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Task:
Produce a reflective paper of 2,000 words, explaining how the learning in the module has helped you
develop both your academic and employability skills. Reflect also on any skills gaps and suggest ways you might improve on these gaps.
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Introduction
Throughout my time at university (UWSTD) I have enjoyed all the modules I’ve learnt but in this reflective essay I will be talking about what I have learnt throughout the “Employability & Academic Skills” module. This module has developed many of my skills in the workplace as well as day to day life. I will go on to discuss what academic and employability skills I have gained and improved and reflect on my skill gaps and ways I can improve these.  Throughout this reflective essay I will be using Gibbs reflective cycle to give a full story on my emotions and what I would have done differently or better.
Throughout the module it has allowed me to gain more knowledge on key skills which are essential in the workplace. Working in groups and doing presentations within the classroom has allowed me to develop communication skills as well as academic writing, time management, research methods and many more.
Going to university was a new experience for me but it felt good to be in the classroom learning, I’ve learnt on areas which I thought I knew well but coming to the end of the 2nd term I feel much more confident on many areas and have improved on many skills. 

Communication Skills
Firstly, I am going to be talking about communication skills, the ability to communicate effectively with other people weather in the classroom, workplace or outside its is essential. I’ve improved on many areas of communication skills including listening, non verbal, open mindedness and also respect. All these areas communication play a vital role and I’ve explored and learnt why. 
“Listening is the ability to accurately receive and interpret messages in the communication process.” (Layen, 2019) If we do not listen effectively messages can be mis interpreted and can lead to confusion in the workplace or in the classroom. During this course when I look back to before I started this module I can see how far I have come. Before I started I always found myself quick to speak before someone speaking to me has finished their sentence and I start speaking, but over this course I’ve learnt that its important for the person to finish their sentence as it might answer my question. I would say I’ve learnt to listen to people a lot more carefully and it has had a positive effect in both the classroom and the workplace already. Listening is the not same as hearing something, I’ve learnt that listening takes focus. This is a skill which i have a lot more knowledge in and will also be a skill which is useful to employers.
Furthermore when we had a group presentation in the classroom and we where put in to teams I had first hand experience of why communication is vital. Communication between our group was not to a high standard and lacked certain skills and did not communicate properly, this lead to communication being misinterpreted and not achieving a higher mark than we could have got if we put the skills we had learnt into action. 
It was a great experience for me and my group can see how lack of communication can lead to problems within groups. It was a real eye opener and benefited us as a team. Next time weather within the workplace or classroom we will be able to use the skills we have learnt into practice to make sure theses things do not happen again. If we had another group presentation I feel a lot more confident that I would get a better score as my communication skills gave improved.  
Non verbal communication is another skill within communication which I strengthened. I now have a lot more understanding of facial expressions, hand movements and posture. Throughout this module we have discussed non verbal language which was a skill I was not very confident or did not know very well and was excited to learn more about it. It has helped me already in the classroom presenting, in group work and in the workplace. 

“When we talk about ‘communication’, we often mean ‘what we say’: the words that we use. However, interpersonal communication is much more than the explicit meaning of words, and the information or message that they convey. It also includes implicit messages, whether intentional or not, which are expressed through non-verbal behaviours.
Non-verbal communication includes facial expressions, the tone and pitch of the voice, gestures displayed through body language (kinesics) and the physical distance between the communicators (proxemics).
These non-verbal signals can give clues and additional information and meaning over and above spoken (verbal) communication. Indeed, some estimates suggest that around 70 to 80% of communication is non-verbal!” (Skills You Need, 2019)
Time Management
ime management is considered to be a skill that should be mastered by all the 
individuals at all levels and in all walks of life. Some people keep extremely busy schedules that 
arise out of their educational requirements, office work, job duties or household chores. In order 
to avoid feeling stressed or pressurized due to work, it is required to effectively implement time 
management
[image: ]I feel time management is a skill that should be developed and learnt to all individuals at all levels and walks of life. People and myself on the course all have busy schedules outside of university, weather working, fulfilling work duties or doing home chores. To get more done with less stress and more productivity, it is vital manage time effectively. Time Managment. 2019

