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ACADEMIC AND EMPLOYABILITY SKILLS


Introduction:


I will be producing a reflective paper by explaining how Academic and Employability skills module helped me gain and improve my knowledge. This paper is about how the content material of this challenge has helped me to strengthen my academic and employability skills. Referring to the module, the main focus will be based on figuring out skills, each transferable and employment skills, also tutorial writing and presentations. Additionally, I will finalise with the gaps I had about this module such as studying and document writing. Suggestions will be made for these gaps on how I will enhance and improve myself for the future.  
I will also mirror on any competencies hole and try to locate methods I might improve on within these gaps’. I realised that high quality reading in Higher Education is a lengthy but journey. At the opening of my trip I felt nervous, excited, scared and not sure about if I am on the right track. I used to be unable to take duty for my own learning. I met new lecturers, new people with whom we get to know every different in time working collectively as a team, shared our opinions gave each other unique thoughts and assisted one another. When I look back to when I first started this module I can summarise and recognize how many new subjects I have learnt. Also a big thanks to our professional support lecturers and personnel at University of Wales Trinity Saint David (UWTSD) .
             
According to Cottrell(2003,2010) a SWOT analysis is a useful, rapid tool for taking stock of your situation. It is an easy way of analysing your stage of readiness for a new task. It can take you to the core of a trouble very quickly. SWOT stands for  Strengths, Weaknesses, Opportunities and Threats. For positive studying you want to understand what competencies do you have and want to improve by being aware of your strengths and your weaknesses.  I choose to begin with one of the very first important task which helped me analyse my stage of readiness for a new task- SWOT analysis. It is all about being able to comprehend yourself. Your strengths are what you are doing well. Your weaknesses are what you should improve. Your possibilities are the scenario that makes it possible to do something that you desire to do. Threats are what could damage you. From my SWOT evaluation I identified that there are some weaknesses which I need to improve. Below are some of them and how I will use them. Please see the enclosed.
               https://www.mindtools.com/pages/article/newHTE_91.htm
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One other ability which I realized and I nonetheless want improvement on is time                          management. Time administration is convenient as long as you commit to action.                       Time administration is a very important Academic and Employability skill. To manipulate your time properly you have to use daily, weekly and monthly planner, to be able to organise your work and separate the urgent ones from the normal ones. You can instruct others and improve your very own time management through better planning; prioritising; delegating; controlling your environment; appreciating yourself  and identifying what you will change about your habits, routines and attitude.

The key to successful time administration is planning and then defending the planned time. People who say that they have no time, do not plan, or fail to guard planned time. If you plan what to do and when, and then stick to it, then you will have time. This entails conditioning, or re-conditioning your environment. For human beings who have demands placed on them by using others, particularly different departments, managers, customers, etc., time management requires diplomatically managing the expectations of others. Time management is especially about conditioning your environment, alternatively than permitting your environment to circumstance you. If you tolerate, and take delivery without question, the interruptions and needs of others then you efficiently motivate these time administration pressures to continue. One of the good examples which I find very useful for myself is Eisenhower’s method. About this method we have learned in class activity. In a 1954 speech former U.S. President Dwight D. Eisenhower, said "I have two types of problems: the pressing  and the important. The pressing are now not important, and the important are in no way urgent." This "Eisenhower Principle" is said to be how he organized his workload and priorities. 

He recognized that remarkable time management capability being advantageous as well as efficient. In different words, we have to spend our time on matters that are vital and now not simply the ones that are urgent. To do this, and to minimize the stress of having too many tight deadlines, we want to recognize this distinction:
Important things to do have an consequence that leads to us achieving our goals, whether or not these are professional or personal.
Urgent things to do demand instantaneous attention, and are normally associated with accomplishing any person else's goals. They are regularly the ones we concentrate on and they demand attention due to the fact the consequences of now not dealing with them are immediate.
When we are aware of which activities are necessary and which are urgent, we can overcome the natural tendency to centre of attention on unimportant pressing activities, so that we can clear sufficient time to do what's necessary for our success. This is the way we go from "fire fighting" into a function the place we can develop our corporations and our careers. 

https://www.businessballs.com/self-management/time-management-techniques-free-tools-and-templates

