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Introduction:

I am going to reflect about my learning skills which I have learnt in my whole module. The skills I have learnt has helped me to gain success in both academic and employability fields. I have learnt few skills and I am going to mention some of the skills such as Leadership skill, Negotiation skill, Critical thinking skill, presentation skill and prioritising skill. I never knew these skills until I have started to learn the module. I work in the retail section and I am the assistant manager in my workplace where these skills are helping me a lot in every moment.

In the beginning of my course I was very nervous and I wasn’t able to find the correct sources I needed for my module but slowly I have been able to across that stage and able to find the sources and different journals about the skills. In hence of these I have some skills which is not clear still but I am going to explain as follows;







Leadership Skill:

This module has helped me to learn about leadership skill and apply in workplace. It has helped me to increase my academic skills as I have actually collected different journals and books about leadership skill.

Leadership is taking the lead and responsibility and take control of other individuals. A leader should have the skill to control others and take lead from front. A leader should have clarity to make other people understand, ability to listen, have a vision and constantly monitoring on that vision. 

According to (Doyle, 2017). ‘Communication is the most fundamental skill’ when it’s come to leading an individual or a client. On the other hand (Sinek, 2011). Said a successful leader start his/her task with asking the question “WHY”. To make it more successful on my academic skill I have looked for many journals and I have found this information which mentioned on top very useful.



[bookmark: _GoBack]


This module also helped me a lot to improve my employability skill as I have learned about leadership skill which is very useful at workplace. Without this skill, it is almost impossible to be a good leader and be successful at workplace and I have learnt this leadership skill by this module.

In my workplace, I am an assistant manager and I always try to be a good leader using the leadership skills, for example- I always motivate my staff saying, ‘If you do well in your task given then you will be promoted soon’. I also give feedback which either good or bad and that’s make a lot of difference in them. Another skill I use in my workplace is clarity. As we live in multinational country, we have different people with different accent and most of the time we don’t understand each other because of this. I always take this into consideration and pass my message to my staff or senior colleague with clarity so that everyone can understand.

Without this module, I would never be able to be a good leader at my workplace. I have actually realised how important is the writer’s opinion about any topic. I have looked for different sources about leadership skill and came to a decision by myself that what is a leadership skill and how I can use it at workplace for my better future.

Negotiation skill:

Through this module I have also learnt about negotiation skill which has helped me to gain success at workplace. I have also gathered information about this skill using different sources which helped me to increase my academic skill. At first, I have never known about negotiation skill but this module helped me to do the search and find the important information. 

Negotiation is a skill and it happens between two or more people or can be between the companies and an individual where every party sacrifice something to come to a solution. In a simple way, it is a mutual understanding between the people or parties. 

To improve my knowledge, I have partly read some of the famous books written by the famous writer such as ‘INFLUENCE’ by Roberto Cialdini and another famous book written by Chris Voss. I have also compared about their saying and came to a solution that how I am going to use the negotiation skill at my workplace.







According to (Fisher and Ury, 1981). ‘Getting to yes’ is an effective way of negotiation. Also (Cialdini,2011). said persuading a person to say ‘yes’ is a good negotiation skill. But (Voss, 2016). gave a different opinion, he said getting to ‘No’ is successful way of negotiation as it allows the speaker to feel safe and in control.

To make it clearer I have also used my workplace to practice the negotiation skill and this way it helped me to gain employability skill. In my workplace, I get too many customers complaining about display product. They always want to get 50% off if there is an any display product.

For example, a customer came one day in our store to buy a trainer, she was looking for long time and finally choose a trainer from shop but unfortunately that trainer was last pair and was from display. The customer wanted to get 50% off but I was negotiating that customer to make it 25% and she was happy to make a deal. I have asked the customer that she wanted to take the offer or not, the customer said ‘YES’, so the theory of Roberto Cialdini was successful for me in that situation. Through this module I have actually understood the essentiality of negotiation skill at workplace.

Prioritising skill:

I have also learnt about prioritising skill by this module and this learning has helped me to improve my academic and employability skill as I have accessed different journals and books while I was learning this skill and also, I have applied theory at my workplace as well. 

