2

Module: Academic and Employability Skills
Module number : BMSK 4001
Student Name: Md shipon miah
Student ID: 1808456
Professor’s Name: Shao Yuen























Contents:

	Particulars 
	Page no.

	Introduction 
	3

	Report
	4

	Conclusion
	8

	References
	10

	Appendix
	12



Introduction:
Reflective writing is a kind of writing where the author or the writer describes an imaginary or real event, memory or scene from the past in his/her life and adding a personal reflection to it (Weiss, 2011). In this report I will be describing, analyzing and evaluating the events during my course and relating it to how it improved my skills. This kind of writing gives me insights about my learning and will allow for further learning. (Zeichner and Liston, 2013). This particular assignment is a reflective paper of what I learned in this module and how it helped me in acquiring employability and academic skills. Although this module has covered a wide array of topics such as academic writing, research methods, referencing techniques, paraphrasing, public speaking and summarizing, I would be talking about particular topics that helped me in acquiring academic and employability skills. It is a kind of reflection on what I have learnt throughout the course.
Reflective Paper:
This reflective paper is a summary of what I have learnt throughout the course and how it has helped me acquire and improve both my academic and employability skills. In this paper, I would be taking you back to various events and show its reflection on me. Although varied topics were thought and discussed in my course module, the emphasis was on three main topics namely research methods, academic writing and academic referencing techniques.
The first and foremost topic I would like to discuss is about academic writing. Academic writing is also known as scholarly writing, which is clear, focused, concise and structured writing. Which is backed up by a lot of evidence, the purpose of it is to assist in the reader’s understanding. (Canagarajah, 2013) Some of the examples include essays, assignments, research papers, academic journals, conference papers, dissertation and thesis etc. The module was focused on improving ones’ academic writing skills which helped me a lot in improving mine as well. Most of the initial classes were focused on how to write a good academic essay through planning, preparing the structure of the report, gathering evidence, and finally presented in a formal style and tone. The aforesaid process helped me in breaking my work into step by step process and write a good academic report. The classes were also focused on teaching how to organize our thoughts into structured sentences. Paraphrasing which is restating something already written or spoken-sung different words without altering the original meaning in order to make it easily understandable, helped me in translating research terms or technical terms in simple language which is understandable by any layman. (Shi, 2012) All those lengthy and tiresome assignments which I had to write actually helped me in improving my academic writing skills and also helped me in better organizing my thoughts and pinning down those into structured sentences. This particular module of academic writing helped me in realizing the important characteristics to be remembered while writing such as planning on how to write, outline the report, use a formal tone, use of proper and simple language, point of view of the reader and approach to be followed. This also helped me to understand the basic structure of the academic writing consisting of introduction, body and conclusion. (See appendix below)
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Fig: Academic Writing Style is available at https://www.sheffield.ac.uk/ssid/301/study-skills/writing/academic-writing
The next topic I want to talk about is Research, which is a detailed way of study of a subject to find out new or existing information or to reach a new or existing understanding. (Lin et al, 2017) It is a careful study of a specific problem or particular concern to give a conclusion. Albert Einstein said, and I quote “If we knew what it was, we were doing, it would not be called research”. (Singer, 2010) The course structure made me realize what research is about and how it should be carried out. It also made me realize the differences between searching and researching the information. The task of doing good research is very crucial in writing a research paper and this particular module thought me on how to do it. I also learnt that before starting the research, I need to refer to other similar research papers in order to understand what other researchers are saying and what sort of research has already been done with respect to the topic. This is generally referred to a review of the literature. (Hart, 2018) The course also thought me the various types of research and various methodologies in doing research, which helped me to decide the perfect type and methodology for the research papers. Recalling all those classes about the research, I feel that although secondary data (journals, government databases, research papers, and articles) is easily available to perform the research yet it is efficient to use primary (interviews, surveys, official reports etc) data for a research in order to draw a good conclusion. In order to present a good research paper every researcher should follow a predetermined process such as selection or choosing of topic, collection of background information, organizing information and citations, evaluating information, writing the research questions, preparing a draft, edit or correct & revise and at last write the final draft and cited references. (Robson, 2011) Every small piece of writing from academic assignment to content writing in journals require research, be it existing information or new information. 
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Fig: The Research process is available at https://courses.lumenlearning.com/engcomp1-wmopen/chapter/text-the-research-process/
