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Produce a reflective paper of 2,000 words, explaining how the learning in the module has helped you develop both your academic and employability skills. Reflect also on any skills gaps and suggest ways you might improve on these gaps.















INTRODUCTION:
This is a reflective report in which different employability skills I have learnt in this module, and how it has helped me become employable are being reflected upon. I am using the Kolb’s model of reflection and most of the skills I have learnt such as time management skills, critical thinking skills, people skills, analytical thinking skills, personal quality skills, research skills and referencing skills will be reflected upon in the Kolb’s model format. The second part of the assignment to reflect on any skills gaps I may have to improve and suggest ways I can improve these gaps. 

ACADEMIC AND EMPLOYABILITY SKILLS I HAVE LEARNT AND IMPROVED

I have learnt about different reflective modules, which has been very useful to my assignment, being employable and self-employed. In this report, I will emphasize on the Kolb’s model of reflection, which states four concepts namely; Experiencing, Reflection, Conceptualization and the Planning concepts. (Kolb, 1984). 
Experiencing
Experiencing is about immersing yourself in the task that is before you. At this stage you physically or consciously experience a situation which makes you either improve a skill you already have or learn something new. You take note of the situation and describe what you see, how you feel and what you think. The experience I gained at this level which was new and improved are writing academic reports and assignments properly, reading and listening skills, paraphrasing and summarizing skills. 
At this stage, I can say that I have basically improved upon my reading skills, speaking skills, report writing and academic writing skills. I have learnt how to write an effective assignment through the ability to gather information from various sources, make a report and summarize it. I have improved my report writing and academic skills through this process. I have also improved my presentation skills as I can now speak to an audience. I have also improved my paraphrasing and Harvard referencing skills. Being able to write an academic report and assignment effectively is one of the key experiences I have gone through as an employee. All these has made me useful to my organisation through insightful thinking and the ability to make clear and more often correct interpretations of situations and events as it happens in the organisation I work (Morgan, 2017).


Reflection
Reflection is about what did you notice, or describing the experience. Which is reflecting on the important things you were able to recognise and find out what worked, what failed, why did the situation arise and why did we act the way we did. 
I have learnt about time management. This is useful because it has helped me to prioritize my tasks, my activities and my time. It has also taught me how to organize them. I have learnt about the Pareto’s rule (80-20) rule. This rule states that if you have 10 activities and you do the 2 most important ones then 20% of the topmost activities can account for 80% of the results. This made me understand that 20% most important tasks can account for 80% of the rest activities, which has helped me avoid procrastination. I have also learnt about the Eisenhower method of time management. This classifies various time consuming tasks into four categories. These are I, very important, not urgent. 2, not important, not urgent. 3, very urgent, not important. 4, very urgent, very important. This has given me the ability to prioritize my tasks and avoid procrastination.

I have improved my problem solving skills and decision-making skills through improving my cognitive functions. Through this process, I also improved my critical analysis and critical thinking skills. This has improved my general awareness and information gathering skills. All of this is very important because it makes me employable. I have also learnt that analytical thinking is the mental process of breaking down complex information or comprehensive data into smaller parts. This has given me the ability to analyse data and solve problems efficiently. Through analytical thinking, I am now able to think creatively, organize, make good reports and conduct effective research on a chosen topic. I am also able to deal with problems that arise in the workplace and collect important information. But the most important of them all is that I have learnt the differences between critical thinking and analytical thinking. Critical thinking is about the What? When? Who? Where? and Why. Analytical thinking involves analysing and breaking down information into small parts, while critical thinking is more complex because it asks a lot of questions on the subject matter or problem. This has made me a problem solver and very useful at my place of work.

The reflective stage also made me aware of skills which you need to relate with customers, co-employees, employers and executives both within and outside the organization. This includes interpersonal skills, Team working skills, communication skills and leadership skills. I have learnt how to relate well with customers and I understand that good communication skills, which include reading, writing, listening, reflective, presentation and summarizing skills will be able to assist me in resolving conflicts within my organisation. It also enables me to present my proposals to both co employees and executives in the organisation. Interpersonal skills have made me to be able to participate effectively in collaboration with colleagues and other team members to get the job of the organisation done. I am now able to gather information from various sources in the process of completing an assignment. 


