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Academic and Employability Skills reflective writing Assignment 2
Introduction.
In this module of academic and employability skills, I will reflect on my learning journey which has lead me to learn about the skills needed for academic and employability, that I have developed or I need to improve on.  This module has given me an in-depth learning and understanding of academic skills which are to name a few; will be outlined as well as employability skills which would be of help to me in my future career or self-employment. I will aim to evaluate and analyse these skills.  I will also reflect on any skills gaps and suggest ways to improve.
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According to businessdictionary.com, academic skills are skills that enables you to become an effective learner at university level, and it is critical to success in school to acquiring good grades. This skill when developed, can lead you to succeed now and in your chosen career. However academic skills are also known as interpersonal skills, because these skills are used in our every day life to interrelate with each other and may be relevant to effective study, for example listening skills, decision making skills, and problem solving skills. Critical thinking, decision making, problem solving, oral communication, self- management, team working, research skills, self- reflection, leadership and proactive attitude. time management, essay writing, report writing, analytical skills, group working, presentation skills, referencing research and library skills are all academic skills.
Kolb’s experiential model of learning cycle, suggests that when we learn a new skill we apply the four tasks, experience, reflection, theorising and planning in the learning cycle.
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Critical thinking and Problem solving, are a combined skill set that works together to achieve a task.  Morgan, (2017) claims that critical thinking and creative problem solving, there should first be understanding on how decisions are made and the factors that influence our decision making process. Skillsyouneed.com states that critical thinking is having the ability to clearly think and reason with, logic connecting between ideas. Critical thinking is a process that highlights a logical basis for what we believe and provides standards and procedures for analysing, testing, and evaluating our beliefs. In the opinion of (Rudinow and Barry, 1994). Demonstrating critical thinking or insightful thinking, is when someone recognises cracks, mistakes, presumptions and weaknesses in others’ labour, and provide a clear and detailed explanation of situations and events and can provide strong arguments for a specific view and take a precise action. By strong argument meaning, when it is difficult to find weakness in the details given. Morgan, (2017). According to Cottrell, (2017) the focus on critical thinking is often referred to as the argument, can be thought of as the message that is being conveyed whether through speech, writing, performing or other media which helps to identify the obvious and hidden messages more accurately and to understand the process by which the argument is constructed. An example of critical thinking is used where a nurse analyses the cases and decides the order by which the patients should be treated by a doctor. thebalancecareers.com, (2019). theinsightassessment.com (2018) suggests that Problem solving is the process of working through details to reach a solution. Problem solving may include mathematical or systematic operations and can be measured of an individual’s critical thinking skills. According to (Janassen, 2000, p 63) In most cases problem solving is considered as the most important cognitive activity in everyday and professional contexts. Most people are required to and rewarded for solving problems. The K-T, Kepner and Tregoe, (2013), process identifies that the rational and scientific approach helps to identify and verify the cause of the problem by seeking to identify where, when and with whom problems are occurring, are not occurring, and any changes or differences in situation which might explain why they do and do not occur. With the 5 steps of the K-T Process which is define the problem, describe the problem, establish possible cause, test the most probable cause and verify the true cause. (Morgan, 2017).
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Academic skills are important because being confident in these basic academic skills is also necessary for finding and keeping jobs that provide a steady income, benefits and opportunities for advancement. Distraction skills such as critical thinking, decision making and conflict resolution are essential for success in any work of life. To Improve in academic skills, you should adopt a positive mental attitude, work out where you are falling short, talk to your teachers, pay more attention in class and ask questions, start organising your life, improve your note taking skills, improve your essay writing skills, find the right learning style for you. Academic skills are skills I have acquired during this journey of studying at university level, like report writing and note taking, however I have always been proactive in everything I do. There are some skills like essay writing and time management I need to improve myself on as I find myself not managing well with my time, I will therefore adopt the Eisenhower theory to assist me in managing my tasks effectively.  
Employability Skills
Employability skills are those skills necessary for getting, keeping, and being successful in a job. They are the skills and attitudes that enables employees to get along with their colleagues to make critical decisions, solve problems and develop respect. Employability skills include; using initiative, team working, communication, using technology, and solving problems. (Cullen,2008) (Maund, Schriek, Tinker,2017) noted that governments across the EU are concerned about employability as there is a desire by the government to prepare workers to be able to participate in what is a perceived as a dynamic and transforming labour market. Soft skills are also vital traits of employability for paid positons at the top or bottom end of the labour market. As stated by (Brown and Hesketh, 2004; Lafer,2004; Maund, Schriek, Tinker, 2017). Soft skills are defined by (Moss and Tilly, 1996:253) as Skills abilities and traits that pertain to personality, attitude and behaviour rather than to formal or technical knowledge.
