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Introduction
In this reflective report I will be analysing the skills I have developed during the Academic and Employability module, alongside skill gaps I need to improve upon that I am missing or have little Intelligence about. The skills that I have attained are, time management and referencing. I will be discussing these skills in more detail and will also be touching upon the skill gaps I need to improve. Two of the skills are my cv and cover letter writing skills followed by management and leadership skills. While doing this I will use Gibbs reflective cycle, which I learnt during the module. The cycle consist of a description, feelings, evaluation, analysis conclusion finished by an action plan.

Gibbs reflective cycle
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Source: https://moodle.uwtsd.ac.uk/course/view.php?id=4181

Skill development
While embarking on my journey through University I have gathered a wide range of knowledge from the Academic and Employability skills module. For me this was significant as I lacked in many skill areas, having the opportunity to gain knowledge and experience while learning, read the information on Moodle, reading books alongside collecting valuable data from my lecturer and websites I now feel more confident and competent. I have significantly improved my understanding and knowledge of many skills critical and analytical thinking, analysing, decision making, communication and more. Time management and Referencing Harvard Style being two I will discuss further.

Time management
With many hours in my day but so little time when it comes to myself doing tasks, as it seems there is never enough time this is a emphasised by (Morgan, 2017) who claims time management is like an illusion it does not really exist. Time is always moving and never stopping, this making it hard to manipulate. I personally do not agree with the latter point Morgan makes as planning tasks into priority of importance has helped when researching for my assignments and doing tasks on Moodle, this making it less stressful and allowing me more time to be allocated where needed.
 In this module, I have achieved the knowledge and now know how to use time efficient by writing tasks into a list, prioritising each task to the importance alongside experimenting with paretos principles (source B). This is explained by (De Jager, 2011) who claims four fifths of any assignment or task is accomplished by the first fifth of appointed time to the task, the last fifth always taking a longer amount of time then the rest. 

[image: ]PARETOS PRINCIPLES
Source: https://www.interaction-design.org/literature/article/the-pareto-principle-and-your-user-experience-work

I also use another tactic where I make sure I have a clean and organised work area, as this makes me feel more professional, organised and stress-free with less anxiety occurring when looking for information or data I need alongside completing tasks in a more efficient manner. This is backed up by Landers (2017) who states having an untidy work area maybe the consequences of being in a hurry, in truth is just blocking you from achieving the most from your time. 
I have also gained the knowledge of how to monitor my progress, plan my journey, log diaries, track and schedule my tasks efficiently. Having learnt and  experimented with the above methods I now realise I have majorly improved gaining skills and knowledge in time management. The knowledge that I have gained is essential to me as a student learning because I did not previously use time efficient. I will now need to keep planning and scheduling my path to further education or employment as it seems less daunting and nerve racking when knowing what, where, when, and how I have done or am going to attempt a situation, using all I have learnt it can help me progress and achieve more in the near future.

Referencing
During my first term during university I have learnt and improved from this module on how to research for references, add references in text and citations also learning how to paraphrase. This was essential when it came to writing my assignment as it was a criteria that I was going to be marked by so I knew I had to improve this was backed up Neville (2008) where he highlights producing information conclusively by referencing the authors piece of work within your assessments is indispensable, in more depth when referencing it identifies the mass of material that has been accessed and studied, in addition you have an understanding what the author concludes as information from their theories or cases (Gopee, 2013).
 At the time I started I knew nothing about referencing, however this did not stop me if anything made me more determined to learn, I focused watching many videos on YouTube and from Moodle alongside collecting information from lecturers and having discussions with my lecturer and fellow students. I found the experience mostly interesting, confusing at times and I felt the pressure. The  parts I enjoyed and found interesting was gaining information to back up my statements. At times it was frustrating for myself as sometimes it seemed like the information or theories I wanted was not available once acquiring the information I wanted I would become very excited and satisfied. After retrieving the information I would have to paraphrase the authors work this is where I take the information or data and put it into my own version of words while retaining the meaning. Upon placing the references in my text, an in text reference is needed this holds two to three piece of information usually author and year, this is to credit the author and stop me from writing plagiarism in my work. full details author, year, title of article and other details are stored in the references, knowing this has helped me with previous assignments and will help me in the upcoming module.

