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1.Introduction

In this reflective report let us talk and analyse some key topics which has been more useful to me in Term 1 and Term 2 during Academic and Employability Skills class. I am going to discuss and explain the topics chosen and how they improved and helped my personal development so far. I will also talk about what I knew before and what I learnt through this course instead. 









































2.Time Management and Employability Skills
In this paragraph I am going to explain which is the definition of time management. I will talk about my approach with this and what I can improve regarding this skill. I am going to explain how I think I could improve it, going to deeply analyse my lacks. Moreover, I will explain what the definition of Employability Skills is, and which ones are my personal strengths and weaknesses regarding the topic.
Time Management:
The definition of time management is the trial of organizing how to separate your time properly between one activity and another. Good time management allow you to act and product smarter. The main purpose in improving this skill is being more productive spending less time, even under pressure. Time management talks about how long you spend on each activity too. Advantages are the following: better reputation, stress reduced, higher probabilities to reach career goals and great efficiency. Some disadvantages from lack of good time management are: more stress, work not efficient and poor actions quality. (Mind Tools, N.D.) Let us talk about how to stop procrastination. Procrastination is the first enemy of productivity. The three steps to try to stop this habit are the following:
1. “Eat an elephant.” This means dividing the tasks in small pieces to make them more manageable.
2. “Pick off the goblins instead of going for the whole dragon”. Start from the task you prefer the most to make your brain happy and ready to challenge the rest.
3. “Ignore the siren’s song”. Do not let distractions or temptations obstruct your duties.
I think to be pretty good at time management. I have always been a schematic person. If I have few tasks to complete during the day, I do mind immediately to organize them prioritizing which is the most urgent one. I do usually start from the much difficult or less pleasant to me. The idea to cut off the much unpleasant or the longer commitment helps me to get along better and with a positive attitude. What I think I must improve in the next future is the ability to overcome my occasional laziness when I am in a bad mood and I do not feel motivation to be productive. I am working at this improvement extremely hard. I think that the University can play a big role in this regard. Studying and being involved in something which I am really passionate about, push me constantly to manage my time in the best possible way. Visualizing in my head a clear picture of my future, helps me to complete daily all the tasks requested to reach my goals. Strong motivation is essential.

Employability Skills:
The definition of Employability Skills is the set of all the qualities that makes a person a good candidate to be employed. Let us now talk about the most important ones:
1. Problem solving: the ability to identify a problem and solve it properly as less as possible.
2. Verbal communication: the ability to express clearly and pacifically what you need or think.
3. Adaptability: the ability to be versatile and being able to solve also what is not in your first predispositions.
4. Collaboration: the ability to collaborate properly with people with different backgrounds and mentality and to solve eventual problems with the team.
5. Organization: the ability to motivate yourself, to prioritize tasks and use resources to bring results to your company. (Duszynski, 2020).

I just mentioned some of the Employability Skills which are the most important to me. I am going to discuss how I personally live all of them, what I am good at and what I can improve in the next future.
1. Problem solving: I think to be pretty good at problem solving. I am a very attentive person, and this makes easier to me to find the issue in a wrong situation. I like to take the action too, and this really helps to solve this task properly.
2. Verbal communication: I am a confident and extrovert person, I do not find and I never found any problem to individuate the correct approach to communicate with other individuals. What I think I should improve is the ability to keep the calm and the patience when I am approaching with someone what has a totally different point of view. I strongly think this is something basic to improve.
3. Adaptability: this is something I should improve too. Sometimes I can be productive and quick just when I am doing an activity or playing a role which satisfy me. This is absolutely wrong: being flexible and multitasking is a part of professionality.
4. Collaboration: I think to be good at collaboration. I am very open mind and I find easy to meet other people’s needs.
5. Organization: this is a skill which I should partially improve. I struggle to motivate myself sometimes, and I end up doing random tasks in a not productive way which does not bring an efficient result.















3.Academic writing: Summarising
A summary is a short but precise text which is able to express clearly concepts and ideas. The information keys to follow to prepare a good summary are:
1. Identify the ideas
2. Take clipboards
3. Organize them logically
4. Express the ideas shortly
I always struggled to summarize a test because of my inability to express a concept shortly. During the first term of this academic year I faced this problem preparing my first assignments. Attentively following the lessons in class and studying again the concepts on Moodle, I found my way to do this job properly. That is how this subject has been immensely helpful to me.






















