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1. [bookmark: _Toc101793349]Introduction
It is not easy to define Employability and Academic Skills, it includes large sets skills that apply across many different careers. The basic set of skills in general include writing, reading, and communication skills. Since those skills are useful throughout the whole professional journey of an individual, across different employments and can be easily transferred, they are called Transferrable Skills. They are becoming more and more important to posses in today’s dynamic jobs markets. Employers are looking for graduates who have developed more transferrable skills and Universities are looking to supply the demand. I am currently employed and like many, looking constantly to improve my employment situation. It has become clear to me that I need to improve on the skills that I have, learn new ones, and try to apply them. 
In this work four of those skills are presented, that were covered in the Employability and Academic Skills Module, at the UWTSD. The four chosen topics for the Report are Time Management, Reflective Writing, Paraphrasing and Public Speaking. Shortly reviewing published literature to gain an understanding of each one. Then trough reflective method, examples are given of my experiences while we were learning about them in class. Followed by discussion and were they useful they to me, and how, in conclusions.

2. [bookmark: _Toc101793350]Review and Personal Reflection


In this section, the Reflective Report reviews briefly four of the Transferable Skills taught in the Academic and Employability Skills Module and using the Kolb’s (1984) method, revealing my related experience during and out of class. It requires sharing my thoughts at the time of the experience, think and reflect on them, analyze them and finally - applying what I learned and what I knew, into practical uses.

[bookmark: _Toc101793351]3.1 Time Management

It’s clear that Time Management is a founding stone to successfully achieving our goals, a widely transferable skill. Good time management helps improve our career. Organizing each day’s tasks helps complete work on time, prepare well for important meetings and free up time to for creative and proactive projects. “Having strong time-management skills can ultimately lead to accomplishing key goals and advancing in your position.”  (Keiling, 2021). 

I remember, as we discussed the topic in class, I was thinking about the ways I waste time and how useful it will be to have extra time. I was sure, right away, I could maximize my efficiency with proper time management, planning and replanning. I got familiar with Pareto’s Principle also known as the 20/80 rule states that “for many phenomena 80% of the result comes from 20% of the effort” (Duszyński, 2022). It applies to so many aspects of life in numerous ways, that really interested me and gave me an unfamiliar perspective on the world. I saw potential for me in time management and prioritizing. Since the I am trying to optimize my time and not waste as much between activities by better planning and managing my spare time. We were shown how to develop a Personal Development Plan (PDE) and I did one for myself. From it my goals became clearer and prioritized, I was able to plan and set realistic timeframes, identify obstacles, and properly manage my resources, of which time is the most important I thought. The lecture and discussion at the university made me realize how much more I can do to improve and benefit from Time Management.

	






[bookmark: _Toc101793352]3.2 Reflective Writing

Reflecting is a very natural process, and it is an important part of the learning process - thinking about how and why things happened in the past. Improving Reflective Writing is an excellent way to enhance our knowledge and required often in Higher Education (University of Birmingham, 2015). 


Reflective Writing was something that I did not have a good idea of. Even before we went into this subject, I was curious and interested to know more. Obviously, we are using reflective thinking all the time but, in writing I found it is difficult. We use it in professional and academic practices, and I wanted to get better at it. We learned about Gibbs Reflective Cycle (1988), and I later discovered about the Kolb’s (1984) cycle of reflective practice and his method. Even our assignment is a Reflective Report, so it turns out to be even more important for me to improve on reflection overall. I also decided to use Kolb’s (1984) method for this assignment. Even if Reflective Writing is a new skill to me and I must learn much more about it, Reflective Thinking is something I probably even do too much of. This makes me think it will be useful to me to learn more methods and applications of Reflective Writing. This class offered me a great place to start.

[bookmark: _Toc101793353]3.3 Paraphrasing

A crucial skill to have in professional and academic writing or even verbally, it is invaluable ability. “Paraphrasing can be an extremely helpful skill in all sections of the exam, as well as when writing and speaking in both professional and social situations. Not only can it help students clarify what they mean, it allows them to reproduce key information from the exam texts without copying word for word.” (Considine, 2018)

I have always liked and used Paraphrasing, I was looking forward to learning more about it and try new ways to apply it. At work – when I wanted to inform a customer that there is an issue, for example, the food is going to be late, it is much better to say it in a more positive and cheerful way, rather than just passing the message. I also remember when I was at high school, paraphrasing spared me a lot of time and paper when I was taking notes. I was looking towards covering the topic at university and really enjoyed the challenge when we exercised at the end of class, mostly because it was more official in a way as well as it was in English. I remember it as a fun and useful experience. The lecture and exercises we had during class revealed to me a more unfamiliar aspect of Paraphrasing. We had good examples of more Academic applications and exercised it in different contexts. I learned about the three ways of Paraphrasing – using synonyms, changing word class, and changing word order. We exercised on several texts together and commented on the different ways proposed by us, the students. It was very useful for me to see and conceptualize it better in its written form, in English. With the feedback and guidance of the lecturer I became much more confident in my Paraphrasing Skills but, I will keep using and improving on my Paraphrasing Skills – both verbally and in written form.

