










                ACADEMIC WRITING AND EMPLOYABILITY SKILLS
                            MODULE CODE: BMSK 4001
                        STUDENT NAME: CONRAD COKER
                         STUDENT NUMDER: 1713908
                             LECTURER: ANITA NAN       







 







INTRODUCTION
The basis of my report is to reflect on how this module has helped me develop my Academic/Employability skills and identify skill gaps hence suggest some ways to improve them. Employability is “a set of achievements – skills, understanding and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy” (Yorke,2004).I have learnt various employability skills which have been very useful to me on this module starting with active listening.
ACADEMIC/EMPLOYABILITY SKILLS THAT I HAVE LEARNT 
I have learnt active listening which is part of Interpersonal skills through participating actively in class by making lots of friends hence taking the initiative in making lots of acquaintances. Thus I feel now that I am able to overcome my feeling of nervousness when I am talking to strangers. I have also learnt to communicate better by being an active listener so that I can accurately understand what others are saying then I am able to give a meaningful response in order for the message to be effective. Listening actively is the main reason to understanding what someone else is saying (Maund et al 2017). I feel this will be helpful when I show empathy towards others. 
I usually get distracted in class, always looking at my smartphone, watching other students, failing to focus on class lectures. Hence I decided to deal with this situation by taking a step back and thinking on it. I remember taking measures like limiting the distractions by turning off my smartphone during classes. This increased my ability to listen more in class. I believe this will be helpful to me a lot when I attend interviews for jobs. 
I have learnt academic writing on this module. I remember that I use to contemplate over my spelling, grammar and what the body of a report should consist, which is introduction, middle and conclusion. I resolved this by learning to go over my reports whenever I finish it by checking for grammar, spelling mistakes and making sure that there is reasoning to my report. In addition checking the way my report is structured as well. I usually brood over on what it entails to write a good report. Hence on this module I was able to learn how to question myself by including as much information as I can to show my critical thinking so that I will be able to write a good report.
I have also learnt how to paraphrase or rephrase sentences especially when I am doing research on a specific topic. I have also learnt how to use verbs and nouns in my written assignments. I feel more confident when writing my assignments/reports.     
During this course, I have learnt to write a CV and cover letter. I feel more confident when it requires me writing them. This is good because it will help me get a good job. A CV is a document aimed at convincing an employer about who you are, your qualifications, work experience and your skills that makes it worthwhile for them to offer either work experience or a chance to move forward in a formal selection process. When writing a CV you will need to think about what makes you different and unique, does that uniqueness come through on your CV, your work experience, personal statement, personal contact details, education, hobbies and references. This reflects your personality to your potential employer about what to expect from you.  A cover letter is a professional business letter which provides an employer with an introduction to an accompanying CV. I feel more confident when I apply for jobs using also a cover letter moreover when I meet a prospective employer I can easily sell myself to him/her.
I have learnt how to complete applications during the course of this module. I can remember back when I had no idea on how to complete an online application form. However these applications are regulated and easy to fill. What it does is ask for your contact details, your educational qualifications, your work experience, ask you about work referees that can testify to what you have done and how well you have done it. I feel I can complete an application (whether online application or paper version)   that gives the employer the chance to ask questions that they want to ask (Morgan, 2017). 
I have learnt how to be proficient at using Ms Word and Excel applications. I need this skill to use to write my assignments and Excel to scrutinize mixed data in writing my research. I feel this will be helpful towards me getting employed.
I have learnt about teams on this module. A team is a number of persons working as one to reach a particular goal to which they are all mutually obligated (Morgan, 2017). What is important about working in a team it helps you work effectively with each other. I remember during this module working with my course mates on various tasks to find solutions. I believe that I can achieve more thus many heads working together is better than one. It is also helpful hence it breaks down initial barriers that comes with culture, tradition and race.   
  
