	
BSMW4001    ACADEMIC AND EMPLOYABILITY SKILLS
Assignment Topic: Write an appropriately structured academic report where you reflect on your learning in this module, using recognised models of reflection. Mention 4-5 topics from either of the two terms and reflect how useful they have been to you, taking into consideration what you already knew and any learning undertaken by you outside of the classroom. Analyse published literature relating to the specific topics you discuss and use the feedback you received on all in-class activities.
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Introduction
According to Honey and Mumford (1986), “the act of reflection is to see each event from which you learn as part of a cycle”. “You act, observe, reflect on these observations, change your practice and then the cycle starts again” (Honey and Mumford 1986). The purpose of my writing reflections on four topics in the Academic and Employability skills module is to help me, the student, learn from the activities and theories of the module. This exercise in reflective writing will help me to make connections between what I am taught in theory and what I need to do in practice.
The following Academic and Employability Skills Module topics will be reflected upon:
· Academic writing
· Summarising
· Paraphrasing
· Analytical thinking
The reflection exercise will consider the following:
· A description of the topic
· Analysis/interpretation of the experience i.e. what did I feel, why did I respond the way I did, what are the most important / relevant aspects  
· What have I learnt and what would I change?

Academic Writing
[bookmark: _Hlk48991923]Academic writing style is used when writing an essay that is “clear, concise, focussed, structured and backed up by evidence. Its purpose is to aid the reader's understanding. It has a formal tone and style, but it is not complex and does not require the use of long sentences and complicated vocabulary” (library.leeds.ac.uk). Academic writing addresses a selected topic and produces thorough reading and research, a response which indicates to the examiner that the student understands the question. This course is about writing in English language with understanding of clause, sentence and paragraph structure; including learning how to write academic essays with spelling, grammar and structure precision. 
After writing sentences for so many years, coming back to school to learn sentence structure and grammar felt strange; even though I enjoyed it thoroughly. I felt like I was back in school learning how to structure sentences correctly in English language.


English language is my first language because my nursery, primary and secondary education was in English Language, but going back to school some fourty years later is a very unusual step to take at my age. However, I am pleased that despite all the lemons that life has thrown at me I am making lemonades. This is because I have the experience of working in a variety of places in England and noticed that grammar and punctuation marks are generally not used properly in the workplace even by the indigenous people. My back to school decision is borne out of the need to develop my academic writing skills and ultimately use it to progress through to level six after which I wish to progress to a Masters’ degree. After so many years out of school, I have developed the habit of writing in colloquial English because most times this is what I hear in most conversations.  My grammar and punctuation mark skills have taken a nosedive to the extent that I begin to wonder how come my academic writing has arrived at this sorry state.
I have learnt how to structure sentences and write academic essays properly. However, I am still practising how to write in academic English because it is the bedrock of all my essay writing and assignment completion here at the university. I am constantly researching the use of punctuation marks and using the Microsoft Word correction wizard to correct my spelling and the thesaurus to find alternate meanings of words in order to avoid plagiarism offences. It is a difficult area for me because it involves hours of research. The satisfaction comes from the ability to produce a well-structured, focussed and grammatically correct essay. Also, I have to consciously make an effort to not write as I speak because there is a difference between academic writing in English language and common spoken English. I am confident that by the end of the Certificate in Higher Education: Skills for the Workplace course, I would have become accustomed to academic writing and use this method of writing judiciously in the future.

Summarising
According to the Cambridge dictionary, summarising is defined as stating in a few words the main ideas in a text. An example of summarising is “writing a three or four-sentence description that touches upon the main points of a long text”(www.yourdictionary.com). This course teaches how to summarise other people’s work without committing the offence of plagiarism. For example, summarising an article will be scored on how well the main ideas of the article have been captured; the most important details that support the main ideas have been captured; writing the summary in my own words, except for quotations; and expressing clearly the underlying meaning of the article, not just the superficial details.
Learning how to summarise has really been a lesson in analysing articles in order to express the main ideas in my own words. Learning how to summarise felt like walking up-hill. I realise summarising is an aspect of writing that I need to master for the sake of my academic assignments and essays. I am aspiring to progress in my education and in order to do this, I need be good at summarising. 
I realise I am a novice in this area and acknowledge that I need plenty of practice and eventually get it right by the end of the third term of the Certificate in Higher Education: Skills for the Workplace course. 
I am still practicing how to summarise other people’s work by reading, thinking about the idea in the article, understanding the text, taking notes, organising the ideas in a logical order and linking the ideas together. Reading books has become more difficult for me as the years passed due to increased use of social media and electronic media to send messages and letters. However, I need to use the same technology to practise how to summarise. I need to discipline myself to think about the idea in the article and use my own words to describe the idea. In order to understand the text, I need to digest the meaning of the message and ensure I am on the same page with the author. Taking notes is a skill that I have used in the workplace and other gatherings like training courses in the past but not in the academic style. I believe my notetaking skill can be improved tremendously now that I am in the university. I will study note taking on websites that offer this course and watch videos on YouTube about note taking. Finally, learning from my mistakes as I continue my course at the university will ensure that I capture my weak points and turn them into strengths.