[bookmark: _Toc101793354]3.4 Public Speaking and Giving Presentations

Public speaking is the key to success in many careers, anybody can probably name many highly desirable jobs where it is a key skill to have. It is a great gift but also very desirable Employability Skill by employers. Applicants with strong Public Speaking are in high need for many positions that involve some form of it. Active, well-trained speakers are valued by companies and possessing this skill could lead to leadership positions. (DOYLE, 2021).

Public Speaking has become significantly more important in recent times. Most people must work hard and practice constantly to master Public Speaking, it is a rare talent to have. The idea of Public Speaking is dreadful to most people. As much as 77% of the population has a kind of anxiety when it comes to it, ranging from slight scare to a phobia of Public Speaking – Gloss phobia (FutureLearn, 2021).

What I found about Public Speaking in class is that I am not naturally good at it and nerves are a big issue for me when speaking in front of people. I remember while covering Public Speaking, we discussed the importance of paying attention to the public, hand gesturing, personality as well as watching videos of some of the best Public Speakers in the world. The assignment that we had later in the module was a presentation so, I had to try and use all those tips. The only problem was that wen the time came to present it, I was so nervous, even though it was online, so I completely forgot about all that. It was as if I was on autopilot and even skipped some of the notes I had. At the end I was just happy I went trough that experience, and reflecting on it now, I realize how hard it is to speak in front of people. The scores haven’t been announced yet but, I am sure I could have done it better if I was calmer. The event showed me were to focus for improvement, that it’s not all about just preparation but, at least as much, if not even more it is about practice as well. I will continue to practice and hopefully next time – do better. To be well prepared and practice regularly is keen to successful speakers.




3. [bookmark: _Toc101793355]Discussion
The significance of Employability and Academic Skills for career development is a fact and a necessity. They are easily transferable between different employments and are widely used in education. They can support us in our personal goals or everyday tasks. From the reflection on the four topics, it becomes clear, my knowledge about these skills had increased. I got familiar with different methods to improve and apply them, grew wider perspective of their importance. 

For example, Time Management and the Personal Development Plan I made for myself were a great improvement for my personal and professional life. It enabled me to “create more time” for the things I like or must do. There is much more to improve on in that regard but, this is a great improvement already.

The conception of Reflective Writing became clearer to me after the class. It will be very important to my education and will improve my reflective thinking. As a Transferable Skill I would be able to use it in my future employments as well. This is a Reflective Report, it is obviously the most important skill for this assignment, and very useful to have learned about it. It is certain that Reflective writing will be of great use again, soon.

Like Reflective Writing, Paraphrasing is a highly valuable skill and Academic Learning, and its applications are endless. Verbal Paraphrasing is something I used before and often. The more challenging, written aspect of it is what I focus on. With the example I reflected on it becomes clear I will continue to use it at work and in my education as well. The class gave us good example of more academic Paraphrasing. I had some difficulties and uncertainties to do it in English, the practice and feedback boosted my confidence so, I will keep practicing and improving on that whenever I can.

Public Speaking is considered a part of Employability and Academic Skills and we covered the topic in class but, some people are born to be public speakers – it comes with ease to them. As for the rest - practice and practice are the only options to improve. From the reflective examples I gave in the Report it becomes clear that I belong to the second group mentioned. My first practical use of the skill in class gave me the experience I needed to identify my weaknesses and be able to work on them. As hard as it seemed to be then, when I had to do the presentation, afterwards I had a clearer idea of what is Public Speaking from the perspective of a Presenter. When the next opportunity comes, I will be better prepared and try to be calmer.





4. [bookmark: _Toc101793356]Conclusion
In conclusion it is fair to say that the Academic and Employability Skills module, and all the skills included in it are of utter importance for our personal development, as students, as successful employees, as managers or even as business owners. Reflections in the report testify that my personal knowledge on the four skills discussed developed and the classes, together with exercises had a great positive effect. My motivation had been boosted and practically empowered to me achieve better results regarding Time Management, Paraphrasing, Academic Writing, and Public Speaking and overall. It is safe to say that, this was a very useful experience and will help me in my future endeavors.
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