“Time management is the process of planning and controlling how much time to spend on specific activities. Good time management allows an individual to complete more in a shorter period of time, lowers the amount of stress, and leads to career success.” (Gonzalez, A. 2019.)
Time management is also a skill that employers are looking for so I feel happy that I’ve also covered this skill within the module. I would say that this is a skill gap which I will need to improve on, whilst I have good timekeeping I fail to use my time effectively and do less important things and have trouble prioritising in day to day life and often in the workplace. I feel like learning this topic has helped me have a incite to this skill and will practice and put it in to play. 
To improve on my time management skill I have started to practice in my daily life, such as prioritising important things and getting this done. By prioritising and using my time more effectively it has made me feel more confident and I am more productive. This is because I am getting important things done more quickly leaving me feeling less stressed and happier. By using my time more effectively and planning my day it allows me to accomplish more in a day. Therefore, I am actively trying to learn this skill. I am happy this module has looked into this skill as it will play a major role in the classroom as well with employment.


Academic Referencing
Academic referencing is also another academic skill which I have developed during the course of this module. Academic referencing is an essential skill within the classroom. Before the course I could not reference my work as I didn’t have a great understanding of the skill. Now I am a lot more confident when referencing in my assignments and other work. 
This skill has allowed me to achieve higher marks in my assignments as I reference in “harvard” style. This is the best way to reference and has achieved myself better grades. When writing academically its important to reference to avoid plagiarism and is key to assignments and research. Also referencing is a way to back up evidence and support a claim or augment in my assignments
 Overall I would say I need to keep developing this skill as it is still a skill which I do not feel very confident in. This skill will be put into practice when doing written assignments.

Writing Skills
 Starting of at university, I would say my writing skills were borderline. I was not achieving the grades I was aiming to on many of the assignments I had completed. I needed to focus specifically on areas such as organizing my thoughts and getting them out on the paper. Every past assignment I’ve worked on, these skills have been tested and improved. I feel I have amended certain skill gaps such as follow-up sentence use, general grammar and spelling.
        When I think it’s very hard for me to get my thoughts down onto paper, it's not because I cannot get my thoughts in order as I start to write. It feels that when I am writing, all my thoughts compile in my head at once, and its very hard for me to explain when I write, but through the module we have been taught tips and ways to deal with it. Such as brainstorm and writing up drafts, this helps me as I build a template which makes it easier for me to understand and undertake the task. This has boosted my confidence when both academically writing and weather to a friend or in the workplace. Every time I do a writing skill I feel like it gets a little easier. 

Another skill which have improved over the module is using the correct grammar. From young I have never been very good in this area of
writing. From young my grammar has always been poor due to the fact we never specially focused on this area in high school. 
Furthermore I am grateful this class has allowed me to improve my writing skills. I have much better grammar procedure, my thoughts are more organized and I don't use run-on sentences as often. My marks were not as good as I was hoping in the beginning of the year but toward the end I hope I have a chance to show off the skills I have learnt and they can be recognized by the mark. I have extra confidence in my writing skills now and I don't always dread a bad mark. I still have a lot to learn in this skill but will continue to improve this skill and am getting more satisfied with my writing style.


Conclusion

Overall, I am happy I’ve reflected on what academic and employability skills I have learnt within this module and am confident I can apply them within the workplace and the classroom. I’ve also covered and talked about certain skills where I am not so confident and have identify skill gaps where I might need to improve. I am happy pleased with the skills I have learnt and talked about including time management, referencing, writing and communication skills. These skills will help me in the future in day to day life and when in the workplace and finding employment. I will continue to learn these skills throughout the rest of my time at university and look forward to putting them to use within the classroom and workplace.
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