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Introduction 

Starting the University was part of the journey to my career development. Having decided to further my education as a Radiographer , I needed to start from somewhere. On starting the University, among part of the things thought were Presentation skill, CV writing and Time Management Skills. These skills were not only useful to my Career development as a future Radiographer but have been a great acquired learning material in my life and the work environment as a whole making me more employable . 
In this report, I will be using Driscoll's Reflection Model (2007) to reflect on an What? (the Event was), So what ( an analysis of the event), Now what ( Proposed actions following the event)  which results to actioning the the new learning experience,leading to having an experience in the practice to be used in the future.


What is Reflection 
Reflection is a skill used during and after an event. These two contexts are used in reflection. Reflection is a process whereby experiences are assessed in ways that give meaning to interaction. It is also one that helps you understand the world around you and identify how it might be made better.It is important to reflect for reasons such as celebrating Practice- to be able to celebrate practice which was successful or exceeded expectations. To correct Practice - Reflection is used to determine what went wrong and become problematic. Reflection is used to understand self etc (Price. B & Harrington, 2010).

 Employability Skills
These are skills needed to be employable in an organisation. These skills include acquisition of both soft and hard skills. Soft skills according to Gewertz, 2017 are  called applied skills. For instance in my job role as a Cancer support worker, the soft skill I have is being empathetic and an active listener in order to save patients from death when they call with queries regarding their treatment. On the other hand hard skills are teachable skills like using excel to create a patient database.

Body
Section1. Presentation Skills.
I begin to panic anytime I am told I need to do a presentation at work or at church to a group of people or colleagues. It was so bad that , the night before the day of presentation, it became a sleepless night for me. 
All I know about presentation skills was talking to a group of people and presenting was a problem for me.
At the University, my lecturer taught me some important things to know anything I am do presentation which includes;
· An understanding of why presentations are done;thus a tool used for making informed decisions.
· Anytime you are Presenting, it is not about you but it is about your audience, the content of your message etc.

My lecturer explained the need of having the following in mind when Presenting. 
These were:
1.  Gaining the attention of the audience which can be done by engaging the audience through ice breakers.
2. Getting your audience to be interested in whatever you are talking about- you could add a short story to bring them along. 
3. Change the intention of the audience - you should connect to the audience that at the end of the presentation, there should be an informed decision taken by the audience.
Other experts like Bourne,2007 in his article “ Ten Simple Rules for Making Good Oral Presentation.” states that during oral presentation, the Presenter should ; 
Rule 1. Talk to the Audience,
Rule 2. Less is More,
Rule 3. Only talk when you have something to say
Rule 4.  Make the take home message persistent,
Rule 5. Be logical, 
Rule 6. Treat the floor as a Stage,
Rule 7. Practice and Time your presentation, 
Rule 8. Use visuals sparingly but not effectively, 
Rule 9. Review audio or video presentation, 
Rule 10.Provide appropriate acknowledgement.

All the above articles were great rules but the one that really caught my attention was Rule 5, which emphasizes that all presentations should have Beginning- where the stage will be set, Middle- where story is told and the End - where the message taken home is clearly understood by the audience. For me, this has changed my perception about Presentation and I believe it will help me anytime I need to do a presentation with more ease. 

Section 2. Time Management 
Time management is one of my biggest challenges. 
 Managing my time as a married woman, with two kids, schooling and working part time was driving me mental. It became overwhelming and used to think I would not finish what I started. Until I started university and my lecturer began to teach on Time Management, dealing with my biggest enemy.
During the class, I learnt that everything is doable if you can manage your time properly. My first time hearing the 80: 20 rule by Brain Tracey’ video on YouTube whom I have loved reading his book among others.  

The 80:20 rule according to Brain Tracy explains 20% of what we do are the Vital Few and are the top one and the 80% is the Trivial Many at the bottom of our list. According to this rule, 20% of my activity will account for 80%. This means if  I have a list of my top 10 goals and I prioritise the 2 most important of all and do it,  the remaining 80% will be achieved. 
This principle was very useful at work, home etc. For instance my manager asked me  to prepare new data for patients on treatment . I did not know how to start but after remembering the 80:20 rule which was to do the most important task followed by the less important ones. The next day, I told my colleagues I will be working on the data as a result of this, I will not be picking calls from patients who would like to make enquiries.  This means someone else can receive the calls while I concentrate on the most important task at that moment.
I started to work on the data and after some days of my surprise , I realised the data was created and it did not stop there. Every day, I allocated time that I go on the data to work on without being distracted by the less important things.

To achieve proper productivity and Time management, you must first of all have to desire to do both and a successful foundation begins with you(Gardner,2019).

The Ultimate time management book written by Gardner 2019, has been my guide from then. Though I am still not perfect but reading this book, I have learnt the one thing to get rid off if I want to be more efficient is to avoid Procrastination and I agree totally with the writer. 
Taking away the habit of Procrastination and starting my activities for the day with two most important things then working through the eight least activities will help me be successful in any goal I would like to achieve in life.

Section 3. CV writing Skills.
CV writing was no go area for me. I remember one time my manager asked me to apply for a permanent position because I was a bank staff at the NHS. I sat at the computer to apply online, I got to the section which was asking me to explain why I wanted to get that job, your experience and personal statement. My mind went blank because I did not know what to write. My mentor looked at me and seeing how I was struggling, asked me if she could fill that bit for me. Within 10 minutes,  she had finished in that area. She asked me to read through and I realised all she wrote was what she knew me to be, my duties and capabilities etc. This was how bad I was with CV writing.

Being in the University has truly been a great learning experience for me. I was taught by my lecturer that writing a good CV can get you a better job. To start with your Cv, you have to do your homework on the organisation which you would like to apply for. The first line of my CV should make employers feel they can trust me and this can be done by letting them know I understand and can help them. During classes, I learnt that CV’s should be short and you can focus on 3 things that make you unique or special in relation to the job specifications.

According to Standout CV videos, when writing a good CV that will let you stand out from other CV’s, your personal statement which includes experience, knowledge and skills should be short and sharp. Personal statements should be 5-10 lines and avoid the use of Cliche terms like the use of Hard working team player . Focus on hard skills rather than soft skills. These were very helpful tips to know when writing a CV. The only thing I do not totally agree is I think depending on the nature of the job you are applying to, that will make you focus on either your hard skills or your soft skills.

I never paid attention to the above tips before but I think from now on , I will do a thorough investigation on the company I would like to work with and apply the above knowledge to get me my dream job.

Conclusion 
The above learning experiences I have learnt has become part of me that I will be using wherever I am or go. 
Being able to write a good CV will get me my dream job in future when applying for a new job. Proper Time management will make me efficient and effective at work as a student when studying as a Radiographer, at work and also in all works of life. Last but not the least is having good presentation skills which have a beginning, middle and ending of the message you want to put across. 
The personal statement which is part of a CV, I will be needed when applying for the university as a Radiographer, when I start this course which is 3 years meaning I will be needing proper time management to help me sail through.
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