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(Forsyth, 2007). Time management is about working actively to create efficiency and effectiveness in a way that makes achieving your targeted results more likely. Being good at time management is a bonus. Good time keeping is vital, crucial and important. In the opinion of (Morgan,2017). Good time management if one is able to control the use of time, one would be able to plan and manage without tension or stress. Demonstrating good time management in the workplace or at university will strengthen your standing and personal rank. You are seen as a reliable worker and or a reliable student
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The Eisenhower matrix also referred to as the urgent vs important decisions matrix, is divided into four sections. This helps to prioritise your tasks according to urgent or important tasks making it easy to prioritise and deal with each task according to the urgency or importance.  
Employability skills are important because the workforce market is intensely competitive therefore employers are looking for the right candidate to suite their positions and fit into the team. Those who are flexible, communicate well take the initiative and have the ability to undertake a variety of tasks.    Today’s employers have two great concerns of finding good workers and training them. Employers would rather hire a candidate who is already trained and available immediately to start employment.  However, employers provide job specific specialised to the job and train the candidate for the necessary skills.  To find workers who possess employability skills or occupation readiness skills to aid the worker to remain in the work environment or even fit in is a real obstacle. As employers need responsible and reliable workers that can solve problems, have the social skills and attitudes to work together as a team. On the other hand, in general, employers are expecting graduates to have the skills required to attain the job, like leadership, team working, communication, problem solving, critical thinking and managerial abilities. According to Harvey et al, (1997, quoted in Holden and Jameson, 2002), employers are seeking graduates who are proactive, and can use higher level skills including ‘analysis, teamwork and transform their company.
Communication skills is the ability to effectively articulate, receive and give feedback on thoughts and ideas transmitted orally, in written, visually, although use of this skill is used widely in the workplace as well as our personal lives. (NEA, 2012). Communication skills are foundational for individuals, teams, and organisational success. Kinnick and Parton, (2005, quoted in Maund, Schriek, Tinker, 2017) To communicate, there must be two or more people as the process requires a sender and a receiver. The types of communication are verbal communication, nonverbal communication and para- linguistic cue. Verbal communication is the communication that uses words to share information with others. The words maybe spoken and written. For example, face to face communication as well as sending an email is all verbal communication, which is the most commonly used form of communication. The sender would send out a message through verbal communication, which in turn will require active listening skills. Communication includes the use of active listening to interpret the meaning. Active listening is the key to accurately understand what another person is saying. According to (Covey,2017) communication is the most important skill in life. Habit 5, Seek first to understand, then to be understood, in The 7 Habits of Highly Effective People, Covey made us aware that a higher number of people listen in order to respond to some extent than listen to boost understanding.
Nonverbal communication is the process of sending and receiving massages without using words, either spoken or written. Eye contact, facial expressions, posture and body language, gestures, proximity, space and distance and para- linguistic.  According to Malcolm Gladwell, (2005, quoted in Maund, Schriek, Tinker, 2017) the power of Thinking Without Thinking suggests, that the process of rapid cognition takes place in the blink of an eye and often outside of awareness. Nonverbal communication such as facial expression, physical appearance, body movements, level of eye contact and vocal qualities all add to way a message is interpreted. I have developed this skill as it has made me more aware of how I use nonverbal communication and the effect it has on the people around me.
Use of technology has had a big impact on the way people interact and do business now days. Technology has increased in the past decade changing the way we perform tasks to how we communicate with each other. In the work place teams, no longer require to travel to meetings as they can just log on to the smart phones or web conference and proceed the meeting. The way we shop has changed the high street as people shop online and have the goods delivered at home or workplace.    
Skills gap are the skills needed for paid employment on the specification and those which job applicants possess. Skills gap is of real concern to human resource managers and business owners looking to hire competent employees. Most discussions concerning today’s workforce eventually turn to employability skills. skillsyouneed.com, suggests that there is not much of a skills gap but graduates with higher qualifications and fewer workplace skills. Skills gap affects two main groups of people, new graduates and those made redundant mostly older. By acquiring the skills needed by employers can makes you more attractive to the employers.

Conclusion 
Reflecting on my learning journey, has being insightful, it has given me the knowledge and understanding of what it is that employers want and need. Employers want applicants who are ready to work and fill their positions with the right candidate who has the skills for the job and experience too. Reflecting on where I have come from to get to this stage of learning has given me the confidence to continue on this journey and achieve my set goals. I am employable because I have the skills and still improving.
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“What is important is seldom urgent and what is urgent is seldom important.”
-Dwight Eisenhower, 34th President of the United States





