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[bookmark: _Hlk511069081]Produce a reflective paper of 2,000 words, explaining how the learning in the module has helped you develop both your academic and employability skills. Reflect also on any skills gaps and suggest ways you might improve on these gaps.

Introduction
To attract the job industry the basic skills somebody needs is employability skills. Communication, team work, interpersonal relationship, confidence, problem solving, quick response, leadership considers as employability (Robinson J, 2000). To enter into the job market some of the academic skills such as computer knowledge, numeracy and literacy skills, using sources properly, paraphrasing, methodology etc might be necessary but to keep the job and maintain a harmonious environment at workplace employability is very important. Be the right candidate for the job, employability skills need to be as equivalent as academic skills. In fact, employers now consider academic skills as part of the employability skills and employability skills are considered as personal skills. Therefore, employers expect a good employee must have a good employability skill (Higson and Andrews, 2010). 
To fulfil the demand of the employers the popularity for the higher education to get a better job has been increasing rapidly. According to the report (SCIT) of university of Woolverhampton in 2006, over two million students enrolled for higher education in the United Kingdom. But still there are a huge gap for graduates to meet the requirements of the employers due to the lack of knowledge in employability which indicates that getting a training or a qualification for employability improve employee’s opportunity to meet the criteria of the traditional employment industry (King,2003).
From my experience I feel that I am very lucky to take the ‘Certificate of Higher Education Skills for Workplace’ course under University of Wales, Trinity St David College where I can demonstrate the subject called Academic and Employability Skills. This is a great opportunity for preparing myself for the employment market. I have learnt academic writing, referencing, CV writing, how to prepare for the job and the interview. This course helped me hugely in personal development in various ways. However, I still feel that I have some deficient in IT and confidence to face the interview board. I am trying to find different methods to overcome these gaps.

The Situation:
From the perspective of the employers, graduates who are looking for jobs need to focus on improving their employability skills alongside with their academic skills. Therefore, the higher education department should teach the students the skills of employability as well (Owen G, 1999). The employability skills that most of the organisations including Job centre seek for are team Work, communication skills, analytical and problem-solving skills, personal management skills, interpersonal effectiveness, computer and technical literacy, leadership and management skills, learning skills, academic competence in literacy and numeracy, positive attitude, morality, honesty, multi-language skills, cultural awareness (Schulz B, 2008). 
I did a few workshops on communication skills and team work. In the past I worked for several health organisations in different roles and was a self-employer for few years.  But due to my personal circumstances and having an autistic child to deal with lead me to become unemployed for few years. Being isolated from the job industry for many months made me a self-doubt person. I lost my confidence to go back to work. Last year I applied for a job in a famous company called Groupon to join their communication team. I noticed, I had an immense problem to write the Curriculum Vitae. I really forgot how to write a curriculum Vitae properly as I learnt from my previous experience that writing a CV is like put all the ingredients in right amount during cooking. Anyways, I did manage to write it with the help of an employee in the job centre and somehow, I have been selected for the interview. 
I started to prepare for the interview by studying hard. During the interview I was ever so nervous, but I answered all the questions. One of the interviewer mentioned that I was the only person who answered the maths correctly and solved the critical situation tasks properly. By knowing that I expected the job to be offered to me.  Sadly, that did not happen. It made me very disappointed and very doubtful on me as well as on the employment process. When I got to know about this course I thought it would be a great opportunity for me to enrol and learn properly the employment skills. 
By doing the subject called ‘Academic and Employability skill’ I gradually realised that only academic skills or knowing the subject very well did not ensure the job as recruiters were looking for more soft skills. I realised that even though I answered all the questions right did not guaranty me the job as I lacked confidence. The person they offered the job could not answer the questions properly but may be was much confident than me. It proved to me that these employability skills which are known as soft skills are very important.

