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Introduction
The report will reflect on and explain how academic and employability skills I have learnt, developed and improved during studying this module. The report will reflect on my knowledge and experience I have achieved in completion of the module and I will further discuss how my personal strengths and weaknesses revealed while working in the assignment. In addition, I will discuss how the learning has or will help me in the future in terms of jobs and career. Additionally, the report will focus on any gaps I have or had before I started this module and suggest ways, I can improve on these. I will be using Gibbs reflective model (1998) to structure this report to give a good understanding to the reader on my learning journey this semester.

[image: Image result for reflective cycles gibbs]
Description 
I am a student studying certificate in higher Education skills for the workplace level 4. For this module I studied academic and employability skills last term. This term I have been asked by my lecturer to do a reflective paper of two thousand words explaining how my learning has helped me develop my academic and employability skills. The academic and employability skills I will reflect through this report, CV writing, job interviews, cover letter, referencing and time management. In this journal I will explain how I felt and approached my challenges and what I learnt in terms of knowledge and understanding and what would I do differently next time reflecting on my learning. 
Feelings
Reflective writing is very new to me as I have never done a reflective paper before studying this module. Before I started this module, I really did not know the amount of work that would go in the report. I was very stressed at the beginning thinking how I will structure this report, and will I be able to express my feelings, knowledge and my experience throughout this report. As weeks past and my lecturer explained and taught me about reflective writing, I got more relaxed thinking I will be able to do this report as l gained knowledge and understanding from my lecturer. I then reflected and investigated what I have learnt during previous term and this term. I started making notes on what each paragraph will contain to be further explained. 
 The actual experience of writing a report was quite difficult in terms of referencing as I was thinking how I will reference my own feelings and thoughts but having said that after learning from my lecturer on how to find references made me slightly confident even though I am still feeling very nervous until I see my grade marking for this report. It took a lot of time researching on the skills as I had no knowledge or experience of how to research for a report. I had no idea on the structure of a report and I remember how I kept changing and developing on what I wrote for the report assuming it might not be correct and sometimes the paragraphs did not make any sense. I was worried and nervous about my marking grade; will I be able to meet them. I now have a good understanding on producing a reflective report after my lecturer explained the work to me. I wrote about two paragraphs and got my lecturer to check if I was in the right direction. I got positive feedback from my lecturer which has given me so much confidence that I will be able to meet my criteria of this task. It was a big relief for me as I find writing assignment is not an easy task especially for people like me with a big education gap and have children and work alongside studying again.
Evaluation and Analysis
Studying the module, I have learnt how important and essential a CV is for jobs, which I was unaware of before starting this module. Some point in life nearly everyone will write a CV who wants to work. (Morgan, 2017, p.340). I have understood the difference between the two types of CV. A general CV I can use for my network contacts such as family and friends to look out for employment on my behalf. A job focused CV is one off CV I can use for a job I want to apply for in the future. A CV is a first step to get a chance to make a good impression to a potential interviewer (Legalsecretaryjournal.com, 2007). I have acquired a good understanding that a CV should not be too long, and the reader should be able to scan the important bits regarding skills, job history and accomplishments. Paragraphs should be relatively short as recruiters may not have the time or patience to plough through them. Learning about CV gave me confidence in terms of writing my own CV in the future when I will be searching for a job (Hughes, n.d.). I will further improve on this by writing my own CV and asking family and friends to help. Furthermore, I will be learning more on the module website.
Through the module I also learnt how to be a good interviewer and the qualities I need to adopt to be a successful interviewer. By watching a short video on interview in the class I have learnt about some characteristics of a good interview for example, the interviewer must be knowledgeable in terms of information. Introduction such as, introducing yourself and briefly explaining the job description and getting the interviewee to introduce themselves to ease the process (Bika, n.d.), according to this writer, I should keep clear questions using simple vocabulary for the interviewee to understand what is being said. Having too short or even a too long interview will just complicate the interview and interviewee might get confused and lose confidence during the interview. Learning how to be good interviewer will help me confront the fear of interviewing I have. I now know how to structure an interview which I was unaware before studying this module. I will further improve on this by doing a role play and by facing an actual interview and further learning in my study at the university. 
