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1.1 Aim
The aim of this report is to give a narrative of skills that I have acquired in the course of learning the moodle academic and employability skills and highlight areas that still pose as a challenge. The report will also seek to show the pathway to achieving the employability skills that are yet to be imbibed. 


1.2 Introduction
The importance of transferring academic and employability skills to students in higher education cannot be overemphasised. It is therefore understandable that the spotlight is on academic theories that foster effective transfer of learning amongst students. Being able to reflect and engage in reflective practices is a stance that is gaining increasing popularity in both the sphere of academia and the workplace mainly because of the benefits ascribed to the practice.
Rogers, (2001) suggests that a student’s professional practice and life long learning in higher education can be improved by imbibing reflective skills. On the other hand, Eggins (2004) draws attention to the fact that reflective practice is increasingly accepted in educational circles, however reflective writing has high rhetorical demands, it is complex and difficult to master.
The question that comes to mind will be the relevance of reflective writing to students of higher education. A study (Cherie et al,2014) showed that critical thinking and problem solving is a core requirement of pharmacy students, they are expected to merge theories learned in the classroom to the complexities of practice, however it was discovered that the students fell short of exhibiting these skills. The study further showed that reflective practices such as writing encouraged learning from the student’s own experience and made integration of knowledge attained from theories with the complexities that arise from practice.
Writers argue that reflective practice helps to develop problem solving, critical thinking and lifelong learning skills, mentoring and professional development. From the postulations it can be safely deduced that reflective practice is highly beneficial.


1.3 MY JOURNEY
In the past months my walk into university has been filled with a mixture of emotions. I was at first elated at the prospect of returning to school however anxiety set in. The reason for my anxiety was the high level of information received at lectures. Fortunately, the lecturers were experienced in dealing with mature students returning to school after several years. 
In my reflective experience I will be focusing on the skills listed below.
1.3a Communication Skills
I work as a care assistant in a care provider agency. My job entails visiting clients in their respective homes to give personal care, administer medication and provide companionship in some cases. In the course of my doing my job it is common to come across terminally ill patients who are angry at their condition and will sometimes lash out in their frustration. From my lectures on the various mediums of communication I got to understand my clients better and realised that I had fallen short in the area of interpreting nonverbal messages. I was rather focused on verbal communication.Mehrabian (2017) describes nonverbal behaviour as being separate from speech.it refers to hand and leg gestures,positions,facial expressions and body movement. He mentioned nonverbal behaviour is a subtle means of conveying feelings. On this premise I took a conscious effort to pay attention to nonverbal cues from my clients, that way I got to understand the needs of my clients better and can safely deduce in retrospect that there was a visible improvement in my interactions with my clients.
Again, on communication skills, I have taken a more professional approach in writing letters and work email. I gathered the importance of being succinct and polite. Prior to acquiring knowledge on proper ethics of professional letter writing, my correspondence was marked with flaws. It is no surprise that I cringe whilst rereading mails I sent in the past.
I however continue to put in effort in ensuring that my work-related emails are straight to the point and free of ambiguous wordings. Notes taken in the course of the lecture continue to be a point of reference.
1.3b Academic Writing Skills
My job as a care assistant entails a lot of report writing, every visit to a client is documented and filed accordingly. With that I experience I thought I had what it took to write essays. However, an introduction to the lecture on academic writing made me realise that I have a long way to go in mastering the taught skill.
Firstly, the Moodle shed light on academic referencing with emphasis on the Harvard style which is the university’s approved style. Emphasis was placed on the importance of giving credit to writers when citing their work, the absence of which is plagiarism.
At the onset of writing essays, I encountered difficulties in paraphrasing information I had gotten from relevant academic sources. I constantly had to refer to Moodle and my notes on effective ways of paraphrasing. This involved using synoyms,adjectives and wording the text in my own words.
Referencing and citations continues to be a challenge. Again, I continue to visit essays and Moodle for guidance especially when I am writing my assignment.
I got feedback from assignments I had done in the previous term and three lecturers made mention of the fact that I had to improve on my referencing. I have taken the criticism on board.
Furthermore, Lecturers on this Moodle in first and second term are emphatic on proper referencing, they were clear that it is necessary for academic integrity. As a result, I am making conscious effort to give credit to authors who’s work I have cited. Prior to the learning experience I saw nothing wrong in writing without referencing my work.