The next module that we have been through with respect to academic skills is referencing and its styles, which is a method of recognizing or acknowledging one’s ideas which have been used in our own work including ideas, facts, words, videos, images or statistics. (Vardi, 2012) This module thought me why referencing is important and why it has to be done. There are numerous reasons why referencing has to be done, few of them are to show relevant sources of information, to trace back the work to its original sources, to provide documentary evidence, supports and strengthens the argument and to avoid plagiarism. (Angelil-Carter, 2014) There are several acceptable referencing or citation styles such as APA (American Psychological Association) style, MLA (Modern Language Association) style, Harvard style, Chicago/Turabian style, CES (Council of Science Editors) style, ACS (American Chemical Society), APSG (American Press Style Guide), APSA(American Political Science Association), ASA (American Sociological Association)  and Vancouver style. All of these styles are universally accepted but it also depends on the schools and universities on what style they rationally follow. The most followed and accepted styles are APA (American Psychological Association) and the Harvard style of referencing. This module also thought me what plagiarism is and why it should be avoided. As a matter of fact, I have seen many universities and students personally preferring Harvard and APA styles of referencing while writing a report or a research paper. The module also though me how to ethically write reports or research papers without copying or stealing other people’s work as it is considered unethical.
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Fig: Citation styles are available at https://slideplayer.com/slide/12453482/
All the aforesaid components of the module not only helped me in my academic skills but also helped me in preparing for my employability skills. Employability skills are those skills, qualities and attributes required by an employee to make them employable. (Lowden, et al, 2011) These skills broadly include teamwork, communication skills, writing skills, resilience, positive attitude, self-management and problem-solving ability. Only academic knowledge is not sufficient to get a job there are so many things that an employer looks in an employee which is the reason they conduct interviews and tests to select the right one for the job. The entire module helped me in preparing for these interviews by developing me on an overall level. The writing skills helped me in preparing an eye catchy resume or CV (Curriculum Vitae) for job interviews. (Youtie et al, 2013) The course also prepared me in developing my thinking capabilities and organizing my thoughts so that I can answer the questions better in the interview. Every resume needs to be accompanied by a cover letter and drafting one is not easy but somehow this module made it easy for me to do this. Research module helped me in researching the companies, its operations, achievements, job profile and description etc. In order to get familiarized with the company to face the interviewers and to see whether he/she is a perfect fit for the organization. 
Once the applicant gets screened and selected for the interview process, the applicant should do a lot of background work to prepare himself for the interview process in order to get selected for the job. (Spradley, 2016) The applicant needs to do extensive research about the company, the job and his area of interest. The applicant apart from being technically sound in the subject matter and academics should possess various other skills such as being calm, body language, managing tone while speaking, positive attitude, confidence, communication skills and other interpersonal skills in order to get selected. The applicant needs to concentrate on what the interviewer is asking and answer him accordingly without going around the bush. This is the part where the applicant should know the differences between hearing and listening; hearing is just perceiving the sound without paying any attention, on the contrary, whereas listening is paying attention what other person is saying. As they often say hearing is thorough ear and listening is through the mind. Therefore, the applicant should listen and not hear what interviewer says or asks in order to answer them correctly. Interviewers look for interpersonal skills in a candidate because they want to know if the candidate can work with his peers, level of stress management, attitude towards problems, ability to cope up with things etc. (Anderson et al, 2009) This module apart from academic writing also thought me basic employability necessities like preparing a report, drafting a personal email as well as professional e-mail, working in excel, preparing and presenting PowerPoint presentations which are crucial in any organizations in today's world. I also reissued that employees constitute an important part of the work environment and that they should be active and positive in order to maintain a good work environment. (Lumley et al, 2011) Personally, I am a person who believes that the outcome produced by a team effort is multiple of the effort by a single employee and have trained myself to work in teams and give my best at all the times. (Goetsch and Davis, 2014) In my life, I have lead teams in my school as well as when I volunteered to an NGO where I learnt how to manage the team, give credit to all the team members, lead the team in an efficient way etc. All these qualities and attributes I have learnt through this course and out of this course will help me in preparing myself to be more employable.
Conclusion:
The aforesaid reflective paper is about what I have learnt throughout the course - Academic and Employability Skills and how I analyzed each of them to groom myself with respect to both academic and employability skills. When compared before studying and after studying the module I have improved a lot in my academic writing skills, research skills, interpersonal skills, communication skills and referencing techniques as well. I found my research process is more systematic and organized, writing skills are more formal and sounder and interpersonal skills are more professional now. The systematic research process helped me in better conduct of research and better presentation of the research paper with proper referencing and citation styles. This module also gave me an understanding of ethical and unethical methods of doing research or writing a report and avoiding plagiarism which is unethical. I am sure that all these skills that I have learnt throughout this module along with my other attributes such as communication skills, interpersonal skills, positive attitude, confidence, team management, leadership qualities will also improve my employability nature and prepare myself for employment.
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Fig: The structure of Research paper is available at: (https://top-au.libguides.com/c.php?g=438320&p=3386772)
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| List of citation styles |
American Psychological Association: APA
Modern Language Association: MLA
Chicago/Turabian (History)
Council of Science Editors: CES
American Chemical Society: ACS
American Press Style Guide: APSG
American Political Science Asso.: APSA
American Sociological Association: ASA
Geological Society of America: GSA
Computer Society Style Guide: IEEE
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