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The purpose of this report is to reflect on the skills I have acquired, my skill gaps and ways I can improve skill gaps. 
I will follow Gibbs module used to do this.  As reflect back to when. Started University  in October in 2018, fast forward to now my academic and employability skills have improved tremendously, so my skills, understandings, personal attraction has increased which makes me more likely to gain employment and be successful in my chosen occupation which benefits myself, the workforce, the community, the economy according to university requirements. 
I have learned about communication skills, interpersonal skills, personal skills, numeracy skills and general awareness all these given me a new level of confidence even though I have not yet reached the peak of my capability. 
I have learned about analytical skills which are to justify my arguments and this is very useful as it helps increase marks. I have also learnt some strategies which I can use both in my personal life and my work place. I have also learnt how to notice and take note on my own strengths and weaknesses and how to turn weakness in to strengths by research and also how to increase strengths.
In this assignment I will be explained in more depth about skills I have obtained and the skills gaps and how they can be improved.

I have learned about communication skills. This has helped me because I over stood communication am   a major key in everyday life and in workplace environment, for example there are four elements to communication. Verbal, non verbal, written and listening which all come in to play when handling conflicts, giving presentations, having conversation , making phone calls, writing letters, sending e-mails, blogs, texts and tweets. 
Communication is how we send and receive massages. Communication skills also include the ability to listen actively.
Reflecting back to my first assignment through research I found there are six major key elements of communication. Ofenticity, assertiveness, open minded, empathy, clarity and listening   skills. Org. (A) 2014
As I reflect back to accruing this information then going  through the process of  finding which of these elements I am strong and weak in, then researching how I could turn weakness in to strengths also ways I could increase strengths at that moment my confidence grew instantly knowing I could apply this method to every skills.

I have learned about interpersonal skills. Interpersonal skills are the way we deal with people whatever we do. This will make a difference in my personal life in a work environment and also at social events.
This has given me the ability to participate and work with other and also work alone. By learning about interpersonal skills has helped   me to understand my weaknesses and be able to deal with criticism constructively.

I have learned about personal skills. This has help me in terms of coping with and managing stress levels, understanding the need to be open minded and flexible in the pursuit of new skills and knowledge to actively engage, developing and  maintain self esteem and confidence balancing my work and personal life effectively and finding time to relax is also very important.

I have learned about numeracy skills and how important it can be to the workforce and to my personal life.
Numeracy skills is what employers look for when employing people, having the ability to way situations up quickly then making the right decision is very vital. We use numeracy skills in everyday life without knowing and as I reflect on when I started till now, I am now able to identify with the skills I use on a daily basis.

I have learned about general awareness since the start of the module till now my general awareness has definitely risen, I move aware of theories, methods and strategies that enhance numeracy skills, personal skills, interpersonal skills and communication skills which has made me more generally aware of my strengths and weaknesses and how I can enhance and also turn weaknesses to strengths.


             Reflecting back to when I started in October I can remember making sure I had clear understandings of what each module requirements where in order for me carry out each assignment carefully. I recall having mixed feeling, excitement, mixed with nerves as was my first time preparing an assignment.
The feeling of not passing and the pressure of not being good enough and class makes knowing my strengths and weakness all started to sink in, I calmed these feelings by telling myself as long as I take down the right notes and the correct information I would do just fine, I hoped at least. Once I began doings the research for each skill my confidence began to grow as I found ways to explain each skill and use research to show my understanding of each task at hand. I recall looking up a video on YouTube (Doan, 2018) about employability, skills and how it explained this is what employers look for when hiring people, it also explained these are skills we already have so then I had to identify with the skills I had to the ones I need and it also made me aware of the skills we all use on a daily basis that I needed to improve on and good qualities that I have already that could be further enhanced. In doing that my feeling went from nerves to having a new level of continence.

           When it comes to learning and gaining more knowledge for me that is always a good thing, learning teaches you so much about yourself that prepares you for other situations in life and in this case helps you to be more prepared for future assignments and just to be a better person all round. While researching the  five skills work about in this report I learned so much about my skills and my skill gaps that not only benefit my assignments that can help me in everyday life also the skill I learned can help me be a better father, son  better in my personal relationships also. The bad thing about the experience you have a short space of time in which to do assignments in and because time has to be managed correctly in order to get all assignments done and complete. Overall this experience test and improves my time management skills, my ability to meet deadlines and how well I retain and explain information which is very important in all aspects of life.

        
          Reflecting back on my time so far in University to make sense of the situation I would simply say turnings weakness in to strengths, for me that the perfect way to describe my experience. The experience has taught me how to be more self sufficient, boosted my confident levels, increases my research methods, made me more computer savvy and has increases my academic and employability levels. It has also made me indentify with weakness like time management, been more organised, clarify, assertiveness, listening skills and open-mindedness fall under communication, controlling emotions while dealing with conflicts. Through reflection I have gone in to detail about skills I have acquire and skill gaps that is in need of strengthening, why is important to be able to recognise your own strengths and weaknesses.  So I am able to prepare for any challenges I encounter in my personal and social and in the workplace effectively, without making the same mistakes over and over again, not knowing where your strengths and weakness lie can lead to countless problems and without self awareness it is hard to measure your progress and to know what things to stop and what you must feel. According to YouTube vide 
 Inc, c  (2014)  four tips for managing conflicts for example with managing conflicts it explains the tool called the TKI which is a conflict handling mode instrument which uses five resolutions styles that has different levels of assertiveness and cooperativeness these five styles are competing, collaborating compromising, avoiding and accommodating. No style is better than the other, however all are different. Find out which of these styles are yours, people use one or two styles mainly. My main two styles would have to be competing, or accommodating. Learning the other styles is the next step after finding out your own style so you’re able to put them in play at the right time when managing conflicts, doing so correctly can be very effective when handling conflicts.   
 
          To conclude on my reflection over all I could have organised myself much better breaking down the assignment down into sections can defiantly be a good strategy for example you have the introduction, body of assignment, conclusion, references. So for the intro I can write 200 words, for the body I can do 1000 words and for the conclusion 600 words. In that way you can release some of the pressure on yourself.
because this was also my first time doing assignments I was not familiar with the process so I did not know I could submit before hand ,then see where I could improve then make the relevant changes, which fall under managing your time correctly. If I could do anything differently I would give myself enough time for each assignment to enable I don’t rush and I can out my best foot forward each time .I learned so much during the process of the first term, I learned how to reference Harvard style, how to do in text citations, I learned how to turn weakness in  to strength through research, I learned how to be more productive day to day applying the 80/20 rule each day by writing a list of ten things you have to do, by doing the two most important things on that list counts as 80 percent of your list which is known as the 80/20 rule.


           From all the new theories and methods, research methodologies I am now aware of that I wasn’t aware of before has boosted my academic and employability skills on so meant levels that as long as remain using the 80/20 rule each day stay productive, educate myself by doing research every day knowing when to apply the theories and methods at the right time in the future along with the strategies and correct time management I shall do more than just fine
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