1.3c Presentation and CV writing Skills
Writers,Joan and Lucinda (2016) are of the view that presentation skills is pivotal to professional development, they argue that being capable of presenting a case confidently, clearly and convincingly is a valuable asset at every stage of students lives. The ability to confidently capture the interest of an audience is an invaluable asset. They also highlight the importance of body language, personal grooming and tone of voice as variables which determine the success of public speaking.
In retrospect, I am an individual who contributes little in conversations. I have attended interviews where I was prodded by my interviewers to elaborate after I had given very short answers to questions asked. I found the lecture on presentation skills and cv writing to be of invaluable help in my quest to get a better job. From the said course, I was taught key practical steps to undertake when preparing for an interview. I was eager to apply my new found knowledge and set out with excitement to explore the opportunity of getting a better job.
Precisely a week after the lecture on CV writing skills, I started to keep a daily journal with the sole aim of being able to reflect on my personal development as I embarked on a job search. The lecturer of the Moodle had advised the class on the benefits of journal keeping. For each job interview I attended, I went back and put down all the questions I was not able to answer and sought to find the appropriate answers afterwards. The reason for this was to be better prepared for my next interview.
I noticed thereafter that I had secured three job interviews, I will give that credit to the tips given on CV writing which included modifying my CV to the job specification and making it free of grammatical errors. Also, I got to learn the art of writing covering letters and have taken on the cue to always attache a cover letter to my CV. I discovered that the cover letter has given me more to talk about in interviews which in turn has been a boost to my confidence.
On the occasions I was invited for interviews I had gone fully prepared, for instance I researched on the company and made the interviewers aware of the knowledge I had when the opportunity presented itself.                                                                                                              
I mentioned earlier in the body of the report that I can be described as reserved, engaging in conversations in both professional and informal settings remains a challenge.However,from listening to videos on effective public speaking I continue to put needed attributes into practice. Furthermore, my class was encouraged to give a narrative of their three greatest achievements, as I watched my classmates taking turns to give their presentation I discovered it was an ice breaker because they spoke on challenges on their way to achieving better standards, that truly made me realise each of us had a struggle despite the portrayal of self-confidence. With encouragement and prodding I went before the class and took the first step towards conquering my fear of public speaking. I was able to give a five-minute narrative successfully. I realised that as I spoke before the class, I felt my anxiety reduce and soon got to speak with ease.
The memory of the said day remains indelible, reasons being it was interesting to see an outright evidence of an emerging transformation. I left the class feeling less apprehensive of a future presentation in a different Moodle which was going to be assessed.
As a result, I see myself participating freely in lectures henceforth. I intend to achieve this by asking questions freely and give my opinion when invited to join a discussion in class.
I can safely deduce that the class on presentation skills has been a positive educational experience and one I am keen to explore.
1.4d Time Keeping Skills
Eisenhower (2018) proposes a planer based on president Eisenhower’s time management model. He argues that the ability to organise in the order of priority reduces distractions and increases productivity. Tasks are divided into quadrants; the first two quadrants are given the highest priority whilst the third and fourth quadrants are scheduled and done personally. The last quadrant are tasks with low priority.                                                                                                                                                                                                                                                                                                                                                                                            
Eisenhower (2018) argues that time is a central part of our reality and yet it is taken for granted.
During the first term of taking the Moodle (academic and employability skills) It was mentioned that effort must be directed in managing time in order to achieve set goals.
The University follows a strict time regime, periodic emails are sent with, set out agendas which are time based, this is to ensure that students work with the realisation that every event is scheduled.
I have been received awareness on the various theories on time management whilst taking the Moodle and come to understand from experience that the inability to manage time builds intense pressure especially when having to complete tasks last minute.
To an extent I have applied certain theories on time management, for instance I have succeeded in writing out plans with my timetable in view to ensure that I attend University o for my lectures. To demonstrate my level of success so far, the University sent me a letter congratulating me on my full lecture attendance. On the other hand, I have failed once again in keeping up with my plan of completing my course work at least a week before the deadline. Last term I was severely under pressure because I left all my assignments until last minute. I had to go without sleep, working through the night non stop had its toll on me
About my profession the realisation of arriving on time to take clients for medical appointments has been remarkably successful. This is because I have become overly aware on the importance of keeping to time.
With reference to Eisenhower’s matrix, I am yet to be disciplined enough to complete tasks in the order of priority. To improve on my time management skills, I have placed boards in strategic positions in my house to serve as reminders of high- and low-level task with the aim of being optimising my time management.

2.0 Conclusion
My narrative has gone on to show skills I have attained in the course of attending the Moodle academic and employability skills, these skills places me at a vantage position in an otherwise crowded market of job seekers. However, the calibre of lecturers I have been fortunate to learn under has brought me to the realisation that there is no end to attaining knowledge and skills in the quest of attaining excellence. On this premise I am encouraged that I will always be work in progress and the way forward will be to stop periodically by way of reflection to take stock of achievements and shortfalls. This will be done with the intention of charting a course to remedy gaps in skills with the purpose of following through.     
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