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Introduction
This assignment is to reflect on the skills I have developed throughout the course, and how effective it has moulded my understanding. I have achieved a good communication skill with my colleagues at the workplace and in the university. Last semester, we studied on some employability and academic skills that takes effect physically on the individual at the workplace, which most companies will want their prospective staffs to have to be accurate on their job descriptions. This study has helped me to improve on some skill I lacked.
This assignment criteria requires me to write about two or more employability, academic skills, and a skill gap.
The skills I have developed are;
Communication Skills
Although, communication is the act of listening and interacting, with two or more people using various medium to transfer information from one place to the other, this course has made me realise that I was lacking a lot orally. I was not confident enough to interact face to face with my colleagues at the University because I was working with a small group of people at the work place and most of my roles was basically on the phone.
Taking up this course has helped me to develop my communication skills based on the group discussions and presentations at the university that has also encouraged me to take more priority at my work place. My recent development in my oral communication has helped the company I work for, to cut down financial expenses immensely on employing a new staff to take up the vacant care co-ordinating role because the role has been added to my job description. I could go out to assess clients at their various houses with their families and at the hospitals without any supervision.
It has also improved the mother and daughter relationship at home, our interactions at home has been very fluent unlike the commanding and a must acceptance attitude I had on my daughter. It has increased the manner of respect and a level of maturity between us. I can listen to my daughter without contradicting which helps me to repeat every word she says. She now has input in our family rules because I consider her views to be very important and productive which has made her very open to me. I play and laugh a lot with her and admit my mistakes easily without feeling pride. 
There is on no account that communication plays an important role in individuals’ life on daily basis with even strangers, our families, friends and colleagues which deems it very important to have an effective communication skill to make our lives easier. 
Almost every employer wished their employees have certain communication skills that will improve the competence of the company’s success like listening and oral communication in order to operate in a smooth working environment. As workers delivers and receives information from their prospective customers, it is appropriate that they have an effective oral communication and a listening skill so they will attain a satisfactory self-awareness to understand the values of different communication approaches at the workplace.
Good communication skills among colleagues helps to solve conflicts at the workplace and to build a good customer relationship. 
CV
A Curriculum Vitae which normally is shorten as CV or a resume is the summary of individuals written experience and educational background or qualifications for a successful employment. According to (Student Yearbook: 2017, p.287), “resume stresses on the experience and skills an individual will possess to be able to fit into an organization. This module has taught me how to write a proper resume which will easily gain me a job opportunity because there are so many formats to construct a resume but not all of them are accepted by an employer. It must be written in a professional way to be accepted by an employer.  A resume can be written in a chronological and a functional order. Although, I have a CV and has even registered it online on the CV library to help me get notifications on jobs that has been advertised, my study in the university has outline certain mistakes I made in my resume. Some of the information in the CV was irrelevant, especially the profile and some key skill was outed. 
I have been able to write a proper covering letter to suit my CV which has motivated me to search for a different job without the doubt of “would I get this job or not” attitude. I am very certain and precise that any job I applied for will be mine. According to (Morgan 2017, p.339) “a covering letter gives a brief introduction to an employer on what to expect in an employee’s resume”. Registering my resume at the CV library also helped me gain access to an online resume writer to review my CV but she requires a payment to re-write my resume to the professional level, but this module has helped me to re-write my CV without paying anything. 
The importance of writing your own suitable resume helps to minimise the number of qualified resume writers online and to demonstrates the understanding on how an individual performs their duties and roles to suit into the company they work for. 
During my studies in this module, I was able to review my work history, qualifications, work experiences and summarised the skills to stress on the qualities I have gained that can succeed me for a future work. This study also educates me to know that my future career can come to an end without the ability of demonstrating a qualified report such as a resume which is the gateway to a successful employment opportunity.
