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Introduction
 Academic skills are the skills that are given to a learner when they are in class to enable them to attain efficiency when they are learning. These skills usually help them to get through the course without straining too much. Employability skills on the other hand refer to the skills that are needed by an individual when they are at work and when they need to be the best in terms of productivity. This is a reflective report on the employability and academic skills that I have learnt from pursuing this module and I will be using the Gibb´s reflective cycle to discuss some of the skills learnt like communication, time management, paraphrasing and referencing. 

[bookmark: _Toc49181471]2. Description
2.1 Communication skills-These refer to the manner through which an individual can be able to communicate or give ideas and different types of communication to the people that they are supposed to get it to. The communication skills are helpful to a person when they are trying to get to show empathy, communicate to people and observe what is going on.
2.2 Time Management skills-This is a vital skill a person needs to allocate time to different tasks. It ensures that we are able to perform the different tasks, whether academic, personal or professional and ensure that we are making them good in terms of quality and delivery. During the studies, I learnt about how to improve my time management skills with the Pareto’s 80/20 rule which says that 80% of everything we do, takes up 20% of our time. (Rampton, 2019)
2.3 Paraphrasing skills-These refer to the skills that are important especially when there is a need to report what someone else has made a conclusion of or said. It ensures that the right words have been used as well as the right acknowledgements said.
2.4 Referencing skills-These skills refer to the ability to check and acknowledge the sources that have been used in making out a required document. There are different sources that can be used when it comes to referencing such as books and magazines.
[bookmark: _Toc49181472]3. Feelings 
3.1 Communication skills-I have realized that it is important to have communication skills both as a student and in work life. I felt that there was a need to have good communication skills that made it possible to read the body language of an individual when they are talking and responding as well as ensure that I send out the appropriate message. I also know that it is important to have empathy toward a person when giving out communication. It is better to share and let the communication be spread out well when I can talk and show motion to the other party that I am communicating to. It is also good to have good confidence when communicating as it sends a message. it is also good for me and every other person to accept communication in terms of receiving and giving feedback as that is the only way through which communication can be effective (Zety, 2020). 
3.2 Time management skills-When it comes to managing my time, I feel like there are advantages that come with it. First, it ensures that I am able to get the highest productivity and efficiency when it comes to producing my work when time has been managed well, and also makes me achieve more than the people who do not plan their time (Zety, 2020). 
3.3 Paraphrasing skills-I feel I have learnt alot about paraphrasing, because I am now able to show those that are evaluating my work that I have the ability to fully grasp the concepts that I have read about and picked from the sources. 
3.4 Referencing skills- I feel like I have made it a priority to give credit to the owner of the idea which I used in my assignments, and I enjoy using the Harvard style referencing which I learnt about. It helps to avoid plagiarism.
[bookmark: _Toc49181473]4. Evaluation
4.1 Communication skills-As we went through the module, it was apparent that I needed to have good communication skills in both my time as a student and when there was a need to advance to the work life.  As students, each of us has their own capabilities which make us different from one another. There are those that were quicker at understanding what the lecturer had to say and some when they read on their own. Good communication between the students made it a better learning environment for most of us since we shared the information and got better from the response we got. In addition, communication skills came in handy when I did not fully understand what the lecturer taught us. I found out that it was easier to ask questions where I needed further clarification rather than keeping it to myself and not getting any help in the end. Lastly, communication skills were very helpful when it came to working in groups. Good communication skills made it a possibility for me to communicate to my team about the tasks assigned to us, how we should handle them, among other duties that needed proper communication (Zety, 2020). 
4.2 Time management-It is crucial to be a good manager of time. This was evident when going through the module especially when it came to achieving a work-academic balance. Time management was very helpful when it came to class-work as well as team-work. There were different assignments that were given to us as students that required us to complete them within the time scheduled. I was able to learn how to prioritise the assignments given in terms of urgency. This ensured that I was in a good position to produce quality work that was not hurried which was productive enough. I was also able to attend all the lectures as they were scheduled on time and also have time to do my personal assessments and things that were needed. When it came to group work, I was in a position to complete my part of assignments given by the team leader as I was able to prioritise my work according to the urgency that was required. I was also in a position to attend all the discussions as scheduled without being late and getting the most out of it. In my future employment endeavours, time management would be helpful such that I will be able to complete all the tasks that have been given to me without having any problems about beating deadlines. I will also be in a position to attend all team sessions that I will be assigned to in a bid to make it possible to complete my part of the given task (Vishnu, 2012).
4.3 Paraphrasing skills-As I went through the module, I found out that to be able to effectively communicate something, I needed to paraphrase the words that had used in the study well. I found out that I had learnt how to effectively paraphrase while still delivering the same message. This might also be very useful when it comes to the employment world as it will be very helpful to me when I am making a presentation or giving a report. (Skoyles, Bullock and Neville, 2019). 
4.4 Referencing skills-I also learnt through the module on the importance of referencing and managed to know how to do it effectively. I was able to use the referencing styles and ensure that they are used in appropriate areas to give the credit to the sources and the authors that made it possible for me to make an argument possible (Cottrell, 2015).
[bookmark: _Toc49181474]5. Analysis
5.1 Communication skills-there are different skills in communication. Some of them I have mastered very well. For instance, I am able to actively listen to a speaker when I am being communicated to. This is what enabled me to be a good student all through the module. I am also very god at getting non verbal cues such that I am able to understand what the other person is trying to put across to me with their other cues. However, I am not able to be proficient in some of them. I have not been able to be empathetic enough or be patient especially when in the groups which has slowed down the progress of what I could have attained.
5.2 Time management skills-according to my analysis, I am very good when it comes to ensuring that all the assignments that have been assigned to me have been completed on time. This will also reflect on my professional skills as I will be able to complete all the tasks assigned to me on time which is very professional and looks good on me. I am also good at ensuring that the tasks that have been assigned all have ample time to be completed such that none of them gets to be compromised on quality.  However, I have not been able to get to the classes as they were allocated in terms of time which should be rectified.
5.3 Paraphrasing skills-I have been very good at paraphrasing the words or the things that I have read from the different sources that have been made available for academic purposes. The ability to do this has been seen through the audience getting to understand what I am putting across to them. However, I have not been proficient in summarising what has been paraphrased which is a slight part that can easily be corrected. 
5.4 Referencing skills-in general, referencing has so far been the easiest bit that I learnt through the module. In as much as there were a lot of styles that are required to be grasped by a student in class for academic or professional use in the future, I was able to get how to reference the sources in the sequence that they need to be referenced in. However, there is work to be done when it comes to in-text referencing.  
[bookmark: _Toc49181475]6. Conclusion
6.1 Communication skills-as it has been clearly outlined above, communication skills are relevant to any person who is looking to advance their academic and employability skills. Communication is effective when both parties have a keen interest to get something out of it. It is also important to be empathetic and share feelings with the other parties. Also, it is good to be a good recipient and a good provider of communication as well.
6.2   Time management skills-when we plan our time well, there are benefits we can see from it. For instance, I saw that I was in a position to do more work than I could have done previously if I didn’t manage my time. It is also good to note that delegation of tasks in accordance to time ensures that you are able to give ample time to the tasks at hand.
6.3 Paraphrasing skills-in conclusion, paraphrasing skills have been very important to me, and this course have taught me how to paraphrase and the different styles of summarising articles read and using my own words instead. From doing this course, I discovered I could use synonyms and rearrange the words using my understanding of the article used.

