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[bookmark: _Toc60171392][bookmark: _Toc60634088]Introduction 
In this assignment I will focus on my learning throughout this module. I will pay attention to these three topics which are: Time Management, Referencing and Online learning experience using Gibbs reflective cycle to elaborate on my learning experience. While writing this report I will be thinking back on the skills I had, before, during and after this term at the university it will enable me highlight what skills I need to improve on and what other skills that I need to develop to be employable for my future career.

[bookmark: _Toc60171393][bookmark: _Toc60634089]Reflection Model 
[bookmark: _GoBack]I will be using Gibbs reflective cycle which will allow me to reflect on my experiences. Gibbs reflective cycle has six stages to explore one’s experience which are description, feelings, evaluation, analysis, conclusion and action plan each of these stages gives full description and guiding questions to yourself. (Gibbs, 1988)

[bookmark: _Toc60171394][bookmark: _Toc60634090]Academic and Employability skills
Academic skills is an essential skills that is developed individually through studying, communicating and writing. (University, 2013)
Employability skills is made up by education and experience, these skills are a transferable because an individual is required to have them o make them employable. (Homden, 2020)
This module has educated me on how I can apply my academic skills to employability skills including my personal life. Academic skills involve some concepts that will allow me to be career ready however employability skills enable me to apply my academic knowledge to my career development. In this module I have learnt different topics such as Time management, Academic writing, Paraphrasing, Summarising, Reflection, CV writing, Cover letter writing, Public Speaking and giving presentations, Analytical and critical, referencing and online learning experience. 




[bookmark: _Toc60171395][bookmark: _Toc60634091]Time management 
Before this term my definition of time management is that managing time consist of completing a task at a timeframe which I have set myself. My life revolves around using alarm clocks to ensure that I can meet up with specific schedule. Time management can also be a coordination of tasks and activities to make best use of the effectiveness of an individual’s efforts. (Rouse, 2015) For example, dropping my daughter off at school for 8:45am and I start work at 9:30am also I need get my son ready too for my mum to come and help me baby sit him. Therefore, to make things easy for myself and to ensure I get to work on time, I start my preparation the night before for instance making sure the kids have their bath in time. In addition, setting my alarm clock to get up at a time to get ready and preparing the kids breakfast. 
Reflecting on my experience I have learnt that effective time management is very important because it demonstrates my professionalism and helps me be more organised. Furthermore, it allows me to achieve my aims which is being at work on time and being able to drop my daughter off at school for me to catch my train to work without having any form of setback. Most importantly I have learnt that It is about taking responsibility for my own actions. I now ensure I use my time sensibly by prioritising the tasks I need to do therefore this will allow me  know what is urgent and important, this method I have use is referred to as The Eisenhower Matrix (Eisenhower, 2011-2017).This relates to Gibbs reflective model which is based on one reflecting on their past experiences and finding ways of improving (Gibbs, 1988).
I found this topic to be very important to my academic journey because I realised that I need to prioritise my studies as well as my family. For example, when my daughter is at school I try to get on with my academic studies because I know when she gets back from school, I will not have time for my studies until she goes to bed. For my employability time management is fundamental because it demonstrates my ability to organise and prioritised my ask which shows professionalism. For instances my ability to meet up with target deadline.  





