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Introduction:
Reflective Writing refers to the practice where the writer narrates a real or imaginary scenario, thought, event, memory, mixing a personal impression on the context of the incident, memory,  emotion, event or situation in his/her existence (DasGupta, 2014). The course of the module Academic and Employability Skills has covered a wide range of topics including time management, note taking, academic writing, referencing techniques, report writing, summarising and public speaking (Appendix). This assignment is a reflective paper detailing how the elements of this module has helped me in developing my employability and academic skills. It is a sort of feedback summary on what I have learnt through the duration of this course.

















Reflective Paper:
This paper is focused on not merely the theoretical content of the module, but all my version of the learning that I have experienced during the tenure of the course. At various points of this piece, I am going to revisit those scenes and note the emotions and details that I noticed and reflect its meaning on me. A lot of topics were discussed during my time in the course, some of which include academic writing, research methods and academic referencing techniques.
Academic writing is a prose style which is clear, concise, focussed, structured and backed up by evidence (Ivanic, 2011). According to my memory, most of the classes concentrated on ensuring one’s academic writing is groomed. The earlier classes personally helped me a lot in polishing my writing skills. The emphasis on understanding sentence structures and clause structures tuned my essays. It is during this time that I realised the importance of organising my thoughts into a basic structure of an essay. Paraphrasing which is the restatement or rendering of speech/writing that maintains the basic meaning while modifying the words, assisted me in translating technical articles into easily understandable lines (Bannard, 2015). The extensive practice exercises which at that point of time felt tiring actually helped in getting used to the technique. All the attention I gave to these classes made me recognise the value of following a procedure for writing which includes – reading about the topic, researching on the topic, planning the essay, using quality sources of data, writing the essay and finally proof reading the essay.
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(Source: Kauchak, 2016)
Research is referred as an accurate consideration of study regarding a specific concern or an issue deploying scientific methods (Richardson, 2013). According to an American Sociologist Earl Rober Babbie, “Research is a structured and analytical inquiry to define, explain, forecast and control the observed anomaly. It comprises of inductive and deductive methodologies” (Richardson, 2013). The course components dedicated to research methodologies made me realise the difference between ‘searching for information’ and ‘researching on a topic’. Though the task of doing a thorough research on a topic is very demanding, it is definitely beneficial in making the researcher understand the past, present and future of the issue. It helped me confirm what I was already sure of and also encountered me to new and relevant information. The introduction to different research types and methods provided an open range of choices for me to choose from in order to pursue my research paper. Looking back to those sessions, I now feel primary data collection sources (original documents, surveys and observations) are better and relevant than secondary sources (textbooks, magazine articles, journals, papers and commentaries). Today I am a strong believer that any researcher has to religiously follow the traditional process of research in order to bring out a productive paper. This process includes defining a research area, clarification of the topic, defining research questions, forming hypotheses, preparing the research design, collecting data, analysing the data and forming answers for the research questions (Lilis, 2016). Even the smallest of tasks like writing an article requires the process of research to some extent. It involves the creative and structured work undertaken to increase the stock of knowledge in the world and use this lot of knowledge to develop new applications. 
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(Source: Herndi, 2013)
A referencing style is a critical part of a professional academic writing routine and is collection of rules and procedures explaining one how to direct their ideas, thoughts and efforts of others in a specific direction (Chatila, 2015). In my experience I have not felt that there exists a single standard referencing style. It purely depends upon the school, journal, discipline or lecturer and their preferences of referencing styles that matters the most. There are around twelve different globally accepted referencing styles including ACS, AGLC, AMA, AMJ, APA, Chicago, CSE, Harvard, IEEE, MLA and Vancouver (Payne, 2017). In my journey as a student, the most used referencing styles were APA (American Psychological Association) and Harvard referencing style. The module made me realise the ethical issues associated with plagiarism. It is deemed highly unethical for a writer to reproduce someone else’s work without giving credit to him/her. Plagiarism can be avoided either by summarising, paraphrasing or referencing. Throughout the course, emphasis was put on Harvard referencing style only. As a part of the student community I have encountered many students who personally prefer using Harvard Referencing style for all their assignments.
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(Source: Stagg, 2013)