Academic Skills
Plagiarism
Plagiarising is described as a criminal offence for taking someone’s work and using it as your own work without paraphrasing it into your own words.  According to the (Undergraduate Course Handbook: 2008, p.24) plagiarism is explains as “producing somebody’s else idea or findings to present them as one’s own without a suitable acknowledgement”. In the process of an academic plagiarism where a student copied from another student’s own work will score both zero if an investigation is conducted and they found guilty of the act. It is very important for students to avoid plagiarism and to know the consequences of the act. An institutional punishment will include warnings, suspension, public apology, withdrawal of titles of publications which will incur lawful consequences, in accordance with the present regulation (Maurer et al.,2006).
Every piece that will be copied directly must be paraphrased correctly by changing the sentence to make the individuals own work must be acknowledged with citations. Throughout my study at the university, I have studied on the effects of plagiarising and how to reference my work so any lecturer who takes my work will know the source of information I used in my assignment. I have practiced it effectively on all my assignments because it is specifically stated in the assessment criteria which will also gain me a mark. It is very important to quote or reference a piece of information taking directly from an online research or a book to use as a source during a project work. 
Copying and pasting an individual’s essay or article online more than once without giving a credit to the source is referred as plagiarising. Since every piece of assignment requires a reference because it is assumed that not everyone can produce an effective work without using a third parties’ idea which is only permitted if paraphrased or referenced, it is therefore necessary to give credit to where the material used for was borrowed from.
Writing
It is an achievement to have different kinds of skills which makes you a prospective candidate for any role that will surface at the workplace. Having an effective written skill makes an individual very competent in everything they do and to grant them the opportunity of having a higher position at their workplace and in their daily life’s activities. Also, an employee who have a good written communication skill is beneficial to the company they work for, because they always maintain an excellence communication with their prospective clients which is an assurance to keep them and always have the interest of their colleagues as well to keep a good standard of team at the workplace. 
Throughout my studies in the university, from the first semester to the second semester, I have realised that, having a writing skill is an important aspect of understanding a language that makes me as an individual very effective and constructive to be successful in all my assignments. I will not succeed without the skill of writing since almost all my academic assessments are based on either essay or report writing and I am required to demonstrate my understanding by writing. When a report is well written and constructed with a good structure anyone who reads it create a great impression of the writer. In order words, if the report is written with grammatical errors and poorly structured, it makes the writer unprofessional and unintelligent. 

Skills Gap 
A Skill Gap is the summary of the difference between skills employers will require from their prospective employees to have as advertised in a job and the one’s that will be available from workers who are looking for job to be able to qualify for the position they have applied for and to fit into their job descriptions. 
Time management
Having a time management in an individual’s life helps to be very equipped in their daily activities and to attain a great result at the workplace. There is a saying that “time is more vital than money”, which will also depend on the time spent on the individual’s task apportioned to them for being very proactive. According to (Pareto 1848-1923) rule 20-80% stated that 20% priority will account for the 80% of the result in order to set the top priorities. 
I lack this skill because I find myself procrastinating a lot and leave things unattended to the last minute. Taking up this course has helped me to realise the importance of utilising my time effectively. Last semester, I left my assignment to the last minute and almost couldn’t submit my work. I am still not on the right track of my time management skill because I see myself doing the wrong thing that does not matter rather than focusing on the important task that will help me to achieve my aim.
This semester, I have gained my goals of starting and submitting all my assignments on time because I prioritised my time effectively. This practice has helped me to spend time on the things that are very important and easy to achieve. Ignoring those things which are not important has made me have a clear conscience without panicking and have had enough time to rest after submitting all my assignments on time.  

Conclusion
I will conclude by saying that with all the skills I have developed, it has made me realise the importance of studying this course and has also helped me to fill in the gap of skills I was lacking. I have not had any regrets in registering and studying this course. This has made me understand that education is not only the key to success in life, but it also helps shape individuals’ daily activities and to promote them to the higher level. It has not been a time wasted for studying at the university at all.
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