Academic and Employability Skills from the module: 
Academic skills and employability could be considered as hard skills and soft skills. Hard skills are generally listed in the job description. It could be the computer knowledge, the specific knowledge and skills for the specific post, academic essay writing skills, data analysis skill, multi-language etc. The European union carried out a survey within four countries to find out the importance of hard skills and soft skills from the employer’s point of view and surprised to discover that hard and soft skills both are similarly important to the recruiters (Andrews and Higson, 2010). 
I am originally from Bangladesh where soft skills did not practice for most of the employers. I struggled a lot to learn communication and team work skills to get a job in the United Kingdom at the beginning. Gradually, I took some training and achieved some skills. Since I started learning this module I realised how less I knew and if I could do this course before I could have achieved much better job. 
The best achievement for me from this module was for me being able to  write academic writing, doing Harvard referencing, sourcing, editing properly which made my dream come true. Previously, even looking at the reference in any study would made me panic as these looks so complicated. I believe I was lucky enough to have our tutor Silvia Hoffman who made lesson easy for us and I enjoyed practicing in the class. I was benefited by knowing about unfair practice because I never thought that copy and pest something from the internet could cause so much problem. It helped me to improve my writing skills and more writing helped me to concentrate on my grammar and language skills. 
Writing proper sentences
Another fear was writing English sentence with proper grammar. After joining the course when I got to know that I have to submit 2000 words assignment my reaction was to leave the course. I thought I could not write one line properly, and how would I be able to write such a massive report!   Practicing grammar, composition of sentences, report writing, academic writing, supportive instructions in the class environment motivate foreign students to overcome the language barriers (Hyland K, 2007). I totally agree with it because revising different parts of grammar in the class with tutor and writing essays instantly on unknown topic pushed me to overcome the shyness I had as a foreign student and I started to read the grammar books to be able to write English sentence properly which helped me to finish the assignments.
Referencing and report writing
I did not know anything about referencing and report writing or reflective essay writing. I blamed myself for putting into such a punishment that time. Almost in five lectures tutor talked about unfair and fair practice and guided us to practice citation in the classroom. Most of the foreign students in the United Kingdom and in the United States fail for unfair practice compare to Native students. The reason could be lack of understanding of the education system, citation system, different thought patterns due to cultural difference (Borg E, 2018).  
The biggest achievement for me from this module was I have learned the referencing and academic writing. When the tutor declared that we have to do the proper academic writing with proper citation in-text and at the end of the report and explained about unfair practice, plagiarism, collusion, similarities, self-plagiarism I really felt to stop studying. I studied a long time back in Bangladesh. The education system was completely different than United Kingdom. We had exam system.
Communication and team work
A study conducted between doctors and patient’s communication skills proved that doctors does not practice soft skills like good communication skills, consultation skills or interview skills with their clients during their professional study and doctors with good soft skills can identify client’s issues accurately and have more job and team work satisfaction (Maguire and Pitcatheci, 2002). 
I worked for National Health Service and for private care homes and had to deal with clients from different culture, race, age and social class. The job demanded to have a wonderful communication skill towards the clients and towards the team members. I had a good communication skill before the trauma. I always believed that a good communication skill can solve problems easily. 
I started to feel better to discuss different topics with different team.  From the module I have understood the importance of verbal and nonverbal communication, body language, facial expression, tone of voice, team work, problem solving ability, leadership capacity. All these skills helped me to improve my confidence a little bit. By knowing that communication skills are key to become successful in job interview. It will help me to be a good employee in future.    
Presentation
My previous job responsibility encouraged me to present the service I offered to different organisations. So, I had knowledge about how to make presentation slides.and how to present in front of a group. But learning in the class room how to make presentation slides and what font and colour to use, how to do the wording, how to keep the slides simple, why eye contact, body language and subject knowledge is important among the team members opened a new door to me to see things differently.
Resume
Writing a proper curriculam Vitae is a great skill. It represents the person seeks the job. I did not know the proper way to write a curriculum Vitae. By doing this course I learnt that a CV needs to be short, specific and clear. I used to write all my details in the CV and mostly focused on hard skills. But from this module I learnt that CV needs to be made according to the job description, CV supposed to have job objective. I also learnt how important the different fonts and the font size and how to use the keywords in the CV for the electronic CV websites. A better organised and well prepared CV can help somebody to get selected for the job ( Yate M, 1993). 
Cover letter
[bookmark: _Hlk511069567]The goal of the cover letter is to attract the recruiter to read the CV (QUantelina and Wahl, 2017). Cover letter is another important tool for the job. I did not ever realise that writing a good cover letter can draw the attention of the employer to select the resume. In the module there is a brief description of the importance of cover letter and how to write a good cover letter. 
It is necessary to get prepared for the job beforehand by taking relevant training. The tough stage for me was to get ready for the interview. The job offer relies on the performance of the interviews.  


Skill Gaps: 
Skill gaps are when the workers of the organisation fail to fulfil its demand to run it properly. The main reason is the job patterns are changing frequently (Homer and Griffin,2006). My skill gap is lack of computer knowledge and get panic quickly if there is an emergency. I realised that the demand of computer knowledge in most of the jobs are increasing every day, but my knowledge is not up to date compare to that. I feel sad about that because I do not like to use computer much and this skill gap might not help me to get a job. 
Another skill gap is I become panic quickly and cannot handle a situation properly. My brain does not give me the proper support when I am in a panic mode. I did not learn yet how to manage the emergency without being terrified. 

