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1.0 Introduction
[bookmark: _GoBack]The module that I have completed included lessons on academic writing procedures, methods for conducting research and the techniques for making academic references. I am going to provide my personal reflection on the lessons that were learnt by me about techniques of producing effective academic writing. I am going to discuss in this paper how much I have progressed in terms of learning research methods through studying this module’s materials. My personal reflection will also cover the level of expertise that I have now on academic referencing that I have learnt in the module. More importantly I will be talking about the acquired skills such as, Communication skills, Effective team working, time management, decision making and problem solving skills, leadership skills, interpersonal skills and I will critically reflect upon the development of my employability and academic skills. The employability skills gaps that I still have will be reflected upon by me in this paper. I will develop an action plan considering skill gaps I still have so that my skill gaps get removed and I become more skilful. 









2.0 Main Body
· Communication skills 
· Effective team working
· C.V writing
· Time management
· Problem solving skills 
· Leadership skills,
· Interpersonal skills 
· Social networking
· Research skills
· Public speaking
· Presentation skills and writing academic reports
· Time management
· Critical thinking
· Analytical skills
· Transferable skills
· Data analysis




3.0 Gibbs’ Reflective cycle of learning (1988).
I will reflect on my learning and skill development with the help of Gibbs’ Reflective cycle of learning (1988). 
Through description, feelings, evaluation, analysis, conclusion and recommendation/ action plan.
[image: The reflective cycle - Gibbs diagram]

3.1 Description
I have written my report based on Gibbs reflective cycle of learning of 1998 based on his book “learning by doing”.
In October 2017, I joined university of Wales Trinity Saint David’s London campus and my course of study was Certificate of Learning skills for the Workplace. This particular module is called Academic and Employability skills.
During term 1, Peter Allan taught us communication skills, paraphrasing, how to write reports and Harvard referencing. Upon reflecting on what I was taught by Peter, I have developed my performance at work tremendously for example learning about paraphrasing has polished my vocabulary which has enabled me to use a variety of words without necessarily changing the meaning.
In second term, the module leader Sylvia Hoffman taught me about [CV] Curriculum Vitae writing, writing a summary, critical thinking and analytical thinking. Upon reflecting on what I have learnt from Sylvia, I have improved greatly in my academic reports.my C.V is more professional and this has boosted my confidence when job searching. 


3.2 Feelings 
Initially I lacked  confidence  in  communication, presentation  I  felt   shy  and embarrassed  which hindered  my  expression  among  others  consequently  affecting  effective  team  working  in my own  different  teams.
My  feelings  improved  as  I  learned  more  which  gave me  the  confidence to  express  myself, in the  beginning, I didn’t  have  good  communication  skills  with  other  classmates  due to language barriers  and   different  accents, but  the more I spent  time with  them  I was able to listen to them and  gradually understand  their  different  articulation  of  words  which  later  improved  our  communication  skills  amongst  us.
At first, when I was presented with lessons about research methods I got frightened thinking that if it would be possible for me to grab all the knowledge that were being delivered by the tutor regarding research. The reason of my fear was the materials that were presented about research seemed very unfamiliar to me and complex too. But later when our module tutor explained everything in details about research methods with examples, I have understood the gist of research methods very easily and got very excited because once I thought research method to be very hard but later my misconception was removed (Cottrell, 2016).
After  learning  Presentation  skills, my confidence  became  better  and  I could carry out  research on my own  and I can address  the  class  or make a report or presentation  without  fear or shame  as  I was  confident  enough   to express  myself .
When  I  reflect  on  my effective  team  working  skills, I feel more  confident  to  carry out discussions  with other   team  members  based  on  my  allocated role or task  in the team. 
When  I  reflect  back on my listening skills I initially lacked  concentration  because I would not be attentive  enough  to understand  what  was  being  taught in class. This how ever got better and better with time as my listening skills improved.
Previously  my research  skills  were  very  lacking and  I couldn’t  really  carryout  effective research individually  without  the  help  of  others  However ,   this gradually changed  for  the  better  as  I acquired  new  skills.
3.3 Evaluation.
Key Improvements
· This module has taught me to work in teams, when I reflect on what I knew I was not aware of the benefits of working in a team, effective team working leads to better results. Each team member is allocated a task and each member aiming at the same goal thereby learning from different members’ views and opinions which makes it easier to acquire the desired goal. This has helped me as a minicab driver to easily interact with my clients at my work place.
· Proof reading is another skill that I have developed which has played a key role in my report writing. This I did not know before but right now I have the knowledge to eliminate spelling errors and use good grammar.  
· Time management is another crucial academic module which has really helped to improve on my deadlines for my academic reports.
· Critical thinking and analysis in this module has exposed me to better presentation and in-depth analysis when writing reports by making good arguments without being biased.
· My communication skills have improved tremendously as I can now read and write ,I can use emails , read text  books such as Peter Morgan, Maud, Academic  journals in order to write good academic reports and referencing . In skills we have soft and hard skills. Soft skills may include such aspects as punctuality, honesty, reliability flexibility leadership skills, good work ethics, and trustworthiness well as hard skills are achieved as a result of undertaking training, for example, training for a degree course and other trade courses. 
· When I reflect on what I have achieved, I have developed leader ship skills after working in a team of other members of the class which has given me confidence to play my role as a team leader and supervising on others to achieve better results. So these leader ship skills will significantly enable me to search for a better job in future.
· Writing a summary effectively is also a skill I have developed, as I have mastered how to do paraphrasing whilst also keeping my work original.