[bookmark: _Toc60171396][bookmark: _Toc60634092]Referencing
Before starting the course, I had use referencing before, however it was very basic basically copying and pasting into my work there was no intext citation or order of author. The reference list was not structured also the source of reference was not credible or academical. The teachers did not stress how important the referencing was and they did not care much about how we have written them down on our work. 
When I first started this course, I found referencing difficult and didn’t understand much on what was expected from me even after our lecturer had explained, so I decided to start practicing and researched on how referencing should be done. During my research and in class activities I learnt that there is different context in which referencing must be done not just copying a website and pasting on my work. The two different type of referencing are intext citation and referencing list, when I am imputing my intext citation I use the authors last name and the year of publication whereas in the reference list I would write down their surname and the initial of their first name, titles, date and access date. At my university we are required to use Harvard style of referencing which is primarily used by university student to refer to information’s. There are two different types of Harvard referencing which consist of in-text citations and referencing lists. Referencing list is used by university student to refer to their information sources while in-text citation is used when directly quoting or paraphrasing  a source (Anon., n.d.).
I had received feedback from one of my lecturers about my presentation not having citations, so now when I am completing my assignment, I have pride myself in ensuring that I am always referencing my work. The sums up Gibbs reflective cycle model which is based from one learning from their past experience to improve their learning  (Gibbs, 1988). Furthermore, I understand in other to pass my course I understand referencing my work accurately is very essential as a result I always double check that my references are credible and are completed correctly. More importantly referencing is vital in other to avoid plagiarism. (Neville, 2010)
[bookmark: _Toc60171397]Referencing very useful for my academic journey because it is important to reference every little bit of my assignment so that I can pass my course. Referencing is very fundamental in my assignment because without referencing my assignment will be failed which will show that I am not capable of writing an academic standard and avoid plagiarism. So, to avoid missing references in my assignment I need to ensure that I proofread my work and place all references where they need to be. Furthermore, I believe this will be very useful for towards my employability because I may wish to continue with my studies in the future.
[bookmark: _Toc60634093]Online Learning Experience
My own idea of online learning before this term is that I will be sent document which will include topic that we need to be studying about weekly and by the end of week I will need to complete a class activity which will need to be submitted. I can say had little understanding of what online learning was going to be.
Since I started this term, I believe my own idea of online learning is completely different from how we are being thought. The topics are explained to us the learners and we get to discuss and learn from each other. While in class we get to do class activities and must be submitted so that our lecturer can give us a feedback to ensure we understand what we are discussing. 
Online learning can be hands on although it encourages an individual to be more independent and think outside the box so they can take charge of their own assignment. It also encourages lots of human interaction that’s because we sometime must work as a group to do a presentation. While learning online I notice I have more time in my hands to spend on learning compared to face to face because the extra time I have I might have to spend it on making a journey to university and to go back home. 
I have learnt that online learning is not just about learning alone it allows me to be flexible in my comfort zone, researching and using different types software for my academic purposes is also part of online learning as it all linked to my academic skills. Learning online made me aware of how attentive I can be in terms of engaging with my colleague because we can share our knowledge and learn from each other. The university have also been very supportive during the virtual classes as they help student with technical difficulties that they might be having which gives student more confident to attend their classes on time.
Online learning is useful to my academic and employability because the world is going through a difficult time now and the only way most people including me are communicating is through online. At the beginning of this term It was difficult for me to learn online because I had never done online learning before, so having being in that situation it allowed me to understand what online learning is about which will benefit me in the future. Online learning is useful to my employability journey because there might be times where I will have to communicate with my colleagues online and the career which I have chosen might require me to do some training through online learning. In my academic journey using online learning is very essential as it the only way I can learn and to get assistance. I might also decide later in the future to further my education which might require to learn online, therefore from this experience I already know what to expect.
[bookmark: _Toc60171398][bookmark: _Toc60634094]Conclusion
In conclusion while reflecting on the above topics I am now aware of how important academic and employability skills are. The topics which I have reflected on are very crucial for my personal and professional use, for instance before starting this course time management to me was about completing task that had to be done on time not realising all task have their own urgency. I have now improved on how I should attend to tasks accordingly without falling behind either in my personal life or profession. Referencing was never something I thought was important in my assignment and the reason being is that from my past experience all I did was copy and paste website instead of entering full details of the information I got from the website to back up my work and the date I had gotten the information. I understand that referencing is very indispensable both in my academic and employability because I must constantly give credit and acknowledge originality of my work in my course or at my employment. Online learning experience was very difficult for me because I struggled with concentration, it was something new to me that had never thought I would experience, later on during the course I started picking up and understanding what has been asked of me. I continued to push myself and reminding myself of why I wanted to do the course in the first place. Overall learning all this topic has heightened my knowledge and understanding towards upcoming modules.(essays, 2020)
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