Skill gaps
While I was studying the module Academic and Employability I realised I was missing many skills personal mastery, punctuation, grammar, leadership, management and  I was missing a Cv and cover letter. In the following sections I will discuss two skills I am focusing on and trying to improve as I am missing the skills they are leadership and management skills alongside CV and cover letter writing.

CV and cover letter
In the second term of the module I was asked if I had a CV? Which my reply was no. At this moment in time I realise this was a skill gap that I was missing. I thought felt low and ashamed as I then thought I had lack of skills or experience for a man of my age. It was then brought to my attention by my lecturer that skills are not only learnt in the classroom but during life experiences as well. I then felt more comfortable about writing a CV and thought it would be a great opportunity to write a CV. For me when writing my CV the most important aspect was a comment I read that many employers would prefer an easy read rather than a lengthy document, as this is timely and tiring with the amount of applications they go through (Hitchens, 2013) I found this information most informative as I never received no qualifications from school and have a lack of work experience. However I have gained skills during my life experiences, studying at college and at present gaining skills during University, by using Moodle and searching the internet I managed to find a layout that would suit my criteria and make it easy to read ok while getting straight to the point. While creating my CV I learnt that many things are not needed in the 21st century cv and that there was many ways I could base my cv. upon reviewing many methods I chose a skill base cv where I wrote about my skills I have gained through work experience, education and life experiences.
Alongside the CV a cover letter is needed this is where I sent a letter attached to my cv which is direct to the employer. This is a perfect opportunity to tell the employer what attributes I have and why I will be a useful addition for the company . This also a perfect situation to let the employer know I have an understanding and some knowledge of the company history, and what they specialise in this is backed up by research of the company's background is key, thus showing you have an interest you have done your research on the company's history (Rogers, 2011). Following these tactics I hope it helps myself from being put in the interview pile rather than the discard pile.

Management and leadership
Management and leadership as a weakness and a skill gap that I need to improve, I discovered this upon taking a test in the first week of the module Academic and Employability Skills. For me this was unique and essential to know as I then knew I would need to gain knowledge and improve within this skill. When on a task in another module there was a group presentation where we needed to present a business plan, where a leader was needed. I saw this as a great opportunity to learn and while gaining myself some experience. I started to feel the pressure as a lack of communication, not knowing one another and not being able to build morale in the team. Workloads became over loaded and tensions began to arise, this making me feel uncomfortable and wanting to leave as I did not feel valued as a member of the group. As no work was being produced by others as there was no structure set by myself this could have been due to my lack of experience and knowledge of the role at the time this is backed by team design is essential as to succeed you need individuals to communicate for a team to be effective (Maund et al, 2017). I read an experiment and the social interdependence theory recognised that out of twenty four groups of three individuals, that was given two different models which but both had a solution to the problem. The teams worked in different patterns due to the structure. Groups that had the most positive approach, communicated within the group and progressed more smoothly the final conclusion was that the structure can vary the outcome of performance (Lafond et al, 2011). Having analysed where I went wrong with issuing tasks and communicating properly I now have the relevant knowledge to do better. I have improved slightly in leadership and management, however still have a lot of room for improvement I will gain this by gathering more knowledge on how to handle situations better rather than burying my head in the sand and getting on with it. If in the future a similar role came up I would use the knowledge I have gained from my previous experience and knowledge gathered to get people involved, guide my team towards their strongest attributes, try to motivate the team, issue tasks more efficient and mostly communicate better.

Conclusion
During this reflective report as I have now got a greater knowledge and understanding about the skills I have developed or am missing during my Academic and Employability skills module. I have improved in many areas especially time management getting to university on time and hitting all deadlines set for my assignments and referencing which I needed to learn as these were essential when backing up my work with theories. Now that I know I am lacking in certain skills I can focus on these in more depth. I will carry on my learning journey gathering more information and knowledge on the way this will make me more confident and I will feel I have more to give to the employer and company in the future when applying for job vacancies.
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