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[bookmark: _Toc39614741]Introduction
In this report I will be reflecting on my learning and on my skills that I currently possess and the ones that I need to work on. Throughout this term and during this assignment I have been able to reflect on myself and also on my skills that are essential for the academic or the employment world. This has helped me take necessary actions in making developments and improvements. I have also decided to create a personal development table that will help me identify areas that I will be needing to focus on.

[bookmark: _Toc39614742]Description
It has been made clear to me that it essential to possess and develop a variety of different skills to flourish and to be successful in the long term or in certain job that you wish to work in. As of right now, I haven’t made up my mind of what profession I will be looking at or consider working in, as I do not have any plans for the near future other than continuing my studies and trying to better myself every day, but that hasn’t stopped me from learning essential employability skills such as writing a proper CV and a cover letter. A CV is essential for any job position as it shows the employer your experience, skills, certifications etc. The cover letter is just as important as your CV as it helps you sell yourself to the employer and gives you the opportunity to explain why you are the ideal candidate. Both of these are essentials skills that will definitely be essential and help me later on in life whenever I’m applying for my desired job or position. We have been given the essential information and have been taught how to write up professional CV’s in the third week of learning this topic, so I am confident in myself in that area and am sure that I will be able to get into any desired position due to the skills that the course has taught me.

[bookmark: _Toc39614743]Progress over time
At times I have found this course a little bit challenging and overwhelming, because of all the new information that I was learning in a very short period of time, but that’s is actually a positive for me as it shows that I’m learning new stuff and it also challenges me and requires me to step out of my comfort zone and work under pressure which I like. On the other hand, I have also find this course very smooth sailing and easy at times because I was being taught information such as team working, communication skills, time management, active listening and others. Even though I had a good understand for some of the parts that I was being taught I was still super concentrate and listened very carefully as I am always looking for ways to improve myself. A skill that I sometimes really struggle with is time management and is the one that I always try and improve
Also other essential and very important skills that I have acquired during this course that are crucial for clean and effective report writing. These 3 skills are summarizing, paraphrasing and the concept of plagiarism. Each of these ensures that you present a unique and effective report and all 3 are as important as each other. Summarising is the skills that allows you to shorten a lot of information and break it down to a comprehendible size and also in your own words making it easier for the listener to understand. Paraphrasing is the ability to repeat something that has been said in different words to form a simpler and shorter form from the original that makes sense and makes it clearer. Lastly the concept of plagiarism is when you take another person’s work whether its text or art and you claim it to be yours. Luckily with the other two skills that I have learned, I can take a piece of information that I like and if I paraphrase it and summarize it correctly I will be able to use it in my work.

[bookmark: _Toc39614744]Evaluation
Overall I am glad that I have pursued this course, as I can see that it had greatly improved previous skills that I already had and also has taught me many more essential skills for the academic world and also for employability. I have also been able to make necessary changes and improvements which will help me flourish in my future jobs. While taking this course I have had many times where I have had to look back at times where I have done something wrong or not up to par with the expectations but also at time where I’ve done well. This has most definitely helped me find what my strengths and weaknesses are which I think is essential for everyone to know as that is the only way everyone can progress.
One of the skills that I was lacking at was my time management skills. This is one of the main and also one of the most crucial skills that a person can possess. It is essential for any worker or student as they have to be on time either for school or their job. If a member fails to attend their job on time it can affect the business in a negative way and also will look bad on them as they might seem as they don’t care. I’ve been in many situations where my time management skills weren’t great both at work and in school and have seen all the negative effects first hand and would not like to experience them again. A similar situation has happened at my workplace where I was working in a supermarket and had the task to collect the incoming delivery and unload it in the storage room, but unfortunately I wasn’t there on time so it set back the whole team and we had to stay behind after work hours because of my mistake. However, after that experience I have learned from my mistakes and have ultimately tried my best to overcome this weakness and so far I have seen amazing results as I’ve been always punctual and on time since that incident. Now I am always punctual and even try to be early to work or lessons to avoid that type of humiliating situation.
Another skill that I have been able to improve during this course has been my communication skills. The course has helped me come out of my comfort zone and speak out or voice my opinion when previously I would have never been able to. It has given me a lot of confidence which reflects on my academic life and also at work. I previously wasn’t a fan of speaking or presenting in front of people as that was too nerve-wracking for me, but this course has taught me techniques and has given me tips in ways that I can overcome this fear. I have also tried to perfect my communication skills further as it is an essential skill not only for learning for jobs as well. Usually the people who get chosen for a position are the confident and outgoing people. In a study I have seen read that if a person is put under constant exposure of their fears, it actually helps them conquer them and that’s exactly what I’ve done. The thing that has helped me the most with overcoming this fear has been presenting in front of my classmate more often and also another major factor is the countless job interviews that I have attended recently.