Key Problems/Gaps
· The library was not totally equipped with reading resources for me to gain further knowledge in my required study, which became a limitation. 
· Working in a group was also quite difficult, due to some members disagreeing on various topics and not cooperating as a team. 
· Time management on my behalf was not efficient, as I have seen that I need to improve on managing my schedule and meeting deadlines more efficiently. 
· My personal life was also quite stressful as I had to manage work and my family whilst studying
· Typing skills are also inefficient, as my typing is very basic and this causes me to take a while to finalize assignments.

4.0 Analysis 
After close observation I have concluded that having the ability to communicate properly enables a person to perform well in both academic and professional life because in both these sectors communication of information at different levels is essential. According to Macbeth (2017), the single most crucial skill to have possession of is the skill of communication because in professional career a person requires to continuously communicate with both his employers and his colleagues for ensuring effective performance as an organizational member.
Interpersonal skill is the single most important personality trait that leads a person towards success in academic and professional life. As stated by Wolff (2015), academic success of a student depends on how he utilizes his interpersonal skill to communicate with his instructors and teachers for achieving optimal knowledge about any given topic. However, Morrissey (2014) adds to that, usage of interpersonal skill to maintain effective communication with different levels of organization is the key to achieve professional success. Numeracy skill is helpful for developing solution to different problems that an employee may face in his job sector. 
Critical thinking and analytical thinking is an important component for analyzing my own work, as well as absorbing what I have learnt. After this, I then make an argument to support my work without it being bias. This has helped the research methods that I use, as I then know which views and arguments are beneficial to support my work as well as in the workplace.

5.0 Action Plan
From now on, I will continually give my efforts to get involved in activities that will render help to me for developing good level of verbal communication skill. I will ask my tutors to facilitate proper platform through which I will be able to exercise verbal communication and continuously develop it. I will read books about the techniques to build up effective verbal communication skill. I will also practice verbal communication with my friends and family members to further strengthen my verbal communication skill. 
I will take steps to improve my interpersonal skill. I will try to build up good relationship with my class mates and teachers. I will be maintaining communication with them on a regular basis. I will seek to develop an effective network with my friends and class mates. I will also ask my tutors to include some learning materials about interpersonal skill and provide interpersonal skill exercising opportunities. 
I will participate in online tutorials for the development of my numeracy skill. I will read different research studies to clearly understand the methodology for conducting research utilizing numeracy skill. I will also read books that have properly covered the process of effectively applying numeracy skill.



6.0 Conclusion
This module has been a great experience for me. I have gathered some effective learning by completing this module. I have gained knowledge to apply my writing abilities to properly communicate my ideas to others by defending them with evidences. I have learnt to adopt the approach of critical reasoning while writing. This ability will help me to justify my opinions. I have gained numeracy skill by achieving knowledge about research methods. But I did not get the opportunity to apply my numeracy skill by actually conducting research. I have developed idea about academic referencing and I have learnt how to maintain honesty in academic writing by using academic referencing and citations. In this reflective paper, I have discussed what went good and what went bad for me during this module. I have clearly described what else I could have done in order to remove the problems I faced. The action plan that I have developed will help me to achieve more skills and further strengthen them.   
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