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[bookmark: _Toc60505738]1.0 Introduction

This is a structured reflective report where the author will carry out reflection on various segment of learning process by undertaking module named “Academic and Employability Skills”. To achieve the aim of this report, the field of study need to choose three distinctive topics from the allocated list which has been covered and revised by the lecturer of the module. The chosen topic for this report is Time management, reflective writing and paraphrasing. Via choosing these three-area author will ensure some major criteria to turn this reflection report more fruitful through, reflecting what the author knew before the term, what the author have learnt and how useful these topics was for authors academic journey as well as the employability. Apart from that, to discuss the chosen topic more effectively this report will be supported by the published literature and referenced accordingly to avoid collusion. 







[bookmark: _Toc60505739]2.0 Main body

In this chapter, the author of this report will carry out reflection of chosen three topics via discussing what the author knew before the term, what the author have learnt and how useful these topics was for authors academic journey as well as the employability.

[bookmark: _Toc60505740]2.1 Time management

Time management consider as an effective process of planning and implementing conscious control over the time that is spent on tasks focusing to ensure effectiveness, productivity and efficiency. Time management or organising time is an important element on a person’s life as it merges different demands such as work, social life, family occasions, commitment, personal interests with the finiteness of time. As discussed by Fiore (2006), effective time management allows individuals to have choices over managing various activities within the convenience. Further to that, time management could be allocated through different tools, technique and skills that would be effective for an individual to achieve project, goals or tasks in due date (Secunda., 2016). 

Before undertaking this module, as the writer of this report I was concerned about time and as a parent, I knew how to manage my family, education and job effectively by ensuring time management. But while managing these, I was failing to ensure some important duties and I was left behind as I was engaged in inessential tasks. This evoked me to stop working temporarily, because of the stress and decided to focus on family and studies. On the other hand, sometimes I would fail to prioritise my tasks as well as neglect to break tasks into reasonable units. To contrast this, time management is something, so important that if not managed effectively, can fail me to achieve my dream. So, before the start of the term, I had little knowledge on the topic of time management, such as: to prioritise the vital tasks, make a list of the work I need to finish and follow routine work etc. However, after undertaking this module I have learnt some crucial tactics on how to manage my time more effectively. 

Through the help of the module and lectures on time management I have learned some time management skills that includes:

· I have learned how to create an environment with quality of results and prioritise my tasks or time. 
· I have learned how to set up my priorities to achieve my goal. 
· Now after this module I am aware of non-priorities and I know very well how to deal with them. 
· Considering the big picture and decide what is the best for me 

Apart from that, through this module I have also been given some activities by my lecturer that includes: 

Activity 1: review use of time

In this activity, I have learned how to use my time efficiently, identify the areas where I waste my time, distractions, what I do in my spare time and so on. 

Activity 2: organisation and time management
\
Through this activity, I have learned about being organised to use time management as a tool such as setting up diaries, lists, action logs, tidy workspace, paperwork, filling system and so on. 

Activity 3: setting SMART goals 

SMART stands for specific, measurable, achievable, realistic and time related. So, whatever goal I set now I only focus on SMART goal. 

Activity 4: time management review

Through this activity, I have learned how to review my priorities and use of time effectively along with creating a time log for each task. 


In this tactic, I have also implemented the Experiential Learning Cycle by Kolb (1984) which is discussed below. 
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Concrete experience: Through this, I have encountered a new situation of learning. 
Reflective observation: Through this, I have acknowledged the importance between understanding and experiences. 
Abstract conceptualization: Here, reflection raised new ideas or modification regarding a concept. 
Active experimentation: This is the part where I have applied my ideas to write the reflection report after analysing and experiencing the overall module (Kolb., 1984). 

The overall module, as well as time management tactics, were highly effective for my academic journey and employability skills. As it helped me a lot to gain knowledge regarding routine management, time blocking skills and attention management. As a result, I can more effectively now handle my time, prioritise my tasks along with managing my studies like work submission on time, review it with colleagues on time and take feedback from my supervisor on time.  Additionally, time management helped me personally and academically via emerging science of identifying, use and value my time effectively and convert wasted time into productivity by positive return of investment. (reference…….)

[bookmark: _Toc60505741]2.2 paraphrasing 

Paraphrasing is sort of tactics that re-statement the meaning of the passage as well as text via using synonyms or other words. Paraphrasing basically clarifies or explains the text which has been paraphrased (Murray et al., 2016). 