How to improve the skills gap:
I might be taking admission into an Information Technology course or do some one-day workshops. I will try to find some computer course in the adult college because it would be cost effective to me. If this college allow me then I could join the computer course over here or I can just learn the basic computer course from a different place.
For controlling the situation in a professional manner, I need to watch some you tube video on Self- Esteem and self-control. I need to join some groups where people are dealing with similar issues and trying to overcome the problems. I might go to a counsellor or a kinesiologist who can change my subconscious mind and would help me to work without being panic. 

Conclusion: 
[bookmark: _GoBack]I have learnt a lot from this module. This is a continuous journey and I am learning something new every time from this module.
	









References:

Borg E, 2018. Citation practices in academic writing. Available online
https://www.researchgate.net/profile/Erik_Borg2/publication/313443669_Citation_practices_in_academic_writing/links/5aa64e71aca272d448badeb1/Citation-practices-in-academic-writing.pdf . Accessed on 17-4-2018.

Homer, J, L., Griffin, A, B., (2006).  Bridging the Skills Gap: How the Skills Shortage Threatens Growth and competitiveness and what to do about it. ASTD press, USA, pg 5.                       
Available online
https://books.google.co.uk/books?id=rduOD5uEuEMC&printsec=frontcover&dq=what+is+skill+gaps&hl=en&sa=X&ved=0ahUKEwi0laPJ9bTaAhUoDMAKHbybADQQ6AEIJzAA#v=onepage&q=what%20is%20skill%20gaps&f=false
Accessed on 18-4-2018 

Higson, H., Andrews, J, (2010). Graduate employability,’soft skills versus hard business knowledge: A European study. Altmetric. Pp 411-422.         
https://doi.org/10.1080/03797720802522627 
https://www.tandfonline.com/doi/full/10.1080/03797720802522627 Accessed on 17-4-2018
Accessed on 17-4-2018

Hyland, K, (2007).’ Genre pedagogy: Language, literacy and L2 writing instruction’. Journal of Second Language Writing . 16 (2007)  pp148–164. Available online
www.sciencedirect.com 
https://pdfs.semanticscholar.org/c684/6229b98fe75ac162dd36a7487f4b7016ecd4.pdf   Accessed on 17-4-2018

King, Z, (2003). ‘New or Traditional Careers? A Study of UK Graduates' Preferences’. Human Resource Management, 13(1): pp 5–27. Available online
https://onlinelibrary.wiley.com/doi/full/10.1111/j.1748-8583.2003.tb00081.x 
Accessed on 17-4-2018


Maguire, P.,  Pitceathly, C,(2002). Key communication skills and how to acquire them. The BMJ, 325(7366): pp 697–700.  Available online
PMCID: PMC1124224
PMID: 12351365
Accessed on 18-4-2018.
Owen, G,(999). A skills an enterprise  network  publication produced from original material provided . Labour market and skills trend. Sudbury, Suffolk. DFEE publications. Department of Education and employment. Available online
http://www.qualityresearchinternational.com/esecttools/relatedpubs/New%20Realities.pdf. Accessed on 17-4-2018.  


Quantelina,K,M., Wahl,S,T, (2017). Resume, Interviews and negotiation. Maund, A.,Schriek, M., Tinkler,K, P (eds) Certification in higher education: Skills for workplace student yearbook. London: SAGE. Pp 281-309.

Robinson,J, (2000). Alabama Cooperative extension system, Vol.1, issue. 4. Available on: http://employment13.sydneyinstitute.wikispaces.net/file/view/employability-skills.pdf         Access date 17-04-2018.

Schulz, B, (2008). The Importance of Soft Skills: Education beyond academic knowledge. NAWA   Journal of Language and Communication. Available online
http://ir.polytechnic.edu.na/bitstream/handle/10628/39/The%20Importance%20of%20Soft%20%20Skills-Education%20beyond%20academic%20knowledge.pdf?sequence=1
Accessed on 17-4-2018 

University of Woolverhampton, (2006).UK Universities and colleges. School of Computing and IT (SCIT). Available online
⟨www.scit.wlv.ac.uk/ukinfo/alpha⟩





Yate, M, (2003). The ultimate Cv Book: Write the perfect CV and get that job. United Kingdom, Kogan Page ltd.pp 1-4.   Available online
https://books.google.co.uk/books?hl=en&lr=&id=a98-acTLRkAC&oi=fnd&pg=PA1&dq=writing+cv+properly+give+a+job&ots=sH8gNF-H6j&sig=Wp8UEMuOps6TyQr7Wvl8ZSD4UtU#v=onepage&q=writing%20cv%20properly%20give%20a%20job&f=false
Accessed on 18-4-2018.














 



 



  






[bookmark: _Hlk512781781]
[bookmark: _Hlk512782075]
[bookmark: _Hlk512782256] 





Top of Form






2

image1.png




image2.png




