my manager. Last week, I wrote a review report for one of our service users for which my manager gave me an excellent remark in my appraisal meeting which had direct impact on my annual salary increment. 

Presentation skill:

Being a health and social care professional, I perform a range of activities to present our suitability for vulnerable people with different goals and delivery styles (Morgan, 2017). Therefore, presentation skills are an essential employability skill for my current job role.

However, this module boosted me in the right direction to flourish in front of a different audience through practicing in the classroom environment with diverse group of people. For example, I was encouraged to see other people presenting and learn and reflect about it. Some stories in the actual presentations were tremendously powerful and stimulated me to become positive and some presenters were natural comedians who reduced my exhaustion for the whole week.

When I was in a brief presentation about 3 achievements in my life I became very emotional and nostalgic during the recollection of my own stories. I never acknowledged that my story and my background are significantly inspirational and could be a wakeup call for others before talking to my friend Viktorya and others.

Thus, I was inspired and encouraged myself to participate in professional presentation for another module which is Effective Team Working and Communications. Likewise, I revived my strengths in presentation skills through attending range of group activities and presentation (Corker and Holland, 2015). 

Time management Skills:

In my first term, lecture two, I studied time management. Time is an ongoing traveler and someone who can take control of their life can not only do everything they need to do, but motivate others to do their best for absolute effectiveness (Morgan, 2017). 
After studying Eisenhower’s model (1954) (priority, urgency and importance) (MindTools, 2019), Covey’s (1989) time management matrix (crisis, planning, unscheduled interruption, escape and routine) and Pareto’s 80-20 rules, I familiarized myself with productivity again (Morgan, 2017).
        
 Being a mother of three children, working and studying would be impossible for me. However, I was prioritizing my tasks within the limited time of the day by maintaining diaries to increase my productivity. ‘Keeping a diary is powerful’ through identifying tasks which I follow to increase productivity (Hellsten, 2011). 

For me application of time management techniques comes in four steps. These are: keeping a diary and prioritizing tasks, repeating and refining priorities consistently, keeping time effectiveness relevant to present day to be successful. Like many people I struggled with prioritization, often choosing tasks that provide immediate success as opposed to steadily working to a long-term goal (Maund et al. 2016). Because, without learning proper time management skills and its implementation it would be impossible for me to continue with the course. 

Academic Research skill:   

Studying this module in term 2 not only facilitated me to learn and develop my academic and professional research skills but also analytical skills by analysing a variety of documents through appropriate researching.

 My lecturer for term 2 made her all efforts to make us understand how to accomplish and utilise an appropriate research skills (like empirical, non-empirical and desktop/Library research with different methods) (Caldwell, et al. 2005). For example, she asked us to discuss in groups how an effective and quality research can be completed which offered me to broaden my prospect to select and trust on an original and globally approved piece of research.

Moreover, the meaningful aspect I learnt was to produce a well-structured academic report with appropriate research skills and accurate referencing through utilising text books, lectures in classroom, by doing self-studying of journal articles, news articles, organisational documents and websites. I have been taught that all academic journals and text books are significantly dependable sources which I was not aware of before attending this module whereas websites are recommended under watchful consideration. 

Eventually, this allowed me to expand my knowledge with advanced thinking, identification of information and implementation of research skills in my work place. (Corker and Holland, 2015).

Reflection on skills gap and Feedbacks:

Nonetheless, before attending this course, I did not question myself about my strengths and weaknesses and did not think about any gaps in my skills that may have needed further improvement.
Attending these academic and employability skills sessions with 2 different lecturers has endorsed me to develop my research, report writing, presentation, CV and cover letter writing skills in my skills gap.  After having 62% marks, the feedbacks I have received in last term was constructive and guiding which I have utilized in this term, particularly on referencing. I had taken this course as an individual mission where I have progressed my skills that were perhaps overlooked, and nurtured my prevailing skills (Corker and Holland, 2015).


Conclusion:

For me the most meaningful experiences of learning were attending this module which has given me a concrete foundation for the upcoming years of my studies and enabled me to choose subsequent career paths.

Learning about communication, time management, report writing, presentation and academic research skills, shaped every sphere of my academic and professional life by carrying a standard weight with overall attainment.

After learning about these skills, it has become easier to reproduce my abilities and aptitudes by considering my current job role. Similarly, it has broadened my prospect to study confidently with appropriate skills.
Through discovering perceptions of both my own skills needs and employers’ requirement, it is conceivable that the use the information assembled and studied can gravely be utilized for employability aspects. In addition, it delivered a fascinating insight into which areas which I appreciate as the most important elements of learning. The module has developed my understanding in the areas which I still need to improve (Corker and Holland, 2015). 
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