During learning about Academic and Employability skills I was developing my presentational skills.  I recently had an experience of being in a group presentation of five students, where we had to present our assignment topic given to us in front of the class, our lecturer and the commission. During my preparation for this presentation I was very stressed and did not know how to start. We knew our task description and we began to discuss ideas. After we chose the team leader and shared the topics, we created an online group where we were able to share information and ask each other questions. My topic was ‘The five stages of team development by Bruce Tuckman’. I was trying to be relaxed and confident. When we started giving our presentation and because we had a very friendly audience after first few minutes I got motivated and did all my part very comfortably. We finished our part and we remained relaxed whilst watching others present. This was a very good experience for me and now I know my gaps and I will work on them to improve myself.
According to Morgan (2017), in business, the capability to give a top presentation is viewed as an imperative skill as it is impossible to lead without communicating, and presentations are a popular part of commercial enterprise and employment life. Regardless, a presentation develops your self-assurance and your potential to talk and communicate, to lead and to be innovative. For many human beings giving a presentation in the front of others can be scary, for a wide variety of reasons. In fact, shows can be scary for a number of reasons-sometimes due to the fact it is fear of the unknown: Who will be searching at me? What will they be thinking? What questions would possibly they ask? Will they be in a bad mood?
According to Morgan (2017)there is an extensive overlap between the skills required for being profitable in your research and those required for the workplace. This is probably what you would expect; otherwise universities would not be producing employable graduates. What is additionally genuine is that is whilst you will have an extraordinary set of abilities and competencies from others, your normal abilities in relation to integral questioning and your understanding in a unique self-discipline will be roughly the same. Every place of job is a specific and the abilities required for performing nicely will be different. (Morgan,2017,p.177) .Employability abilities are essential for many job positions and have turn out to be important for a person’s employment success at just about any level within a commercial enterprise environment.
Top 10 skills employers want:
1. Commercial awareness
2. Communication skills
3. Teamwork skills
4. Negotiation and persuasion skills
5. Problem solving ability
6. Leadership ability
7. Organisational skills
8. Perseverance and motivation
9. The ability to work under pressure
10. Confidence
(Adapted from: www.target.co.uk (Nov 2012))
Being organised will help you improve your employability and also your life in general. An organised person will be aware of what they want to do and when. They make lists, have a calendar or diary, and are able to control themselves in all areas of life and work. Being organised additionally suggests how a great deal you care about your job; arriving each and every day, being on time, and remembering the whole lot you want is simply important. Strong organisational abilities are proven through planning your time and your workload effectively. Meeting time limits will show manageable employers that you are precise at organisation, which is necessary to do nicely in your career. I already was using this skill in my workplace Doctors4you whilst working as a receptionist. I was checking patient appointments and I constantly was calling and texting them for confirmation for their appointments. Because I was working in a private clinic time management was very important as patients want to be seen on time, no one was happy to wait long like they make you in NHS hospitals and clinics. I was boosting my organisational skills in a lot of ways; from preserving a calendar and writing all appointments in it, to making lists of what I need to get completed and giving yourself time for each task. I still have a gap on my organisational skills and I am trying to develop it with keeping a calendar and writing all appointments in it, also making lists of what I need to get done each day and giving myself a time to do each task. It is fine to say that you are organised and able to manage yourself, but employers want you to prove it. Your action will also speak volumes here so you make sure you turn up on time (or early) to an interview, dress well, and bring anything with you have been asked to with you. By showing you can take things seriously you let an employer know you can manage yourself and work in a timely and professional manner. 
https://www.youthemployment.org.uk/young-prof-article/organisation-skills-overview/   
Conclusion.



To summarise this reflective paper on my journey through my academic and employability skills, I can say that I was able to develop myself in both character and knowledge within this module. I have used some useful resources provided to me by both lecturers and the university. Although at times I struggled and found it hard to complete some of my work majority of what I put together enabled me to gain useful information to use in both my employability and personal life. The task which helped me boost my confidence was definitely the presentation as I had to use multiple skills to manage completing my task .It involved team work, good communication and being organised which were major factors for me, and I was very proud with what we had accomplished. I do still have parts where I have some gaps and need to work on to improve, however I believe with further knowledge and experience I will be capable of closing all gaps and carrying all the necessary skills.































References:

Morgan,P.(2017).The Business student’s guide to study and employability

Adair, J. and Allen, M. (2003) The concise time management and personal development
Cottrell,S.(2003,2010)Skills for Success The personal development planning handbook

https://www.businessballs.com/self-management/time-management-techniques-free-tools-and-templates

https://www.mindtools.com/pages/article/newHTE_91.htm

https://www.youthemployment.org.uk/young-prof-article/organisation-skills-overview/ 

www.target.co.uk (Nov 2012)




7

image1.png
[OM ore | msen  Desgn  Tanstions  Ammations  Sidehow  Review  View
ayout - . m _ - Ib D G » #rina
TA AN E =
R
Pase | New aae| A Shapes Arange
" F | Slge- “Hsection~ T i select~
Cipboard sides Font B e g
Sides | Outine | x <
Desislava Yildirim WERKNESSESEG)
« Discipline
+ Respectfulness oA lack of education
« Friendly oA lack of work experience
- patience «Communication skills

+ Time management skills
+ Good listeningskills

OPPORTUNITIES (+)

eStudying at UWTSD
*Working at DOCTORSAYOU

spublic speaking skills

THREATS ()

«Customer services
sKnowledge

“n»

Side 1 071 | Théme Office” | B |

@)

£