6.4 Referencing skills-after all that has been said about referencing above, it is good to conclude that for work to be presentable and to receive the commendation it deserves, there is a need to properly reference it. It also ensures that the work that has been referenced stands out and cannot be infringed on copyright grounds as compared to one that uses facts but has nothing to show that those facts have been derived from another person’s work.
[bookmark: _Toc49181476]7. Action plan
	Personal objective 
	Current proficiency 
	Target proficiency 
	Development opportunity 
	Measurement criteria 
	Time frame 

	Communication skills 
	Good at actively listening to a speaker


Good at reading non verbal cues
	Being empathetic when communicating 


Being patient to the other person in the communication
	Taking online modules on good communication skills

Practicing on what I am missing in class or with my group members 
	Certificates from the online classes



Feedback from classmates

	In two months time

	Time management skills 
	Proper delegation of tasks

Completion of assignments given on time 
	Being able to make my class attendance perfect 
	Practicing through making time tables of when to be where 
	Checking on the periodical improvements of time management attendance
	In 3 months time

	Paraphrasing skills 
	Proper paraphrasing of books and written text either verbally or written to the audience
	Being able to properly summarise the texts that have been paraphrased
	Taking online modules of how to summarise paraphrased texts 
	Certificates and appraisals upon completion of the course 
	In 4 months time 

	Referencing skills 
	Good at making whole references at the end of the text produced 
	Being efficient in in-text referencing 
	Taking an online course of the same

Practising on how to do in text referencing during my free time.
	Certificates on completion of the course
Feedback from module tutors
	In two months time
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