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Name: Catalina Bucataru
Id:1918854
Module Code: BMSW4001
Assignment Section: TASK 2 


               Reflective Portfolio
Academic and Employability skills are considered essential qualification for a lot of jobs positions, and they have become necessary for an employment success in business environment. Academic skills can be defined as approaches which are applied to learning. 
The Gibbs reflection model have five stages and is considered to one of the most popular reflection models. 
Description
As a student at the University of Wales Trinity Saint David studying for the Certificate in Higher Education for the module Academic and Employability Skills, I was asked by my lecturer to write a 2000 words reflective report. In this report I will reflect, analyse, and evaluate how this course has helped me to improve my Academic and Employability skills. Then I will reflect on the skills that I still have to develop and come whit an idea how can I improve them. This module helped me to understand why it is important to have academic and employability skills. I have learned during this course a lot of skills like; how can I improve my academic writing and how to structure a report, how to paraphrase and make references and how to draft a report and reflective essay. I also learned how to write a cover letter and make an CV. These are extremely useful for me because I can apply for any job in a professional way. I have learned many thinks by enrolling to this course and all of them are important to me to get better job.
Feelings and Thoughts 
During the first day of my class, I felt a little nervous as well as exited. It is just mixed feelings I had before attending the class. I was eager to know about the topic which it will be taught to us about the academic and employability skills. I enjoyed that there has been discussion on the topics every week. I also felt that the thinks which I have learned during the academic and employability course was very much helpful in getting a better job and has enabled me to think in a unique way. In the second term of the course the lecturer asked us to write a reflective report of 2000 words. When I first heard that we needed to write a reflective report I was little bit scared and confused I could say more lost, because I have never done something like that. I was thinking that it will be difficult because, I did not know how to start and what means to be reflective. I was feeling confused and unconfident because of my knowledge and because English is not my first language. My feelings of confusion changed during next week. After the lecturer started to explain to us what reflective report means and how should we structure I realised that after all is not going to be that difficult to complete the task. But the confusion came again in my mind because in the first term we had a different lecturer. But during next week the lecturer decided to evaluate all that we have learned in previous term and my feelings of confusion it was gone. This report for me it was more like a challenge because it was about my experience during the module and every think that I have learned. In this way I was able to see what academic and employability skills I have acquired and what skills gap I have. Now I was feeling confident and determinate to complete my task.
Evaluation and analysis 
After I have expressed my feelings about the course and the academic sessions, now I will evaluate and analyse the total experience. In the first term I have learned about several types of skills like: Personal skills (time management and organization), People skills (communication and teamwork) and Basic skills (reading and writing). Learning about those skills it is especially useful for me because these are the academic and employability skills required in individual for getting better job position in the competitive world. The lecturer gave us many activities for distinct types of skills development. For instance, People skills like, communication and teamwork they are very essential and useful. These skills are important for my future career development because in these days an employer look for this type of skills. In the second term we had different activities like CV, interview, and cover letter. Then we learned about reflective writing, analytical thinking, and critical thinking. Learning about all this it was an incredibly good and useful because it is going to help to complete my task and in the future job. The bad side of this experience it is that some of the skills like, problem solving and decision making I did not improve as much as I wanted. But by regularly reflecting on my achievements and setbacks I am sure that I will start to see my strengths and weaknesses and then plan every step. Learning about all these skills it is important to me because I can get more employment opportunities, because an organization only place candidate when they find something different or unique in her/ his. During the course I have enjoyed the group discussions which has assisted me in increasing my knowledge and improving my skills. I have analysed that the group discussion that we had in class has helped me to improve my team working and communication skills. I also realised that my time management skills have improved a lot. This module has helped me to develop my time management skills, and now I can manage my time more effectively. I can prepare myself from time and prioritize the important and urgent thinks according to their urgency.
CONCLUSION
 It has been concluded that development of Academic and Employability skills it is very much important to get suitable job in desired field. The other fact that is been discovered from the study is that academic skills are very much crucial for accomplishing success and to achieve desired career goals. It has been concluded that improvement of academic and employability skills it is very much helpful in context of both professional and personal development. All I want to state is thanks. I really appreciate all the things which I have learned during my first year of this academic course. I have to say that by participating at the Academic and Employability course I have successfully developed as well as improved many of the abilities such as, critical thinking, reading as well as writing, thinking skills, basic skills, people skills and many other. This reflective report tried to describe, evaluate, and analyse my experience during the academic sessions of this year and to state how well I have developed myself. 
ACTION PLAN
 Writing this reflective report has helped me to understand why it is important to reflect, evaluate and analyse on the past events. I think that studying this module has helped me to gain a lot of knowledge and skills also all these I am already using at my workplace. Now I am communicating more effectively with my team, managing my time by prioritising the important and urgent things first and engaging more into group discussion as it will assist me in increasing my knowledge on the other hand, two skills mentioned in this report still need to be developed. Problem solving and Decision making. I am planning to improve these skills by following few steps: reading books and doing research, pay more attention in class and ask questions, improve my note-taking skills, to memorize actively and not passively, be an active listener and to reflect on my own methods, because self-reflection involves looking inwards at my strengths, weaknesses, and goals.

