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[bookmark: _Toc6910561][bookmark: _Toc6911208][bookmark: _Toc7559225]Introduction
The purpose of this reflective report is to describe the path I have been through since the beginning of this course.
As a student in University of Wales Trinity Saint David in a module Academic and Employability skills I have learnt about different skills. This helped me to develop my personal and professional life as by learning various skills I have become more confident. Learning new skills is useful for everyone who wants to find a better job as for employers it is important to employ people with good knowledge and technical understanding. Professional skills and personal qualities are important for the success in the workplace. 


[bookmark: _Toc6910562][bookmark: _Toc6911209][bookmark: _Toc7559226]Description
For the assessment in the second term for Academic and employability skills I was given task to write reflective report describe the skills what I have develop studying this module in University of Wales Trinity Saint David. To do this I need to 
review all the material covered by the beginning so far and focus on the whole course, think about what is useful and what not so much, and plan what I should do more.
[bookmark: _Hlk7545032]At first a reflective report sounded very complicated. If I had to be honest, I knew nothing about it, neither how it was written, nor what was the benefit of it. Now when my lecturer explains what reflective writing is and shows what is important, the steps to be followed and give us some examples, I feel more relaxed. I am still not very confident as this is the first time when I have written a reflective report. In class we looked at different reflective models such as Gibb’s, Kolb, Schon’s and Burton’s can be used. I will use the last one: What, So what, Now what. I will reflect on the skills I have gained, and, on the skills, I need to improve.
Together with the basic and people skills is important for everyone to improve his personal and thinking skills. 


[bookmark: _Toc6910563][bookmark: _Toc6911210][bookmark: _Toc7559227]Skills I have improved
[bookmark: _Hlk6395605][bookmark: _Hlk6240863]
In my opinion taking notes is a vital part of successfully study. I pick up many different techniques how to take note. Learning and testing new techniques was useful to me because I could choose the most convenient case and take notes during lectures and to take notes from books and articles. The main variants are two linear and diagram. For the notes to be effective, I must listen critically, write the facts only the important things - not whole sentences, and I find helpful to use different colors and cuts but leave room for then fill in with more and be written clearly and easily. The habit of taking active notes is essential to every student.

I learned how to write a good CV and a cover letter. This is really a great help, because having this knowledge I can prepare a good cover letter for every single job I apply for. As stated in the book "Successful Cover Letter" (Scudamore P. and Catt H. 2013), it is necessary to not use templates or the same letter for two different jobs. If the cover letter is written well, it will provoke an intrigue to the CV, and only those approved by the employer receive interviews. And then the opportunity to show the skills and qualifications they possess and whether they are worthy of the position.
 The cover letter is what employers read first and to give good impression should be well written, looks professional, easy to read, Next time when I write …….  I will not use standard cover letter, I will pay attention to details, check the spellings, make my strong points stand out and I will be careful with halo effect. The cover letter projects a good first impression and moving job applications to successful conclusions. 

I have improved my research skill. There are many benefits to it – the research can give new information or can confirm something what I am previously sure, also can produces facts supporting my arguments and beliefs. I can use this knowledge to find an answer to a question, to compare different theories, to solve specific problem and it will help me to write the assignment for one of the modules where I must choose a topic for research and write paper. I understand what it is Qualitative and Quantitative research. The sources which is original documents like diaries, letters, original photographs, newspapers or surveys are primary, and which are readily available as textbooks, journals, articles are secondary.
(Rnajit K.) research process in eight easy steps: 
1. Formulating a research topic
2. Framing a design
3. Constructing instrument for data collection 
4. Selecting a simple 
5. Writing a research proposal
6. Data collection
7. Data analysis
8. Write a research report
I will use these steps and everything I learned to prepare a research for my assignment.
I first must choose a topic with good sense and prepare good strong questions and start searching for information. except in the public Internet should look for information in the online subscription database. According Barbara Quarton university libraries have available outstanding information supply.

