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INTRODUCTION
In my previous assignment, the main purpose was to analyse different types of academic writing and employability skills that I possess- or would need to acquire to continue to develop in any work environment.
Moving forward; throughout this report I shall be reflecting on my findings, noting where I can improve; as well as factors that I brought into my work that were successful- that I can then carry on to further assignments. When researching a clear-cut Definition of reflective writing, Gibbs G (1988)., 6 stage model is a good template which I intend on following throughout this report.

REFLECTION ON COMMUNICATION

A two-way channel in which participants not only exchange (encode-decode) information, data, idea and feeling but also build and express content. Communication usually is way of linking persons or locations in an establishment it is a key management function, organisation cannot work without it. (businessdictionary, 2020)
Communication was one of the key aspects in my previous assignment, which explained how having good communication skills can improve your attitude and standard of work. The term communication was greatly used throughout my last assignment, through the research of numerous definitions of communication I found especially intriguing to learn how easy it is for the cycle of communication to be broken. Understanding the term communication, there are many factors which are used in order to achieve a workload within a team. Additionally, this was a skill that I was able to use effectively. Communicating effectively with my fellow peers allowed me to gain not only a better insight into team building, but also to gain useful information about the task in hand.

REFLECTION ON PARAPHRASING
Another aspect of key skills that was used in my previous assignment was paraphrasing, by gaining the full understanding via definition, it allowed me to use the skill to its full capability. Paraphrasing is compulsory in academic writing, possessing this skill was essential to my development in order to show I understood the tasks that were set. I have used this skill regularly, in all academic assignments since I have gained this understanding of it, it has enhanced my ability in writing and understanding others work and refraining from plagiarism. 
Using your own language to communicate the meaning or thoughts to someone else. The ideas and meaning of the original source must be retained in a paraphrase. (study.com,2020)



REFLECTION ON REFERENCING
Whenever an author writes a piece of work and uses the words or thoughts of someone else. That means you need to provide specific data on all the references cited, both in your work (in text-quotations) and at the conclusion of your work. (Havard,2020, p. 1)
To expand on plagiarism, referencing is something that I made sure to implement. Referencing was one of the key words that I emphasised on as I felt that it was important to acknowledge where the source of the information was found.  As previously mentioned in my assignment my referencing skills are not as strong as my other skills. There are many methods used for referencing for example Harvard & APA. My university is currently using the Harvard format. I found this style of referencing to be particularly challenging. The main reason for this being when you must cite more than one author. Through constantly persevering and regular practicing I feel that I have overcome this, my last essay demonstrates enhancement in this area.


REFLECTION ON TEAMWORK
The method of working with a group of people to attain a goal. Teamwork is a vital aspect of a company, as teammates often must work well together and do their hardest in any situation. Teamwork ensures that given any potential disagreement between team members, people within should seek to collaborate and use their individual skills to offer positive input. (Businessdictionary, 2020)
The definition of teamwork is a group of people that work together to achieve a common objective. Reflecting on my teamworking skills I believe that this is fundamental in any working environment without the common goal and understanding of the task in place it would be detrimental to work efficacy and team attitude if this was the case. Understanding the meaning and value of teamworking has really enhanced this skill, by using other key skills I have learnt how to implement them into one fundamental hard skill to benefit the outcome in teamwork. I believe that teamworking is a contribution of skills which consists with good communication skills, oral and non-verbal, adaptability in unforeseen circumstances and time management which shows commitment to the cause. Using all these skills will primarily contribute to teamwork outcomes.