4.Writing a cover letter
A cover letter is a professional letter which gives to the employee a presentation of you. The cover letter is a chance to change or improve your application. It is made to increase your possibilities to be chosen. (Mudrak, N.D.).
The correct way to write a cover letter is introduce yourself in the first paragraph, specifying which role you are applying for and what did you read about the position. Therefore, you need to list your academic and employability background. In the second paragraph you are supposed to explain how your precedent work experiences can meets the company’s needs. This is also called: selling yourself. Express what you can do for the company getting informed about their current financial status and situation. In the last paragraph, which is named “call action”, you need to inform them that you would really like to be interviewed, and you should thank them for their attention in your regards. It is really important to keep your sentences short and straight forwards. Be unemotional and keep writing in a business style. Be polite but not overdo, or you can risk appearing arrogant.





















5.Analytical and Critical Thinking
Analytical Thinking
The definition of analytical thinking is the process of reducing big information in little parts to analyse them singularly. The main skill you need to activate this process is the problem solving. Learning how to analytical thinking can significantly improves our life. Learning how to potentiate this skill can help you to become a better thinker and a better communicator. Now will follow some practical examples of analytical skills:
1. Data analysis
2. Reporting
3. Metrics
4. Budgeting
5. Research
6. Problem solving
7. Creative thinking
8. Diagnostics
9. Organisation
Analytical thinking it is especially important because stimulates the next process too: the critical thinking. There are many ways to train your brain to think analytically. One of the ways I agreed with the most is deciding to learn something you are passionate about every day.
Overall, I think to be an analytical thinker because I am always very rational and pragmatic. I walk always very deeply in my thoughts; my nature is very curious, and my brain is always switched on. I never act before figuring the final whole picture on my head. This course helped me a lot to express my spontaneous analytical thinking even more, through these reflective reports especially. I need to improve the point 9, the organisation. Sometimes I fail in it, and this is definitely one of my weaknesses in my academic and working future. I plan to improve this skill pushing myself to write a schedule every time I am busy to manage my tasks in a better way.

Critical thinking
The definition of critical thinking is the intellect capability to understand itself. This term has been spread in the 20th century. The definition “critical” can have more interpretation, it depends on the context. It can be referred to something important to communicate, or it can be referred at pointing out the bad sides of a situation. In an academic contest, critical thinking means questioning yourself every time you acknowledge an information instead of taking it as just a fact. Critical thinking means being able to analyse what you are reading and studying: having an open and curious mind. The main think will be stimulated through this kind of thinking are the following:
1. Interpreting the real meaning of your assignments.
2. Developing your personal topics before to write them down.
3. Synthesising your thoughts and the author’s thoughts too. (University of Leeds, 2020).
As critical thinker, I am sure that I could improve so much about fully understanding the instructions for my assignments; this is because of the knowledge of the English language. At the beginning of my academic year I struggled so much to fully understand what I was supposed to write down during my in-class exercises, and during my assignments too. In this second term this skill improved so much, exercising for long time during this time helped me a lot to understand so much better. Being a critical thinker in all the areas of my life, improving my English knowledge thank to the University, made this job so much easier to me to be done. I still have so much to improve about it, but I am very confident in the way I am following.

























6.Conclusion draw
In this paragraph I can finally write and express a summary of how useful this module has been to me. I can summarize the concept saying that basically almost every skill can be improved. There are skills we feel closer to and that are the ones which personally are easier for us to perform. When we approach at these tasks, we still need to fully focus on them putting total effort in it. That is the only way to keep the efficiency high. Nothing more than being too confident and arrogant about something can help us to fail. It is important to value our own strengths without overdo. On the other hand, when we get closer to tasks we do not feel really comfortable with, we need to clearly figure and picture our weakness about it, and this is the only way to start an improving. This course gave me the basis to get better in so many of them, putting into practice instructions and lessons. I am sure this is not just helping my present, but that will help my next future too to build a great and successful career. I look forward to learn more every day.
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