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Introduction:
This report is a reflective assignment on the academic and employability skills which was learnt in terms one and two.  Furthermore, it will give examples of experiences of these skills within the modules, what I learnt and how they were a positively and negatively affecting me.  In addition, there will be explanation of skill gaps and how they were improved during the course.  Finally, there will be a conclusion outlining what I have learnt throughout both terms in this module.

Experience of module so far:
In the beginning of term one in October 2018, I was very excited and eager to learn.  Having not studied in an actual institute I was very nervous of my surroundings.  Working as an ecommerce specialist I became used to working either in small offices or at my home office.  The first lesson had started and the module was academic and employability skills.  In addition, the lecturer started to talk and explain what the module was about.  In the following weeks we were given instructions and tools to be able to work on our assignments independently.  The task was to be to write a report on 5 employability skills required for a successful workplace.  Furthermore, we would need to write why it is important to have these skills, do I have these skills, how to improve on these skills and end with a conclusion.  
Alternatively, for term two, the lecturer has given us a new task.  This was to produce a reflective report explaining how the learning outcome was for both terms and how they helped develop both academic and employability skills.  Finally, I will reflect on any skills gaps and how I can improve on them.

Academic skill 1 - Communication skills:
When I think of communication skills, my initial thought was of my current job and how I communicate completely differently than other roles in the past.  How can I improve on my communication skills and what could I write in my assignment to make it an interesting read?  Working in ecommerce meant a lot of interaction online rather than meeting people face to face.  In class, I quickly realized that I should not sit next to someone who talks too much.  The lecturer would get frustrated when students were constantly talking over her and not listening.  I evaluated the situation and decided to sit on my own and only talked when there was group discussions or question and answer sessions.  I asked the lecturer relevant questions and was able to understand the module quickly.  I managed to get my assignment completed 7 weeks into term and get feedback from the lecturer before final submission.  Looking back at the class, the first few weeks I was new to studying again.  I realised I am easily distracted and made sure I sat on my own.   Here I have used Kolb’s Experimental learning cycle to explain the experience, reflect on the experience, had a rough idea of what need to be done and tested new concepts, such as sitting on my own and asking relevant questions. (Morgan, 2017, pp. 33-34).

Academic skill 2 - Academic writing skills
Personally, I write a lot of emails at work and I thought I had good grasp of academic writing skills.  However, once the lecturer started giving a breakdown and teaching us about academic writing I quickly realised I had a lot to learn.  The lessons each week were very informative and I was learning how to use appropriate language whilst writing my emails at work.  Furthermore, I was picking up tips on how to link words so my writing was written in a logical order and brought related subjects together.  Along with this, I was learning how to reference using the Harvard style, this was helping me pay more attention to my writing.  Looking back, these classes were extremely interesting and I was engaged in eachh lesson I attended.  As a result, my manager and colleagues have also acknowledged my emails and commented on how my emails have improved.  In addition, I felt the classes were helping me write my other assignments for the remaining modules.  Subsequently, I should have taken more notes as the lecturer gave us information on paraphrasing and how we can implement this in our assignments, this was a new concept for me which I could have used more in my assignments.  I can improve on note-taking by learning more about paraphrasing, we were taught this in module one and the concept of reading and learning about things and putting into my own words.   I found this very clever and a completely new way of writing even though I have read different articles of the same subject before I never knew it as paraphrasing, an example is newspapers with the same news but written by different journalists.