 

	
	Notes (Students need to tick the box [to the left] to confirm the respective attribute has been completed)
	Needs Improvement

	Title Page
	  1 Have you included the title of your work?
  2 Does your title page carry:  Student Name, Student ID, Module code, Assignment section and Lecturer’s name?
	X
The cover page should be at the begging of the work.
You will need to organize the structure of your work as we discussed during the class to make sure it meets the expectations of a report.

	Table of content
	  3 Did you include a table of content?
	Do not forget to add the table of contents before the final submission.

	Introduction
	  4   Does your work have a suitable introduction which identifies the topic?
  5   Does the introduction give the reader a plan of the main themes/concepts that you are going to examine in 
     the work? 

	As mentioned above you need to improve the structure of the work. 
Refer to the proposed structure available under week 5 on Moodle to find more tips on what you need to include in the introduction

	Main Body
	  6 Is their evidence that you have read widely on the topic?
  7 Are their clear headings to enhance clarity and have you put each main point in a separate paragraph (each main point may take up more than just one single paragraph)?

  8   When you make a point or argument in the work, or give a factual statement, do you provide evidence that supports it? This evidence will normally be given by referring to research that has been done by others e.g., books, journal articles, websites.
Therefore, it is important to read widely on your topic.
  9 Did you provide recommendations and use examples, tools and models where relevant to support your work as per your Assignment brief?



  10 Did you reference clearly, using a consistent Harvard referencing style, where you have used the ideas or work of other people?
         Suggestion: Your main body should be approximately 80% of the word count.
	You need a minimum of 8 sources


You have not provided citations/evidence to support your points.

You need to add recommendations. What do you want the center manager to do after reading your report?

Ensure you produce the reference list using the Harvard referencing style. You need a minimum of 8 sources.

	Conclusion
	  11 Does your conclusion address the work question?

  12 Is your conclusion supported by the work and evidence you have produced in the main body of the text? If the answer you give here contradicts the evidence you give in the main body of the work, then you need to either reconsider your conclusion or the evidence you have used in the main body.
  13 Does it summaries the main points? Your conclusion should not introduce new points or evidence which you have not mentioned elsewhere in your work but should be a short reminder of the points you have made in the main body of the work.
        Suggestion: Your conclusion should be approximately 10% of the word count.
	You have not completed the conclusion section.
Do not forget to do this before the final submission.
Refer to the guidance document under week 5 of Moodle for more information on writing the conclusion.

	
Time management, Referencing, Information search and Plagiarism.
	  14 Was the Draft submitted on time?
  15 Have you used a variety of sources (e.g., books, journal articles, and websites)?



  16 Are all the references that you use in your work (in-text citations) shown in the reference list at the end of your work?

  17 Is the reference list constructed in alphabetical order?



  18 Does your Turnitin similarity level indicate that, your paraphrasing skills are good and there is no plagiarism?
	
You have not completed the reference list yet. As mentioned above, you need to use at least 8 sources to get evidence to support your points.
No citations and references have been provided
Once you have added all the sources you need to organize it in the alphabetical order.

Your similarity score is 98%. This indicates that all your work is copied and pasted. You will have to write the points in your own words to reduce the similarity. Once you have finished your work check it again. Ideally it should be around or below 20%


	Layout
	  19 Is your work neat and well presented?



  20 Is it in the correct word font and size? You will normally be told what to use at either the start of the course or when given the assignment. Ask your tutor if you are unsure.



  21 Has it been edited, proof-read, and written within the word limit?
	Make sure your pages are edited consistently according to the guidance provided on the assignment brief.

Instructions about the font type/size/line spacing can be found on the assignment brief. Please ensure you follow them in preparing your assignment.
Make sure you meet the expectations of the word limit. You need to use 3rd person language (passive voice when writing your work)
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