These skills have made me useful to my employers and the overall working environment. These includes organizational skills, punctuality and computer literacy skills. I have improved my ability to relate more within an organizational environment. I am also punctual in all my academic related activities and within the workplace. I have also improved my computer literacy skills. As we are involved in daily management activities in our organisations, the basis of our reflection should be how we view our organisations and how the problems should be solved (Maund et al, 2017).
I have learnt about research skills and how to conduct research on a specific topic or subject. I now understand that research can be categorized into quantitative and qualitative research. Quantitative research has to do with numerical data where the topic or subject area you are researching can be quantified. Qualitative research on the other hand is where the conclusion is mostly analytical and does not involve forming a hypothesis. I have learnt about primary and secondary sources of data. Primary source of data comes from your own work and it is done through questionnaires, letters, interviews, observations and sometimes surveys. I have also learnt about the research process, which involves pre-empirical and empirical stage. Reflecting on all these gives me the key points to produce a good questionnaire.
In this module, I have also learnt about how to make a good presentation. In the process of presentation, I learnt that people will focus more if you write less and explain more per slide. I learnt about the eight (8) seconds rule. This implies that people will only focus on the first eight (8) seconds per slide and this has made me improve and develop confidence in front of my audience. I also learnt that the minimum font size per presentation is 20, but to have a normal presentation it should be between 24-28 fonts. I learnt that power point presentation has a manual which you can read and learn how to use. This makes it easy for use to practice and understand better. I further learnt that you should not have too many images in the background of the visual presentation. All of the above is helpful because it makes me keep the audience focussed and thereby having a good presentation.
CONCEPTUALIZTION:
The conceptualization stage examines what the task means to you. It is the ability to cross examine what the present task means. Find out what you could have done better or differently. You ask yourself, how can I improve? I will also think up strategies and find out different ways of dealing with the problem should a similar situation arise. At this stage there have been challenges and this is what I will examine below.

MY SKILLS GAPS AND HOW I CAN IMPROVE ON THEM:
Although I am good at writing, but I am not good at listening and this is why I have to improve my active listening skills so that I can be able to understand clearly the message that is been passed on to me. I am also not good at writing CVs and emails properly and I have to improve on all of them. All these can be improved upon through active practice and correction using the lessons and teaching instructions given to us in the module. There are also good examples of writing good CVs and emails given to us by our lecturer in class, which can be used for additional learning. Apart from the improvement I can make through module and the class lectures, I will also make it a point of duty to listen to good English speaking radio programmes that can improve my listening skills.
Since my job role includes some measure of oral presentation either alone or as part of the group, I will endeavour to brush up my speaking inadequacies to groups and to the public. In addition, I will work on improving my confidence in front of the audience.
I will also have to improve my numeracy skills where I have noticed some deficiencies which involves the calculating the width, length and breadth of various items in millimetres, centimetres and decimetres. There is also a problem of doing a roundup of the price per kilogram of multiple items simultaneously.
Despite the improvement on my time management skills through this module as earlier stated, there are still some problems I have in prioritizing how I work which I have to actively correct.
CONCLUSION
In concluding this report, reflecting on both the skills I have acquired and the skill gaps I have to improve upon, I know I would have done better by starting early and not wait till you are employed before you start developing the skill. I want to state that notwithstanding, they have been very useful and helpful.

 




Planning stage or Active Experimentation
The Planning stage or Active Experimentation stage involves what will happen next and what you want to change. This is when you put all you have learnt into practice. This includes all your own previous reflections, the theories you have learnt and thoughts about what should be improved. This stage now gives you a new experience even if some will work and others don’t work. This skill will make me very useful in the workplace and employable when put into practice. It is also very important because when you perform a particular task, you can reflect on how it is going, find out what it means and plan what to do next (Kolb, 2015).
The action plan I will take based on most of these skills I have reflected upon, especially the analytical thinking and critical thinking skills are a, learn to be more observant when carrying out an assignment or accessing reports given to me by senior colleagues and co-employees. Also I will pay attention to details while handling various tasks. b, Endeavour to find out how two completely different objects relate when carrying out a task or assignment. c, Practice describing a process step by step and d, play analytical games like chess and puzzle.
I will also improve any deficiency in my calculations or any other numeracy skill by active practice and corrections in all aspects of errors I have not mastered yet.
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