Paraphrasing
Paraphrasing means “rephrasing text or speech in your own words, without changing its meaning”(www.mindtools.com). This course teaches me how to rewrite another author’s ideas in my own words. The steps to paraphrasing are reading the text carefully; thinking about the main ideas until they are understood in such a way as being able to explain it clearly to someone else; go away from the text and return to write the idea in my own words without looking at the original text; check the original text and my phrasing to be sure it differs from the original,  both in words and in sentence structure;  and quote the reference of the original source both within the text immediately after the paraphrase, and include a full reference at the end of the paper.
Learning how to paraphrase was a new academic writing experience for me. Outside the world of academia, I have not been aware of the paraphrasing technique. My attention to detail skill, grammar and punctuation skills have been challenged with learning how to paraphrase. This is because if I have to change word order and word class, I have to use punctuation marks to change the structure of the sentence without loosing the essence of the message. I have learnt that paraphrasing is not the same as summarising. 
When I summarise a passage, I focus on restating only the main idea in my own words. Paraphrasing, on the other hand, “aims to provide most of the information in a slightly condensed form” (www.your dictionary.com) I was not aware of this differentiation before I started the Academic and Employability skills module. I was of the opinion that they are more or less the same thing. After the first term of the module, I understood the difference between paraphrasing and summarising.
[bookmark: _GoBack]Paraphrasing is a useful technique when using the work of others to support my own views. When paraphrasing, I need to change the words and structure of the original work but keep the same meaning. I also have to provide a reference when paraphrasing the work of other people and learnt the technique used to present the same meaning differently by using synonyms, changing word order and changing word class. I am still practising how to paraphrase in my academic writing and I am enjoying the experience because it is helping me toward achieving my goal of graduating from the University of Wales Trinity Saint David. I must keep in mind the steps to paraphrasing which are reading and understanding the text, finding the important ideas and writing them down, finding alternative words or synonyms and not change specialised vocabulary and common words, thereby retaining the original meaning of the text; having a different structure, being grammatically correct, and ensuring correct spelling always. 

Analytical Thinking 
Analytical thinking is the ability to identify and define problems by extracting key information from data and develop workable solutions for the problems identified. This course aims to equip students with the understanding of analytical thinking and subsequently critical thinking; as well as identify my analytical thinking skills and improve on them.  Analytical skills are basically problem-solving skills; they are transferable skills; they aid the development of thinking, communication, creativity and negotiation skills. According to the “analytical thinking in 4 steps” video watched in class, there are four steps to solving problems:
· First, identify the problem
· Second, proffer a solution
· Third, apply the solution
· Fourth, record and assess the result
In retrospect, analytical thinking is a skill I have applied to real life personal circumstances. The ability to identify that there is a problem in a particular situation or circumstance is the beginning of my problem-solving journey. The next step is to identify possible solutions and examine their potential to resolve the issues; ranking them in order of goal preference.  Thereafter, I apply the solution and assess the result. For example, I was a victim of domestic abuse in my marriage. I embarked on a separation for three years to assess the damage and seek counsel from mental health professionals. I finally resolved to get a divorce, which, after twenty years appears to have been a life saver.
Analytical skills will enable me practice my problem solving skills; keeping in mind that for every problem there is a solution. Examples of analytical skills are reporting skills, researching skills, and organisational skills. I have learnt that analytical thinking skills, even though are widely used, they might not be appropriate in certain situations where morals and judgement calls need to be made to arrive at an appropriate resolution. This is where critical thinking needs to be deployed in place of analytical thinking. 
“Critical thinking is the development and use of information beyond memory and repetition”. (P. Morgan, 2016).  It is demonstrated by “identifying gaps, errors, assumptions, and weaknesses in other people’s work; provide a strong argument for a particular view and an appropriate course of action; also provide a clear and sometimes detailed interpretation of situations and events” (P. Morgan 2016).

Conclusion
The four topics covered in this piece of reflective writing will help me achieve good grades in my academic work whilst at the university and thereafter. The learning process is ongoing throughout my lifetime and embarking on this course is another phase in my self- improvement journey. I will acquire a reflective journal to use for both my personal life and university modules. I believe this will help with my self-reflection and produce an organised, goal-achieving lifestyle.
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Feedback from Lecturer:
During the analytical and critical thinking in-class activity, the lecturer commented that I could be the assistant lecturer. 
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