One of the skills what I learn is reflective writing. This is a process due to reflective thinking. Agreeing (Cottrell S.) reflection is a challenge and take time and practice to develop this skill.  Reflective writing helps students learn more carefully and consciously and think actively.  and this will help me to write and the assessment for Management Enterprise in the 21st century which also is to write reflective paper. Now, I know how, and with more practice Writing a reflective report will help me develop this skill, and it is proof of reflective thinking. Look back at something that has happened, analyse by considering in depth the various options, carefully considering the meaning and the result. In order not to forget the lessons I learned and to remember the experience gained must reflect, this is the way to take responsibility to my own learning.
[bookmark: _Hlk6240958]
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By examining everything I have studied and analyzing what I have improved and what I must do, I can say that the benefit of this course is great. I can see the situation from a different angle and change my mind about what I saw. For example: I thought I had good organizational skills. Balancing between a full time work week, teachings, three kids, a pet care house, bargaining and other everyday tasks.
Time Management is one of the key personal skills. I understood that balancing between different aspects of life is an important but not always easy task. Knowing how I need to spend time properly between doctrine, work, family, entertainment and some other day-to-day activities will help me to reduce the waste of time. When I reviewed the time, I use the different tasks in my daily life, I saw how some less important and urgent activities take time that can be used for more important activities. By arranging tasks in importance, what is important and urgent, important and can be postpone, unavoidable and urgent 
is an approach that evaluates the tasks and order of execution. Using the biological clock correctly helps to get started. Keeping a diary, a sheet of the day or a sheet of the week is a great help in time planning and management and leads to better productivity.
I often notice that the day is gone, and I have not done everything I need. Sometimes I must postpone a task to do another, I eat on the go, I find my coffee after hours gone by without touching it or fall asleep while I am trying to read something. I must use all the time management techniques I learned: work on this what has the greatest importance. I have learnt that, in order to be successful, it is important to say "NO”. If something can be done by anybody else, I should ask for help. Also is good to organize my meetings and early in the day, and to not work on several tasks at the same time because it distracts me. There are many benefits if I plan my day and week with list to do, it must focus on the important task and set a deadline for implementation.
[bookmark: _Hlk7552521][bookmark: _GoBack]If I really start managing my time properly, I can change other gaps I have and especially Academic skills - Academic Writing, Language and Grammar, sentence and structure, paraphrasing, reports and essays writing. I plan to every give for myself every Wednesday two hours to improve this.

[bookmark: _Hlk7536587]I learned how to prepare and give a good Power Point Presentation. This is going to help me a lot because now I know what is necessary to keep the audience's attention, and what should I avoid. There are some rules that if applied, success can be achieved. There should not be more than six lines of each slide and six words in a row. Bullet points need to be used and only the most important things mentioned, and not full sentences.
The size of the font should not be smaller than 20, and best between 24-28. No as many different colours and not many photos one is enough or a few small. Visualization date. The background should be carefully selected on the text and graphics. 
But to deliver a good presentation is vital how it will be presented.
The ability to give a good presentation according Peter (Morgan. P) is a fundamental skill in a business. Speaking confidently in public is one
Is important to speech slow and clear and using pauses giving helping the listeners to understand what I am saying.
Tone of voice and pace and speed of speech are important same as facial expressions, posture, dress and appearance. For me giving a presentation in front of people is scary, but now I know that the good preparation is the way to successful presentation. Public speaking is skill that I want and must improve, and this is possible with a lot of practice. the audience attention.

Analytical and critical thinking is one of the rare qualities, which are the most valued skills of employers. Just like other skills, practice is needed to get better. The ability to make meaningful analysis and take complex decisions. There are many ways to develop these skills. In my early years, my father made me solve bits or mistakes, too, so to watch TV I wanted to beat him first in a game of chess. Then I thought he was doing it because he was bored and wanted to force me to play with him, but now I know that he's been trying to help me develop these important skills.
In my opinion, the main purpose of this course is to help us develop these skills, because having them can easily learn other knowledge and techniques. I know there are many ways to improve the analytical skills that reading book, playing games, and learning even one new thing every day.

[bookmark: _Toc7559229]Conclusion
Together with the basic and people skills is important for everyone to improve his personal and thinking skills. Age, experience and knowledge cannot be enough as there is always more to learn if somebody has willingness to new knowledge.
Personal and professional skills are critical to the success of everyone. They can be developed during all the life and I believe that constantly perfect them will bring me inevitable achievement.
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