Before undertaking this module, I was familiar with paraphrasing as I have submitted some assignments, coursework before. I knew that paraphrasing is highly important to ensure right practices, as it is required by the law and the university guidelines. On the other hand, if paraphrasing is not carried out effectively then it could be considered as unethical practices where the plagiarism and similarities will be high that could cause being failed in the module. 

Even though, I have the knowledge about paraphrasing, but this module has effectively enhanced my understanding regarding it. Through this module, I have learned to paraphrase as writing of another person’s ideas in my own words. In this term, I have learned by this module that direct quotation is not required while paraphrasing. In this module, I have learned the differences between paraphrasing and summarizing, learned how to develop distinctive text, how to choose relevant word of choices, learned how to use thesaurus while choosing word, how to create syntax for paraphrased paragraph, structuring the paragraph and so on. On the other hand, on the Moodle I have followed the presentation slide uploaded by my lecturer which also has been reviewed in class that includes various example on paraphrasing, techniques, adoption of synonyms, changing word class, practices and so on. I was told by my lecturer to take paraphrasing seriously reason being, it is a very important element for plagiarism issues. The adaptation of cautious language was essential part of the lesson. As I have tendency to confuse myself with words thus paraphrasing lesson boost my confidence to do it in a right way. 

This paraphrasing tactic has been highly important and useful for me in terms of academic journey as well as the employability. Through paraphrasing I have learned how to enhance my academic writing skills, scholarly writing skills etc. which will help me to write my coursework, project, essay, reports for my course in a unique style, manner and tone as well as it will also help me in my professional life in future to express my critical thinking in clear explanation and reasoning. 

[bookmark: _Toc60505742]2.3 Reflection

Reflective writhing is considered as an analytical practice whereby the writer describes an imaginary and real scene or events and add up personal reflection on its meaning (LBU., 2015). When it comes to reflective writing even though I have written few assignments, essay, reports before but this is the first time I am writing reflective writing which was completely new experiences for me. As a result, I have paid attention to this part of the module to understand what reflection report is and how to write it. (      ……..).

Through the lectures and attending the module I have learned that reflective writing is something that is based on personal experiences and it could be supported by the other sources as well as types of evidence to justify personal experiences (Schön 1983).  Further, during this term I have learned possible sources of reflective writing such as personal aspirations, work-based issues, academic theory etc. I also came across some common framework of the reflection such as Gibb’s reflective cycle (1998), Kolb’s Experiential learning cycle (1984) and Driscoll’s model (1994, 2000). Out of all these I have demonstrated how I have used Kolb’s Experiential learning in time management part. 

Finally, this overall learning process on reflective report enriched my understanding of critical reflection on a module or subject. The purpose of reflective report is to support one to learn via practical experiences, thus it helped me to create link between what I have been taught and what I need to practice (Morgan., 2017). Through this I have identified the gaps in my knowledge which has been fulfilled and it will be useful for my academic journey as well as the employability. For academia it will be helpful as I would be able to write more reflection report in future as a student and professionally, I want to become a nursing associate in future if so, I can be able to write excellent reports. I would relate my reflections on issues through experiences and thoughts, reflections as well as evaluations of the event or situation that occurred. 

In addition, as mentioned before I have summarised reports and articles, but in prior to applying my course, I did not have any idea about reflection report, but the lesson plan was designed in a way which taught me everything about writing and developing my arguments. As a result, now I am highly confident to turn my reflective writing more meaningful and achieve better grades than before. 


[bookmark: _Toc60505743]3.0 Conclusion

[bookmark: _Toc60505744]Finally, it is evident that academic and employability is crucial and effective module for all the students to have critical and in depth understanding. By undertaking this module “Academic and Employability skills” I have overcome my fear, challenges and issues regarding reflection, paraphrasing and time management. Via this module, I became highly confident academically and professionally as various segment of learning process has support me a lot. In this reflection report writing, I have reflected and analysed three segments of the module from the given list which includes time management, reflection and paraphrasing. Through these three factors I have demonstrated what I knew before the term, what I have learnt and how useful these topics was for me in terms of academic journey as well as the employability. On the other hand, after successful completion of this module I have also enriched my interpersonal skills. Finally, some published literature has been used in this report which was referenced correctly to avoid plagiarism and collusion. Finally, I am very thankful to my lecturer for conducting vigorous exercise and activities to me habituated with various strategy of academic writing and it was a successful journey for my academic and employability skills.
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