These components of the module not only impacted my academic skills but also contributed towards my employability skills. Employability skills are the interchangeable competences required by a person to qualify them to be ‘employable’. Good technical understanding plus subject knowledge wont suffice, employers demand an array of skills that they expect from an employee which will prepare them to carry out their role to the best of their ability (Bridgstock, 2017). Few of the skills that an employer looks for include interpersonal skills, problem solving skills, being self-motivated, communication skills, writing skills, organisational skills, ability to learn and adapt and team work (Fallows, 2010). The elements of this course helped me on a personal level to be ready to face an employee-employer interview. Tasks as small as writing a Curriculum Vitae also made me realise the value of academic writing skills. It isn’t as simple as it appears to be. There a lot of CV building skills that one needs to learn before he/she attempts to prepare one. There exists wide spectrum of data that needs to be sorted, and classified under respective headings before presenting it. The course cycle made me acquaint to the various interview specific vocabularies that will increase my chances of getting selected. The task of writing a cover letter is not easy either. It requires the writer to analyse his/her qualifications for the position of employment. After thoroughly going through the job specifications, research needs to be done about the company, the job profile and job description. This helps one assess whether they fit into the organisation. 
After the application process is done with, the interview procedure is the next criteria usually for getting selected. There is usually a lot of homework which the candidate needs to do before facing the panel. This includes extensive research in the field of interest. The candidate is expected to be technically sound in his/her area of interest (Cassidy, 2016). Years of theoretical knowledge accompanied with practical experience would be beneficial for increasing the chances of getting selected. But in my experience of facing the interviewers, I have personally observed that apart from subject knowledge they also look at interpersonal skills of the candidate. These include communication skills – the capability to hear, process and understand information and adhere to instructions (Lowden, 2011). Interpersonal skills on the other hand include the ability to communicate, network, build connections and increase the affinity with people, colleagues and superiors, clients and public. They also trick the candidate into situations where he/she has to face a lot of stress in order to answer them. In such kinds of tasks, they try to assess whether the candidate is able to cope and manage stress levels (Mason, 2009). Some companies also believe that their employees should display a basic understanding of numeracy and its application in practical situations. Current affairs or knowledge of local and global politics and their impact on the organisation and its industry is also vital in order to show the interviewers that the candidate is not obsolete but keeps up with time (Atkins, 2009). The module also helped learn employability necessities like designing a power point presentation which is not specifically mentioned in the job description, but is one of the necessities to function in any organization in the present global economy. As per my knowledge and the suggestions I got from my well-wishers it is very important for an employee to be an extrovert or at least have better a communication technique with people at the workplace and outside the office. Ultimately humans are the most important asset of an organisation and are involved in every operation of the organisation. So it is hence inevitable for an individual to work at a place and not be verbally connected. Having a common language at an organisation is very important in order to facilitate this. Therefore I should be careful while applying for jobs and ensure that I apply to a company which speaks my tongue or any of the national common languages like English which I am fluent in. If I am unaware of the local language then it would be very challenging for me to interact with clients let alone impressing or conveying my side of the argument to them. It is also important that I maintain a good body language as a lot can be communicated without the use of words. I should at all times keep a check on the tone of my voice while communicating, the way I stand or sit and always be in eye contact with the person who is speaking to me (this implies that I am interested in his or her conversation and they matter to me). I have always felt that people forget the difference between hearing and listening. Hearing refers to just perceiving the sound which just occurs or happens without any effort involved. Listening on the other hand includes concentration and attention in the process. The brain is put to use while listening, it helps break the sentence, analyse each word or phrase and evaluate the whole sentence and in the end interpret for its meaning. 
I totally agree that any employee shall learn to work in teams and try understanding other individuals within the team. I personally am a person who prefers working alone as I have trust issues with other’s work. It always occurs to me that other’s work is not up to mark or that I can produce the same work better than them. All my school and college life I have volunteered to work alone in all class assignments and projects. I am aware that once I join an office it won’t be the same for me. I will have to work with others whether I prefer or not. I will have to learn to accept people as they are, understand their point of views, politely disregard their work if it is not in conformance with my ideologies, and at times change my opinion on the basis of the group’s view about the work. It is better to adapt to such conditions and be prepared for such human interaction before I enter an office atmosphere.

Conclusion:
The above paper is a reflective summary of what has been noticed, experienced and learned during the course of the module – Academic and Employability Skills. By reversing the sands of time, I went back to identify my feelings and details of the elements of module and how differently they reflect upon my opinion now. Specific concepts like academic writing, research methods and referencing techniques have had a totally different impact on my writing skills than I expected before started the course. I find my writing patterns to be more polished, fine-tuned and professional now. The extensive emphasis on research brought me closer to the methodologies and inspired me to start working on my own research thesis. The referencing techniques introduced me to the ethical side of this practice and made me recognise the ill-effects of plagiarism. I am confident these skills accompanied by other communication, interpersonal, personal, current affairs and numeracy skills is going to bring a better employable version of me at the end of this course. I deem it a privilege to have had the opportunity of realising the value this course added to my employability prospects. 
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(Source: Mason, 2009)
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Always check with your instructor about what style to use!




