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Academic skills are integral part of the learning process as it helps the researcher to be able to learn more efficiently and effectively. The researcher is a full time student studying Certificate of Higher Education Skills for the Workplace at the University of Wales Trinity Saint David.  As well this researcher is a homemaker with a husband and two children.
The term reflection is used specifically to signify an important stage in the learning cycle. Cottrell (2013) puts forward reflection is an automatic process of thinking and interpreting an experience which has been taken to arrive at a new understanding of events and how to take a part in them. A learning cycle starts with an experience; this can be something seen, heard, felt, read and so on. This is then leads to reflection, which leads to action, and then becomes the concrete experience for further reflection and so on. According Wilson (2005) it is important to reflect back on work to learn how to identify, articulate, take ownership of, and begin to control that which constitute the skills and experience. Reflecting back on a learning journey helps people to learn from their mistakes and it encourages one to elaborate on demonstrating the progress results achieved which enables someone to express their thoughts and feelings.
The basis of all learning is rooted in experience which is a learning process that is never complete. Fee (2011) states Kolb’s experiential learning cycle describes four phases that follow each other in sequence such as, experience, reflection, conceptualisation and experimentation. The learner may begin by having a concrete experience, then reflect upon it, then generalise from the experience and reflections, forming an abstract concept and then apply that concept lead to testing ideas through experience. As a student Kolb’s model has benefited to progress in the course to reflect on learning journey and experience on throughout this module such as, communication skills, team working skills and presentation skills. According to Cottrell (2013) it is particularly useful as the researcher is acquiring new skills and applied this learning cycle to almost everything on Academic and Employability skills. The Kolb’s model has benefited the researcher’s success and fulfilment from taking some personal risks and is demonstrating their worth to themselves and others. Also building a track record through consistent delivery and achievement in line with their motivational goals, values and beliefs. 
The most enjoyable part of the course that the researcher found was working in a team.  Leitch (2017) highlights that the support of group members can help individuals feel comfortable and confident in most situations. In addition the researcher is able to express honest opinion to others and can work confidently within a group and contribute own ideas efficiently. Also take share of the responsibility as well as being assertive and can take constructive criticism. Furthermore, when others ask for feedback, it is the researcher’s nature to give positive and constructive feedback. According to Holmes (2011) teamwork brings out a large amount of benefit as it helps to develop a strong relationship between the team members and allows communicating friendly and openly. As well as this it motivates and encourages each member to work and find their strengths/weaknesses and talents.  
[bookmark: _GoBack]Furthermore the researcher enjoyed working in a team as it allowed to improve and learn several different skills.  According to Shindler (2011) an individual will enjoy working in a team more by lectures and conducting thorough research whilst also preparing for the presentation. This helped enhance the researcher’s skills and knowledge on team working skills, as working with others has boosted confidence level as well as gain in experience.  It has helped to advance on communication skills by encouraged talking in front of a large audience and leading to feel comfortable when presenting. Hall (2015) implies that presentations help to develop organising and planning skills within a team effectively. It has also delivered the capability to make decisions and solve problems. Furthermore, conducting presentations have allowed improving and developing management skills. From this overall activity indicates the development of effective team working skills and it was an extremely rewarding experience for the researcher. 
In addition communication is an area in which I found interesting and enjoyable to learn. According to Holmes (2011) communication is a vital part of a learning process which creates an element of success in numerous aspects of academic writing. Therefore to be able to complete assignments and achieve desired goals the researcher will need to improve on reading, writing and listening skills. Cottrell (2013) highlights communication is an essential part in all levels of the learning process and in the workplace. The process of learning about communication skills has motivated the researcher to learn further on these skills and has improved the researcher’s communication skills and provided capability of understanding the different level of communication cycle and its values.
Additionally communication skills are very important for students since it is the core element to be successful in the course and in the workplace.  Ciortescu (2012) suggests as a student the communication process is very helpful in the course for a researcher. It can help to develop accuracy and effectiveness within a course and gain experience. In addition by following Kolb’s learning theory communication skills also encourage and boost a huge level of confidence towards assignments and report writing. According to Maund et al (2017) by learning communication skills in the lecture and taking part in the presentation it can help develop knowledge of the skills and it provided guidance towards the academic writing. It also allowed the researcher to be able to search for sources much faster and efficiently which therefore contributed towards the writing and techniques. During the presentation procedure it had a great impact on encouraging the researcher and boosting confidence levels to enable good speech and presentment which includes engaging body language, gestures, maintaining eye contact.
Moreover the researcher also enjoyed getting feedback from the lecturer for report writing, where the lecturer has highlighted the areas which are good and what needs to be improved in order to do better in future tasks.  Holmes (2011) puts forward feedback is an essential part of the learning process.  By getting feedback it allows to learn what is going well and where improvement is needed. The researcher is able to acknowledge and take responsibility for own mistakes and believes feedback is not criticism. It is to focus on improvement, not on making a person feel bad about the performance. 
