[image: ]


                                            ALBENA VASSILEVA 
                              2207094
                         
                             
                                                                  
    REPORT

ACADEMIC AND EMPLOYABILITY SKILLS  
                                                              
 LECTURER: PETER ALLEN
LCHS4001

August 2022
              
 


INTRODUCTION:
(Contents page)

Academic and Employability skills are considered essential qualification for a lot of jobs position, and they have become necessary for an employment success in business environment (Jackson 2014). 
Academic skills can be defined as approaches which are applied to learning. The aim of my report is to analyse and reflect on some skills that I have learned and gained of the first term on the module Academic and Employability Skills and some skills that I still need to develop. These are particularly useful to me because I will use them in my career and my personal life as well. 
For this report I will use Gibbs reflections model which has 5 stages:
Description, Feelings and thoughts, Evaluation, Analysis, Conclusions and Future actions in the following topics I choose: 
Time management, organising study, public speaking and Giving Presentations and Reflection.
[bookmark: _Int_y31wp5hp][bookmark: _Int_UovCLT8M]Gibbs model it is considered to be one of the most popular reflection model and will use it in order to evaluate and analyse the experience gained during the learning course until now.
In this report I will reflect, analyse, and evaluate how this course has helped me to improve my Academic and Employability skills. Then I will reflect on the skills that I still have to develop and come with an idea how can I improve them.
 Description: 
[bookmark: _Int_G6eVCDDV][bookmark: _Int_0n8vGhZG][bookmark: _Int_LEvrsh78][bookmark: _Int_oKEjbuUZ]This module helped me to understand why it is so important to have Academic and Employability skills. I have learned during this course a lot of skills like; how can I improve my academic writing and how to structure a report, how to paraphrase and make references and how to write a report and reflective essay. I also learned how to write a cover letter and make a CV. These are particularly useful for me, because I can apply for any job in a professional way. I have learned many things by enrolling to this course and all of them are very important to me in order to get better job, to make a career and improve my life in the future.
Feelings and thoughts:
[bookmark: _Int_8xvhLwHW][bookmark: _Int_pt6f1VV5]During the first day of my class, I felt a little nervous as exited. It is just mixed feelings I had before attending the class. I was eager to know about the topic witch it will be taught to us about the academic and employability skills. I enjoyed that there has been discussion on the topics every week. After the first week already, I felt my self-more confident and motivated, because thank of our lectors which are explaining very professionally and detailed, I believed that this was the right way to start something important to me and has enabled me to think in a different way.

Evaluation and analysis:
[bookmark: _Int_6TM8oEx4][bookmark: _Int_VBK9ZhlS]Now will evaluate and analyse my experience in the first term of my course. In this first term I have learned about various types of skills like personal skills (time management and organisation), people skills (communication and teamwork) and basic skills like reading and writing. These skills are very important because they are highly required for getting better job positions in a competitive world. (Pinto and Ramalheira, 2017). Of course, some of the skills like Time management I still did not improve as much as I want, but my regularly reflecting on my achievements, I am sure I will start to see my strengths and weaknesses and then plan every step. I have also enjoyed the group discussions which has helped me to improve my team working and communications skills. 
Time management skills:
[bookmark: _Int_wgLfd3r7] Very precious, both in the workplace and in our everyday lives. Ones of the most important time management skills are:
· Planning
· To-do lists and checklists.
· Prioritizing.
· Evaluating urgent tasks.
· Goal setting.
· Auditing and improving workflows.
· Filtering notifications.
· Setting thoughtful deadlines
Why time management skills are so important? 
[bookmark: _Int_dGVh7TjI]Good time management skills help us to do more in less time and with less effort. Spending less time on a particular activity allows you to lower your stress, learn new skills and keep focused. 
The benefits are so many like clear daily goals, more energy for free time, improved focus, reaching goals faster, more confidence and better workplace relationships.
Organising study skills:
[bookmark: _Int_b1mpNNNP]Organizational skills are the abilities that let us stay focused on different tasks, and use our time, energy, strength, mental capacity, physical space, etc. effectively and efficiently in order to achieve the desired outcome. 
Organizing ensures effective role job fit for every employee in the organisation. It helps in avoiding confusion and delays, as well as duplication of work and overlapping of effort. 
Organizational skills are skills that allow you to use your resources efficiently and effectively. Being organized means you manage your time, energy, and workspace well and can accomplish all your assigned tasks successfully. I am happy to learn how to organise and manage my time in this course and I already improved that at my workplace. 



Reflection skills:
Reflection means analysing your own experiences to improve the way you learn or work. I always been a very organised person, but now I learned at this course the better way to organise my time at my workplace and in my private life which helps me to gain experience, confidence, and self-awareness.
It is about questioning, in a positive way, what you do and why you do it and then deciding whether there is a better, or more efficient, way of doing it in the future. Reflecting help to develop our skills and review their effectiveness.
[bookmark: _Int_UNqKQvJ9]Reflecting on my experience in this course I learned to think about what I did, thought, and felt at the time, reflect on my learning, Analise my experience and compare to the models or principals that I want to follow. Then to apply my learning to my practice.
Action plan:
[bookmark: _Int_XO9UjJ1c]Writing this reflective report has helped me to understand why it is important to reflect, evalued and analyse on the past events. Studying this module has helped me to gain a lot of knowledge and skills witch I am already using at my workplace. I am communicating more effectively with my team, managing my time by prioritising the important and urgent things first and engaging more into a group discussion.
There are still some skills to be developed like problem solving and decision making. I am planning to improve these skills by following a few steps:
1. Reading books and doing research
2.Pay more attention in class and ask questions
3.Improve my note taking skills
4.To memorise actively and not passively 
5.To be an active listener and to reflect on my own methods, because self-reflection involves looking inwards strengths, weakness, and goals.
Public speaking and giving presentation:
With joy and pleasure I must admit that this experience of public speaking and presenting has been confirmed as one of the most positive things I have learned during this course.
Of course I have had other opportunities to present in public even before, but here I learned how maintaining eye contact with the audience and providing an energetic ,animatic physical presence .
Memorizing enough content so that the speech does not come off as a reading of notes. Modulating vocal tone to emphasize important points and avoid monotonous presentation. 
These skills are so important ,because allows us to form connections. Without communication skills the ability to progress in the working world and in life will be nearly impossible.



Conclusion: 
When i look back on that day when i started this course with very mix feelings like overexcited ,but also many fears whether will be able to cope this new challenge ,now I'm very grateful that my desire was huge than my fears and this amazing opportunity  so far showed that i made the right choice .
Employability skills have become an important issue in the job market ,for students like us to learn how to write reflectively in a professional way, so i consider how lucky i am to have this chance.
Already after the first class week ,i felt my self-more confident and motivated, because thanks to our amazing lecturers who taught us in a very professional and interesting way ,i really like what i study and i look forward to coming to the university every week. 
Now i have a great plans for my future by continuing to study and reach as much possible and having a full and fruitful life.
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