Prioritising is actually dividing things in order and understand the difference between them by evaluating them by their importance and value. Prioritising can be done in so many ways, for example, deciding which task takes less time but more essential and profitable. It’s all about planning the things to be done in right time and right way with more profit. I have read partly some of books by famous writer such as, ‘The 7 Habits of Highly Effective People’ by Stephen Covey and ‘To Do List’ by Brian Tracy.

According to (Covey, 1989). Put First Things First. He said do things in following order:

 *Important and Urgent
 * Important and not Urgent
 * Not Important and Urgent
 * Not Important and not Urgent

In the other end (Tracy, 2016). Said to prioritise things using a ‘To Do List’.
By reading these books I have got so much confident and came to realised how important is to do have academic skill in student life. 

On the other hand, this skill has helped me to improve my employability skill as I have been applying the skill into my workplace in day by day basis. In my workplace, I always was behind my task was given from my company. When I read those books, I started to put into my daily task, I have made a list which task is important and urgent at the same time, which task is important and not urgent, not important but urgent and not important with no urgency. I have done the task first which is more important and urgent in same time. Then I followed the order and now it’s make a lot easy at workplace to do things in right time.
















Presentation skill:

Through this learning time I have gathered information from different writers and journals which has widened my academic skill. Presentation skill is one of my favourite skill I have learnt from this module. At first time, I was scared to speak in front of public, even worse thing was shaking my body massively and it was embarrassing. But it all came to end when I had go through people’s presentation and read books to improve the skill and practice a lot. 

According to (Mind Tools, 2018). There are four key elements of effective presentations:
1. Understanding your audience.
2. Preparing your content.
3. Delivering confidently.
4. Controlling the environment.







On the other hand, (University of Birmingham, 2017) says there are several steps to remember while preparing for a presentation as follows,

· Planning a presentation: There are some important tips to remember while planning a presentation such as, 
  
·  What are the presentation’s objectives
·  Who is the audience
·  What contents are going to be included
·  How much time for the presentation
·  What visual aids are going to be used


· Writing a presentation:
 
·   Always writing a note 
·  Plan out the presentation to get a smooth flow of ideas
· Think extra-hard about an engaging introduction and memorable conclusion.
·  Learning how to use PowerPoint® or a similar presentation tool, but making sure slides are suitable and helpful. For example, make sure the font size is large enough to be readable. 
·  Using pictures and diagrams effectively! Keep my images simple. Avoid unnecessary clutter or distracting transitions.
· Make sure I have a back-up plan in case technology fails.

· Delivering presentations:

Practise, practise, and practise! It is very simple as asking a friend to audience so I can get some feedback. 
Be enthusiastic. If I appear passionate and interested in my topic, my audience will be too.  Body language and posture. Stand with a relaxed but confident posture to deliver the presentation. Smile and make eye contact with the audience, and try not to pace or fidget. 

Voice is best tool! Practice will help to learn to speak clearly and project. 

Watch the pace. Many people lose confidence for nervously racing through their presentation. This hinders understanding. Pause now and again to drink some water and slow down.










I have been much benefitted by this module as the presentation skill helped me to deliver better speech at my workplace. As I am in management team, I am delivering morning meeting with the staff and presentation skill has helped me to do this speech. 

Although I have gained the skills but I am still need some more skills to learn which I was not able to catch as it was little bit hard for me to gather information for all the skills. I had some gaps because I was not able to listen and learn quite well as I was ill some of the weeks. I was in the class and tried to get more sources about analytical thinking and critical thinking but could not understand well. 

In future, I will be filling this gap as I will be communicating with the teacher more and more. I will also collect some more books about that topic and some journals which will give me more understandings.








Conclusion:

By the information I have given about my experience which I have had in my whole module time I can conclude that I had gained some skills which are helping me in my daily life by increasing my academic and employability skills. Although I have some lacking about some of the skills which I have mentioned before, I will be promising myself to gain that skills. This module has given me the skills I needed to improve my professional career and I am very proud of myself that I have gained these skills. 
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