Furthermore, I have a good knowledge and understanding on a cover letter that I did not know at the start of the module. I have learnt a cover letter is an essential part of a job application. A covering letter is a formal introduction to an employer to what is written in CV (Morgan, 2017, p.338). I have learnt the structure of a cover letter and what are the important information it should include. I know the difference between a CV and a cover letter now and learning about a cover letter is good for me in terms of when I apply for a job. I will now know exactly what I should include about myself and how last paragraph should be to inform how I would love an interview. I can further develop this by writing a cover letter and by studying further in the module.
During this module I have learnt how to manage time. I wrote about the difficulty I have managing time last term in my skills report writing. I have understood the process of organising and planning how to divide time between specific activities. In my research I learnt about the Pareto’s rule, to do two important tasks first out of the ten tasks in my priority list. Therefore, I am trying to follow that rule with most of my activities which does help relieve stress and tension as I am a busy mum and managing time is very crucial for me. Learning how to manage time has given me more control of my time and I am a lot more organised now too. This learning of time management will be good for my career too. As ProofHub, (2018) states that when managers and seniors know how you complete tasks on time will lead to promotional opportunities. I will improve furthermore, on managing time as I feel even though I am better at managing time now than before starting this module, but there is still room for improvement. I will carry on prioritising my tasks all the time from now on to keep improving.
I have learnt how to reference a report writing during this module. I have a good understanding on Harvard referencing which I did not have any knowledge on before starting this module. I now know there are different types of references used by different Universities. I have learnt how to Harvard reference books, journals, articles, websites etc. I can now reference my work from the knowledge I gained from my learning. It will be good for my other assignment as same style of reference will be applied. I can also use this in further study in the same university which I am planning to do after completing level 4. I can further improve on referencing as I will be using it on all my assignments and further learn more from my lecturer during studying this module.
 Action plan 
[bookmark: _Hlk531430947]I believe I can improve on my academic writing and how to build a good report, to be better prepared to face this experience in the future. I still need to understand on how to do more critical analysis and I need to get more knowledge on how to apply analytical thinking which I believe will improve further in studying this module. I have learnt how to reflect which will be useful for my other reflective assignments. My strengths were my learning as I am a fast learner and as this is my strength, I can use this for future study and work.  My weakness was managing time with work, family and assignments which I am hoping to improve by prioritising my tasks by following the Pateros rules. I believe I can develop on all areas of my weaknesses through studying this module, training, reading books and journals and taking all this learning into practice. Understanding my strengths and weaknesses has made me a better person which now I will know how to use them in other reports and in future employments too.
Using Gibbs model helped me reflect on my learning and it will also help my reader understand my learning journey. It has helped me understand my strengths and weaknesses and It has helped me to share my journey on my academic and employability reflective report. Overall, experience was a learning opportunity for me as my skills progressed well and now, I can apply this in different aspect of my career opportunities.  
Conclusion
In conclusion, thinking of my skills report I wrote last term I feel could have used a better structure and done more reading would have resulted in better mark. I could have written more about the skills if I researched well. I feel I could have used more academic writing to show a better understanding of my knowledge on skills. Looking at my feedback, my analytical thinking and analysis could have been deeper. I feel I could have better argued my points in analysis which would have resulted a good feedback. I think my understanding of the topic was weak, but I could have asked for more information and knowledge from my lecturer and it would have helped if I had spent more time on further reading on university Moodle for more understanding. Reflecting on my skills I think I could have chosen skills that I had more knowledge and understanding of. Overall, the reflective writing has taught me how to reflect on events. It was a good practice at writing, editing, at proof reading, etc. My computer skills also have improved from writing reports which will be very useful for jobs and further education in the future. I found Gibbs model very helpful as it focused on different areas of my experience in order to evaluate my strengths and weaknesses. It has given a good structure to my report for my reader to understand my knowledge of learning.
Conclusion
[bookmark: _GoBack]The intensive method of learning which I have acquired through this module will help me throughout my study years and my daily life and this will be necessary part of my career development. The writing has helped me to understand my own learning process and creativity. The learning of skills has given an insight to my strengths and weaknesses which now I can further improve to become better person in terms of jobs and career. My reading, writing, typing and spellings have all improved while studying this module. Overall, experience was insightful as I have acquired so much knowledge in academic and employability skills that I will use in the future studies and employment.
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