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Introduction
In this report I will be reflecting using the reflective models I have learned about on the two terms of the module, academic and employability skills and how it has helped develop my skill set. I will be talking about how it has benefited me doing the mini in class presentations, writing cover letters, summarising, paraphrasing, academic writing, time management, CV writing and leadership skills.
Presentation
The in class exercise required us to do a mini presentation on a subject chosen by our lecturer, my subject was referencing.
A week before the main presentation we had a practice presentation which we could do as a group there was three people in my group and we chose Gibbs reflective cycle as our subject, we split it into three section to do our research. On the day of the presentation the other two people did not attend, so I done some more research on my own during break time. Then I did the presentation by myself, I did hesitate a couple of times but got through it. The feedback from the audience was mixed, some said I spoke with a voice which captured the audience and had good knowledge on the subject, one member said I kept repeating the word honest a lot.
While preparing my main presentation I decided to make some slides to go along with it, although not required. There were to be along with the lecturer two other fellow students filling out the feedback form.
On the day of the presentation I put myself forward to go first and I did my presentation. The reaction from the audience was positive.
Looking at the feedback sheets I understood that my work was well presented and delivered in a clear and confident manner. Although there was no criticism the markings show I could have been more informative.
Before the practise presentation I felt very nervous especially after finding out that I had to do it alone. At one point during the presentation I blanked out and my hands were shaking but I took a deep breath and carried on. After I had finished and heard the feedback I felt relieved and it gave me confidence for future presentations.
When it came to the main presentation I was a little nervous but remembered my last performance and it put me in a good mood full of confidence. I felt I did a very good job, when I read the feedback I was very happy and it helped me with other presentations I had in other modules.
The overall experience was exciting as it was something I don’t do on a day to a day basis. I felt the delivery presentation went well, I also think that I was overly reliant on my notes. The University of Edinburgh (2020)
The practice presentation was hindered by the fact that my group members didn’t turn up but by overcoming that problem it helped me in the main presentation. I think in the future when preparing a presentation I will try and implement Bradley and Hitch’s model of working memory, which will help put the right information on the slides and which parts I should say. Another thing I can add is statistics and graphs. McLeod, S. A. (2012)
I believe in the future by practicing public speaking I may gain the confidence to talk to a bigger audience.
Cover letter
One of the in class exercises was to write cover letters. I have written cover letters in the past but had made one and sent it out on a mass level.
In the weeks leading up to the in class exercise we had a practice run with a template, there were a few job advertises to choose from which I chose the role for restaurant manager and filled in the gaps. I had got good feedback from the lecturer. We also had watched some informative videos regarding cover letters about what information to include and which ones to leave out.
On the day of the in class exercise I had picked the role for head chef. I was quite confident writing the letter, the feedback was very good as well.
Learning about cover letters has helped me understand the difference of writing a mass letter and a finely tuned, well researched letter to specific job advertisement. I have already started to implement these new skills on my job searches.
Summarising
In the first term we had learnt about summarising. We had practiced this in class a lot and put it into practice while listening to lectures and watching videos.
This skill has helped me take notes in all four modules that I have been studying. This has come in use while doing my assignments by reading through the summary of each lecture.
We had an in class exercise in the first term, all about summarising in which I got good feedback.
Paraphrasing
This is another skill which we had picked up in the first term, I had struggled with this in the beginning as it was the first time hearing of it but with a lot of practise I have become better at it.
I have used this skill in not only this module but others as well, it has helped against plagiarism. 
We did an in class exercise on this in the first term and I had gotten good feedback from it.
Academic writing
Academic writing did not come naturally to me as I would write all the information in one block of writing. As I was learning academic writing I was coming to terms with how to combine sentences and structure them as paragraphs, also how to structure essays and reports.
This has helped me in all my assignments as there were a fair few essays that needed to be written. I also have been utilising this skill in my work as I need to do an end of week report.
I still have a lot that I can improve on, such as that I should use more academic words for my work and I still struggle with the structure some times.

Time management
One of the more important skills we had learnt in the first term was time management. I was the sort of person who would leave everything for the last minute and sometimes after the last minute, which resulted in deductions of marks and even financial fines.
We had learnt a few ways to manage time but there were two that stuck with me, the Eisenhower method and the Pareto method.
The Eisenhower method has helped me especially at work, where I can organise my tasks in an order to do them which will prioritise the urgent and important first.
The Pareto method has been important in my academic work, where I will organise the tasks in order and at least do the top twenty percent.
These methods has helped me to structure my day to day life also I have been able to meet deadlines and been getting less fines. This has been giving more free time and has made my stress levels lower as an added side effect which is a bonus.
CV Writing
I have been writing CVs for years without really learning how to, by putting too much information on it and sending it on a mass level.
By watching videos in class along with advice from the lecturer I have been able make a more professional CV. I have been using only the relevant information to the company and the role I am applying for.
This has helped me along with the cover letter to apply for work in a manner which has been more successful. I have gotten two interviews since I have been using these new methods.
Leadership
In the beginning of the course this was a leadership was a skill that interested me the most, I have been in managing positions in my career a couple of times. Naturally I have been able to lead but have always inspired to be better and have a vision for the future.
This course has given me a chance to become an analytical thinker and make better decisions.
In my current work I have been able to delegate tasks to the right people, be able to make the hard but important decisions. I think out of all the skills I have benefitted from this one.
My plan is now to finish the rest of this academic year and then enrol in a leadership and management course.
Conclusions
Over the two terms of academic and employability skills we had the experience of learning from two energetic lecturers. They have given us some insightful lessons not only to improve our academic life but also out there in the real world.
The confidence I have gained by having practical sessions of public speaking and presenting has given me more options in my career that I never thought I would get.
I can see the difference in myself from before I started this module and now that I am at the end. The life skills I have gained have already impacted me such as my time management has relieved of my stress levels.
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