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Explaining how the learning in the module has help me develop both my academic and employability skills.  Reflect also on any skills gaps and suggest ways I might improve on these gaps.
[bookmark: _Toc7382663]Introduction

The aim of this report is to explain how this module has helped me to make sense in my development in academic and employability skills, also to identify skill gaps and the way that I might improve on these.  In addition, I am writing a summary explaining what I have learnt in this module and what has really been a very important experience for my knowledge as well as a student and employee.
[bookmark: _Toc7382664]Skills I have improved
Firstly, in this module I have learned about employability skills like thinking skills which involve decision making, problem solving and critical analysis, also people skills like communication, team working, leadership and time management. How to write a good CV, research skills and academic writing.
 Employability Skills
This part of the module was very interesting because for me the most useful skill in my opinion is decision making, this skill will always be used both in our personal life and in our work life is for this reason that for me this skill has been very important; in these processes I learned to take into consideration, defining and identifying the problem, evaluating the alternatives to consider the consequences that this will produce and most importantly I have to take into account the people around me who are also going to be affected by my decisions.
 There are different approaches to defining thinking according to Sigel, ranging from “reflection, mediation and cogitation to mental actions such as conceptualization and problem solving (implying an active approach)” (French and Rhoder,2011, p.18).


[bookmark: _Toc7382666]Problem solving
I have learned that problem solving as skill is the most important because in my daily life as student and employee, I have to solve problems. This skill helps us to solve a problem in straightforward way if we only follow a few steps, clarifying and defining the problem, stablishing causes, developing options and making a choice. In some way, I think and clearly define the best solutions from different available options however, sometimes I make mistakes by not choosing the best solution possible nevertheless once I have the right tools it is easier to take the right decision on how to solve a problem.
[bookmark: _Toc7382667]Communication
Communication also is another skill that is very useful for my workplace, I have learned that communication is a process where you can exchange information and has different components of communication such as verbal, non- verbal and para-linguistic, these components help me to develop better communication among my colleagues and understand that there are people that cannot communicate the way they want to do so but with this skill I am now able to communicate in difficult situations by also receiving and giving feedback.
Thus, human communication is not easy, all of us know people who love to talk, but in another hand, there are people that do not want to talk at all (Morgan.2017).
The reason why communication has to be effective is because we have a main purpose and this is to understand the main message. 
[bookmark: _Toc7382668]Time Management
In addition, I have learned about time management this is a very valuable skill because it taught me to plan my time in all aspects of my life as student and as a professional, if I want to be in control of my time I have to be more organised and have discipline with myself by creating more time for things that have to be done.  When you analyse where you lost time is going, you will find two ways in which your time gets stolen from you, one is doing nothing and the second is doing too much. (Clayton.2011).



The ability to manage time and organise activities increases productivity (Yate.2012)
Having applied this skill in my place of work.  Time is wasted once people do not know what needs to be done.   Now I realized that every goal is achievable if I put into practice prioritizing my activities in my job. 
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Another topic that I have learned about is academic writing, as a student of this university I learned how to write in different formal aspects, this was very useful because now I know how to write essays, reflective report, book summaries and presentations. This knowledge is essential to me as an employee because I must write letters, emails that are addressed to different co-workers and towards different people in my workplace that must be done in a formal way. 
I have to show my understanding of what I have been studying in this module by producing good assignments. The most important thing is to obtain knowledge in order to put it into practice. Academic writing is an essential skill since I need to know how to create a good structure, paragraphs, put clear ideas into writing, use words well so it is not complicated to understand and prevent the use of unneeded words.
The main objective of academic writing is that the reader has the satisfaction of understanding my reports or essays, having learned research methods, I now know this skill is important because it helps to investigate, examine, discover and curry out a revision of accepted theories or laws in the light of new facts, particularly to find an answer or solve a problem.
I have learned also how to reference my work using Harvard style referencing, this is useful because now I know how to reference different types of sources such as book, articles, journals, newspaper and websites. However, for me the most significant learning resulted from reflective report because I learned how to write it.
[bookmark: _Toc7382670]Write a good CV
The second term was interesting as well because for me the most useful element was learning how to write a good CV, I realise that it is the most important document when searching for a new job, this document has to a presentation of yourself showing that you have the skills, also the confidence to accept the job and full fill the requirements of your possible employer.  I learned also that a cover letter is a document that is sent with a CV when applying for job, this letter contains information about yourself as well as an explain of why you are fit for the job in another words you have to sell yourself, mention things you can do for the company and a list of positive traits and skills.
Cover letters the secret weapon of your job search.  Cover letters can play a critical role in a successful job hunting (Yate. 2012).
I like this topic because I have learned the things that one is not supposed to put in a cover letter also that I should not write about my personality specially about the temper because my temper never is going to chance or adapt to new circumstances, I must write about the things that I am willing to learn.   
Following the sequence that I have been learning I found that the introduction to research skills was very useful because now I understand that research is a collection of information about a particular subject, this research helps me in my job to solve a problem as result of previous investigations like quantitative or qualitative research and making use of primary or secondary sources, in another words this skill is required to search for answers to questions and to construct reasoned arguments or theories based on evidence and to increase understanding in a particular field or inquiry. (Advance Higher Education.2018).
In addition to my knowledge in this module I have learned about reflective writing which is a topic that has been very useful for me because I am student and I have to do this reflective report as part of my assignment, firstly I have to recognize that most of the time I am thinking and reflecting so that is what reflective writing is, analysing an idea or event, thinking carefully about what the idea means to me in order to obtain a good reflective report, since that is the aim.
Reflective writing and reflection as a skill has a huge benefit for my personal and professional development.
[bookmark: _Toc7382671]Skills gaps and how I can improve them

In my opinion one of the skills I have to improve is team work firstly because being part of a group of people or team means that I do not have my own opinion, I have to come to an agreement and common approach with the rest of the team and this becomes difficult because we have to work towards a common goal.  The personal success of team members is dependent on others. It is always difficult to obtain good results when working with people that come from different backgrounds and have different ways of seeing life in the professional manner but my main aim is to keep trying in order to work with people and adjust myself to the team for which I will do everything in my power to improve it
In addition to this I have to improve my referencing because as a student I have to use Harvard style which I still have to master for which I have been checking in my hand book to get it as right as possible but I know that I still have to improve this situation.
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To sum it all up, there are many skills that as a student or as an employee need to be learned and to put into action. As it was mentioned before to even begin with the search of a job we must master the idea of writing a cover letter and an effective cv, this is our first impression before even meeting the employer or whoever is in charge of hiring us. It is a must when a applying for a job that a cover letter should be included, and this is the best form of presenting ourselves in the best way possible. 
Our future employer needs to be able to know how capable of many things we are, once we are part of a job or a study class we need to be able to put into use all the skills that I have had the opportunity to learn during these two terms. Being able to have a good communication is not only a basic skill but it is a key point to get everything done. Time management is also a key aspect during once life because it not only means prioritising the things that need to be done but it also prevents us from leaving things to the last minute and running the risk of it not being as perfect as we might want it to be. 
Academic writing might sound as if its only needed with in an academic environment however it is part of our daily lives when working in a formal environment, we will always have to choose the best way to communicate with others in a respectful or formal way and that is where this skill comes in handy. 
Finally, team work is one of the things that I need to work on but nevertheless I have come to realise it is the most important skill of all, if I cannot work with others I am missing out on the opportunity of having help and having more ideas towards solving a problem that might become less challenging if I have more people coming up with different ideas. It will be my personal challenge for the following terms to work at this skill and improve the way I work with others.
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