[bookmark: _Toc39614745]Personal Development Plan(PDP)
I have decided to create a personal development plan below to help me further pinpoint the skills that I need to work and improve on.
	
	Why the skill is necessary
	How to improve?
	How will you know that you have achieved your goal
	Achieved Yes/No

	Communication Skills
	It is essential to have good communication skills in order to deliver and understand information quickly and efficiently 
	I can improve by opening up more in class and ask the lecturer more question as well as discussing with my fellow students.
	I will know that I have achieved my goal by getting positive feedback from peers or lecturers of if I notice a change in myself
	Yes

	Time Management Skills
	It is essential to manage my time properly as I have to ensure that all task that have been set have been completed at my best capability and also on time.
	One way to improve is to create a diary where I can write set tasks that must be completed.
	By accomplishing a number of tasks within the same time scale for example all of my assessments that are due in a few days.
	Yes

	Team working Skills
	It is necessary to have team working skills because it promotes an atmosphere that  fosters friendship and leads to tasks being finished on time .
	I can improve by communication with my team and discuss ways of making it easier for us to work as a team.
	If your everyone in your team knows their allocated tasks and everyone is getting along.
	Yes

	Problem Solving Skills
	Problem solving skills are important as they allow me to solve and define an issue in a timely and effective manner with no issues
	Conducting thorough investigation helps identify the cause of a problem. Also I am open to other peoples input and suggestions
	Whenever I don’t get overly emotional when faced with issues and see any problems as challenges.
	Yes

	Paraphrasing Skills
	This is essential as it allows me to express the meaning of something in my own words in a more clear way 
	A way of improving is by practicing and reading the proper way of paraphrasing 
	When I am able to take someone’s writing and express it in my own way and words
	Yes

	Summarising Skills
	This is the skill that allows me to locate and use the most important facts about something in a clear and short form 
	Practice reading long texts and then try and pick out the most important facts 
	Whenever I feel comfortable with summarizing any size of text 
	Yes in a way but still room for improvement



[bookmark: _Toc39614746]Final thoughts and analysis
The skills that I have acquired during this course have helped me further develop myself and have helped me shine and stand out at my workplace as my manager had noticed my improvement and has pointed it out to me. Based on what I’ve said and the recent experiences that I’ve had at the university I have notices that my communication skills have definitely improved and I have noticed myself being able to communicate and portray what I’m trying to say easily and efficiently with my fellow students and lecturers. Also about my report writing skills (summarizing, paraphrasing and plagiarism), I have noticed drastic improvements but they’re nowhere perfect yet. I have been challenging myself recently with a variety of tasks such as getting random texts from articles and trying to either put them in my own words or try and shorten them in a way that they’re clear and straight to the point. That have helped me hone my skills. Also a benefit from taking up all those tasks that I have noticed is that my reading and also my vocabulary has drastically improved.

[bookmark: _Toc39614747]Conclusion
In conclusion trough the duration of this course I have been able to asses myself, which lead to me figuring out my strengths and weaknesses which is essential to every person who is willing to learn new academic or employability skill or is willing to improve on skills that they already possess. I have learned about essential skills such as communication skills, time management, active listening, team working, writing cv and cover letters and many others. I already knew most of these but I have been able to work on these set skills and perfect them making me more efficient at what I do and have helped me prosper in my future ahead.



[bookmark: _Toc39614748]References
Skillsyouneed.com, Employability Skills: The Skills You Need to Get a Job [online] available at: https://www.skillsyouneed.com/general/employability-skills.html
Clockify.com, The importance of time management [online] available at: https://clockify.me/blog/productivity/importance-time-management/
Helpguide.org, effective communication [online] available at: https://www.helpguide.org/articles/relationships-communication/effective-communication.htm
Oxfordcollege.ac, How To Write A Personal Development Plan For 2016 – And Beyond [online] available at: https://www.oxfordcollege.ac/news/how-to-write-a-personal-development-plan/
[bookmark: _GoBack]Psycom.net, facing your fears [online] available at: https://www.psycom.net/facing-your-fear