REFLECTION ON TIME MANAGEMENT 
Time management is key to progress, it helps you to take charge of your life, instead on relying on others efficiency. People find that when you do more every day, you make more rational decisions and become more in control. corporate executives will see you as a reliable member of the team and the expanded visibility helps bring you in for incentives for progression. (Why Time Management Is Important | AppointmentPlus, 2018)  
Time management is another important factor which has played a large impact on my studies. Looking back on the research that took place, the importance of the skill was transparent. Time management shows work ethic and commitment, without this skill accomplishing achievements will continuously be difficult. Throughout my previous assignment this is also something that I feel is important in the work setting as it will affect the way in which you work within the team. The different types of models can help strengthen the skill and help to analyse it from a different perspective also give a different insight on time management. Seeing how my view on the skill has improved dramatically due acknowledging the importance of it and the impacts it has if you lack this skill made the experience of enhancing the skill more ideal and I have seen much improvements in my employment relationships with management and academically  with organising workloads. Similarly, it is important to make sure that you have good time keeping when keeping up with your studies. Time keeping is important to make sure that you are meeting your targets and handing in your work on time. This is something which I have struggled with many of times. However, through good organisation, structure and discipline, it is easy to be able to set small goals and achieve within the time period.  
Reflecting on Gibb’s cycle and the time keeping stage- feeling; having good time keeping allowed me to think positively about the assignment in general. Having a good mentality allowed me to be able to continue my work with a relaxed state of mind.
REFLECTION ON ACADEMIC WRITING
Academic writing is the product of a process requiring analysis and thorough evaluation of a subject. The main aim for a student to offer a point of view on a subject that audiences would find accepting as possible.to provide a point of view that is validated by rationale and impartial fact, authors will study the subject matter. (Chin, Reid, Wray and Yamazaki, 2013)
Academic writing is key to my future prospects in life without understanding this skill I will not excel in my academic study’s which will be devastating for my life objectives so understanding how vital it is to enhance this skill was significate, I believe I have applied more effort and energy into developing this skill on a regular bases. Academic writing gives out the perception that a person has attended education, academic writing is calculated and structured in a detailed information and reference-based format. My experience with this skill has been interesting applying this technique to my academic work has strengthen my ability to research which is also becoming an essential part of my personal life. An example of this being, previously when ordering personal items online I would not check where the original source has come from or the credibility of the company. Now I make sure to find out where the original source has come from and read the reviews when purchasing items on online. In addition, with news topics that grasps my attention I research the authenticity of the information provided and make a conclusion from my findings.
REFLECTION ON ADAPTABILITY
for a variety of reasons, it is necessary to be adaptable in the workplace.as one thing, managers admire workers who can handle transitions on the job effectively. the more adaptable you are, the most efficient you can be overall. This is vital because being able to manage transition effortlessly frees up the time you would otherwise have spent stressed out when a new task emerges. (Adaptability in the Workplace: Benefits and Importance | Indeed.com, 2020)
Reviewing the time, I spent writing on adaptability and studying its meaning and benefits to academic and employability skills I was shocked to learn without the ability to use adaptability. tasks in all work environments will be at a disadvantage also conducting yourself in a team-based environment will be exceptionally challenging too due to individual personality’s, personal circumstances and lack of contribution from others. which can all influence a structure to change or slow down effectiveness towards an objective. My findings and personal view is by building on your skill adaptability you can merge key and soft skills to benefit you depending on the environment, circumstances or individual and this essential to success in all occupations the ability to use adaptability will give you the opportunity to take on new challenges embrace detailed strategizing to have the advantage in problem solving.  

CONCLUSION

Through this report I have concluded that the key skills mentioned all will have a great impact into an individual future career path in a positive or negative way. By being able to use these skills sets workloads and professional relationships will have a higher percentage of success. Understanding each skill mentioned is necessary to the development on further assignments. In addition to this, I would be able to use this reflection to move forward and look ahead to what I can improve on my next assignment. 
When initially reading both assignments which were asked of me in this module, I felt that it would be very easy to reflect on my work as the main part of my initial assignment is to do with academic writing and the way in which we communicate with others. Communicating is something which we all do in one way or another- whether this be verbally or non-verbally. In order to reflect we need to have good non-verbal communication.
Reflecting on my work; allows me to be able to gain a sense of accomplishment noting all of the positives and knowledge I gained from my studies. 
Moving forward when writing my next assignment, I will remember Gibbs cycle of development in order to help me to structure and plan.
As mentioned in Gibbs cycle analysis is just as important. Looking into my previous assignment, I want to make sure that I enhance my research in order to further my knowledge, prior to writing the task in hand. 
In addition to the above, I want to become more of an active learner. I would like to be able to share and discuss ideas and information as well as my studies
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