 The purpose of undertaking secondary research methods is to enable research to be undertaken on academic skills including communication skills, meeting and presentation skills, time management skills, decision making skills, team working skills, problem solving and organising skills. According to Maund et al (2017) secondary research methods are data that has been collected by other researchers and most students rely on this method when carrying out their research. The information has been obtained from several different sources which have been collated allowing the sources to become reliable. Secondary research also has the benefit of hindsight further increasing validity and reliability. Ellram (2016) highlights secondary research can be conducted by looking at a various range of different sources including textbooks, internet websites, newspaper articles and academic journals. The purpose of using this technique was to easily assess knowledge of skills and clarified the researched question and also helped to identify the answer quickly.
Furthermore, at the start of the research the researcher defined the report writing topic and prepared a list of relevant questions so that at end of the research it can be done effectively. Deane (2010) suggests this act makes it easy to narrow the subject down and helps the researcher to conduct the research in an active role. Additionally I most enjoyed researching through textbooks and academic journals which have relevant and accurate source of information. Some internet websites such as, ac.uk, usa, aus, can, gov, and org also have good a source of data. During the process of collecting information from the internet, the researcher would save the websites for referencing as the online data changes frequently.    
Despite the many enjoyable elements of the module, there were also some topic that were less enjoyable, including report writing. Nathan (2013) suggests that after returning to study after many years, it can be difficult to write assignments. As a result conducting the assignments has been a challenging task to accomplish and required a large amount of patience and encouragement from the lecturers. The researcher was lacking in practice of the writing skills which are needed for the task and therefore struggled with the concept. As well as this the researcher found the report writing most stressful due to lack of confidence in own ability and as it was the first assignment of the module. According to Kartika et al (2018) the start of report writing is the toughest part as it can be confusing and daunting. As well this it is very easy to stress over whether the assignments will be completed in time. 
Once the researcher started to conduct research and collected all the necessary information together the stress began to ease a little. As well as this brainstorming and mind mapping also helped the stress. According to Morgan (2017) using these techniques has supported to plan out the work and has helped to develop a structure to the report writing. It also helped to achieve and developed an increase in self confidence. Furthermore, for future assignments I will take a specific action to make a list of resources such as library books, make a short timeline and plan the essay structure beforehand. Holmes (2011) states in order to reduce stress the researcher will need to relax have a positive and a constructive mind set. Also needs to be patient, concentrate on reading around the subject and make notes. Also Kolb’s theory helped to prepare to write a draft, so I do not get too stressed in the process of the writing. However the researcher will need to have all the relevant information together when starts to write. Also will have to consider reading the question carefully and try to understand what the question is really asking. Furthermore, the researcher can always check the understanding of the question with the lecture.
However there was also a lack of practice in I.T skills so it was difficult for the researcher to work efficiently. Hall (2015) states that if there is a lack of I.T skills it can be difficult and challenging to use PowerPoint. As a result the researcher struggled to use PowerPoint in making slides for the presentation and could not use it effectively as the researcher has a lack of knowledge in I.T skills. Therefore to understand I.T skills I will need to develop this further by doing lots of browsing in the computer and use online tools.  It is important to improve these skills as it is a necessary requirement within this course as it is required to use computers for completing assignments. Latzko (2018) highlights in order to get a successful career it is important to have I.T skills as employers favour them. Furthermore knowing computer skills sometimes allows organising and completing the work more efficiently within the time limit. The researcher has a unique sense of responsibility and is able to decide what is best as the researcher’s attitude of mind and sense of ownership is used to ensure that action is made. 
To conclude the important thing to note about reflection is that it is a conscious act which is deliberately engaging with the intention of finding out more about learning processes. According to Cottrell (2013) reflecting back on learning helps to look back over what has been studied and learned whilst still being able to analyse the strengths and weaknesses of the researchers work and therefore becomes a factor in allowing the researcher to improve on the weaknesses and grow better in the strong areas. One of the researcher’s strengths is being able to work well in a team building environment as the researcher warms to conversation quite easily and has a friendly nature which allows the researcher to work effectively with others with limited amount of disagreements. Gibert et al (2017) highlights this is very important when working as a team in the workplace and can help with potential jobs/careers in the foreseeable future. 
Furthermore, report writing was a tough piece of work to accomplish as the researcher was in lack of confidence and knowledge. According to University of Leicester (2018) the researcher will need to improve and develop on writing skills by researching on sources such as academic books, journals and do lots of reading. In addition the feedback from the lecturer has provided the researcher a good guidance on how to develop on essay and reporting. From the lecturers received suggestions and comments the researcher will act on them to improve on completing the assignment efficiently and effectively with the aim of high marks.
Moreover the researcher is weak in the area of I.T skills. Latzko (2018) states that most employers require the employees to have an understanding of these skills. To be able to know even the basic knowledge of I.T skill can put an employee at an advantage in the workplace. Being weak at I.T skill will hinder the chance of a potential career in the future and so the researcher will need to develop on this skill. Hall (2015) suggests that to be able to develop and improve on this skill, online tools will need to be used while also getting support from the university. Furthermore, to increase progress on learning I.T skills the researcher will need to find a relevant online course to gain strength in them.
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