Employability skill 1 - CV writing skills
Reflecting back to the module, I found the lessons to be very helpful to me and a way to gather all my past work experience and put in my CV in a structural way.  However, I did find it challenging to squeeze in vital information into a two-page document as recommended by the tutor.  Some others like myself, were discussing how many pages they had on their CV.  A colleague said they had four pages and would find it really hard to leave out things.  Even though I had all the required information from previous CV’s, I realised I had more to add in the new one.  For example, I did not have my current job in there, where I have been nearly three years.  In addition, I have not included my current studies.   Furthermore, I had to change a few things to accommodate my current job role as an operational manager in ecommerce.  I thought this assignment was very interesting and informative because I spoke to many classmates who have not updated their CV’s in years, one person even said they have not had a CV for 15 years due to being self-employed.  Overall the CV writing skills part of the module was a great idea and gave me the opportunity to learn the importance of it and a skill I can use for my whole working life.  I’ve realised CV’s are an ongoing task which needs regular updating so I am always in a position to apply for new jobs if needed be.  Subsequently, for future jobs I will now be ready to apply by keeping an updated file on a USB or a printed copy to hand to an employer.  The cv is very important as it is the first thing an employee will look at before recruitment, just like attending an interview, I would dress smartly and present myself in a professional manner.  Likewise, a cv, should be presented well and show clear strengths and experiences that are relevant to the position I am applying to. (Mohmand, 2018)

Employability skill 2 - Interpersonal skills
This skill was the most enjoyable for me and I learned so much about myself and people around me.  Even though we did not spend hours discussing this skill, I discovered I was doing this skill in all the modules, for example, networking and building rapport with new people from within the university, from the lecturers and fellow students.  What was inspiring was seeing all cultures mix together for a common goal.  There were people with backgrounds of Ugandan, Portuguese, Bangladeshi and other ethnicities.  It was amazing to see everyone gel together and help one another progress in the course.  Working with groups helped me work with others collaboratively, I took the initiative to create a WhatsApp group and share all the slides from Moodle which Mr Allen recommended.   From within the group I could see the impact I was making on others by the replies and comments of my fellow colleagues.  This enabled me to understand my weaknesses and how to deal with constructive criticism.  Furthermore, we covered presentations skill which improved my interpersonal skills, my oral presentation this term was much more enjoyable, and understanding the audience by giving more eye contact as well as, organising slides and notes to present professionally.  However, I needed to work on memorisation as I felt I was too reliant on my notes and often looked down at them and not the audience.  Overall, it was a positive experience and I learnt a lot about myself in this module, I realised once I get to know people, I am very comfortable around them.  In future, I may spend more time concentrating on myself and fulfilling my potential, I felt I was spending a bit too much time working with others when there was not a group exercise, however, I did gain a lot of benefits as mentioned (Rumson, 2015)

Skills gaps:
One of the skills I have learned and approved on is leadership skills.  I am a driven individual and have managed teams before but those teams were always within the same industry.  Working with different people from different industries and backgrounds was very challenging.  However, I realised quickly that I am a great team player, whether it be a professional setting or personal experience, one of the evidences could be my extended family member have included me in their emergency contacts, I think I am in all of them!   On a serious note, upon reflection, I have learned to gel a team together, avoiding conflicts and making sure everyone is happy in their role.   Especially listening and being diplomatic when needed.  On the other hand, I have learnt a valuable skill in being able to demonstrate to a team on dealing with pressure and taking action, controlling my behaviour and trying not to offend anyone, this was challenging but I had to learn the objectives of a task and delegate work to the suitable colleague.  Subsequently, I improved my overall understanding of teams and how to lead them.  

[bookmark: _GoBack]Conclusion:
In conclusion, this reflective report has helped me increase my ability of learning, in the form of academic writing, communication, cv writing and interpersonal skill.  Furthermore, I have extended my knowledge and have been able to demonstrate a personal and reflective journey throughput the course.  In addition, thinking critically and improving learning deficiencies.  I have improved on my writing skills, been actively involved in class discussions and been able to produce a personal reflective report within the space of ten weeks.  I truly believe I will be going a long way to making a better leader in my current role as an operational manager, as well as help me in the remainder of my course and help with career development.   The challenging part of writing the reflective report is remembering thesis real life report on experiences and challenges faced during module one and two.  Both modules have benefitted me greatly, the types of skills learned will enable me to engage even more in class next term.  Credit is due to my tutor and fellow colleagues who have given me the confidence to implement these new skills which I will take to my workplace.  However, to say I have become the complete leader or person I want to be would be false.  I have a lot to learn and life is full of lessons, I look forward to attending the remainder of the course and learning even more! (Patel, 2018) 
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