I have learnt on this module about time management. This the ability to use my time in such a manner as to achieve the required result. This was helpful because it showed me different ways to prioritize my studies/work. Thus being a student includes, undertaking various tasks: from attending lectures to reading, thinking about the subject matter, taking examination and so on (Morgan, 2017). I remember this situation showed me how to be more organised and creative. Do not put off stuff you do not feel like doing until the last moment. Take the time to get things right in advance. I believe time management has been helpful   with the way I manage my time and priorities at work/classes.
I have also learnt on this module how to present a good presentation. I have been able to develop my presentation skills with this module using a wide range of areas such as the formation of my presentation, the design of my slides, the tone of my voice and the body language to bring. I was able to accomplish this with the business plan I did last term. Presentations can be intimidating or difficult at times, this can make me nervous or tense at times. In real life there are few situations when I am likely to have much real reasons for being tense except during presentation. Furthermore in business, the potential to give a good presentation is seen as a basic skill for employment – it is not possible to lead without exchanging information, and presentations are a quality part of business and work life (Morgan, 2017). 
Presentation provides information for public speaking. When I do presentations I am able to present information on the subject matter hence this term I made a group presentation on effective team working. The task was to give a group presentation to senior managers. The issue was to improve their organisation team performance by indicating the steps needed like the benefits of team working etc. Everyone has presentation skills, some are better than others. I really feel that my presentation skills are very good because I know the facts, I am confident in the delivery of presentation; I give clarity to the introduction in my presentation. 
SKILLS GAPS AND WAYS TO IMPROVE THEM
What employers refer to as ‘skills gaps’ – This is the gap between what an employer looks for in hiring an employee by way of their skills offering and what skills the successful candidate actually brings (Maund et al,2017). My skills gaps are as follows: empathy, numeracy skills, team working and time management.
Empathy is the ability to enter the inner world of the other person, explaining their situation, feelings and intentions (Prince, 2013). This is part of interpersonal communication. I could learn to improve and enable my empathy in various ways to be better:
· By getting out of my usual Environment thus travelling to new places and exploring new cultures. This is useful because it helps to gives me a better appreciation of other.
· By undertaking challenging experiences thus getting away from my comfort zone. In addition taking on things that will humble me and enable my empathy further.
· By asking for feedback on my relationship skills. I feel family, friends, colleagues are the best ones to give me feedback on this.
· Talking to others about what is like to walk in their shoes about different issues and concerns and how it worked out. This is helpful because it shows things in a different way. 
· By asking thoughtful even provocative questions when you are discussing issues with colleagues/friends.
Dealing with Numeracy skills is the next skill gap I would like to improve on even thou I have learnt something about it on this module like understanding tables in reports and interpreting graphs.  The various ways I believe I can improve on this further is as follows:
· By counting quantities of goods for customers.
· By measuring the area of shapes.
· Using division when calculating cost per head.
· The use of percentages and subtraction when giving a discount to customers.
· By playing Board games, examples are monopoly, blackjack, and rummy.
· Going in for further training.
The next skill gap is team working. The ability to work in teams can be hard thus most people are stumped by the challenge to generate it. I feel it is good to nurture and improve on it in the following ways:
· Socializing more often with team members, friends and family helps to break down barriers like age, culture, tradition, gender and religion.
· By sharing ideas, speaking openly on issues this helps to gel teams.
· By rewarding team members when they do a good job helps to boost morale and confidence within a team.
· Having regular meeting with team members helps to talk on goals of the team and touch base with each other.
· Treat team members the same way you want others to treat you by trusting one another.
· Knowing your weaknesses and strengths within a team is very important.
· Interface effectively with your team members.
The final skill gap I would love to improve furthermore is time management. I believe I can improve my time management with the following ways: 
· By organizing my schedule in advance and sticking to it.    
· By staying away from bad distractions that will take my time.
· Letting people know when I am available and when I am are not.
· I should always makes sure to deal with activities or tasks that are of great importance first before dealing with the less important ones.
· Set time aside for good distractions like having a cup of tea or just short a break. 
CONCLUSION
[bookmark: _GoBack]I assume that during the course of this learning journey I have learnt about various skills like active listening, academic writing, numeracy skills, cv writing, cover letters, team-working, time management and presentation. I have also been able to identify some skills gaps along the way thus found ways to improve on them. These skills gaps were empathy, numeracy skills, team-working, time-management. I think I am now confident with most of these skills and I am now able to apply them to different tasks in the university or workplace. These various skills will also be helpful when I want to gain employment in the future. Presentations for instance has helped me improve my public speaking and confidence.
I believe I can achieve more of my potential by learning about other skills.  I think I can do this by going for further training or education. I feel this will be helpful in my chosen profession or occupation which will be of interest to myself, the workplace, the community and the economy. 
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