Study Skills Course work Draft 1
Provide a brief overview of yourself as per your personal presentation exercise.

The PowerPoint explores the subjects of a brief personal introduction, hobbies and interests, strengths and weaknesses and, the wider future surrounding career and university studying.

As outlined in the PowerPoint, the presenter, Max Ladner, is 22 years old, currently living in his hometown of Barry in South Wales and is employed as an electrical engineering apprentice at Dow chemical, currently working as an electrical and instrumental technician. 

[FIG 1.] 
INSERT A SCREENSHOT OF SLIDE 1

The Next slide in the PowerPoint is entitled “Hobbies and Interests”. Showing three images; it highlights some of the presenters’ hobbies as; Skiing – something that the author describes as a great passion, having gone on multiple holidays and discusses their desire to expand on their skills in the sport. The next image shows their own car project – a 1985 Austin Mini – which was purchased in the January of 2023 and has slowly been built up and worked on in the following months – they described how it has been a useful learning curve for them and how by working on the car it has been a great tool for expanding their knowledge in engineering. The final image shows a roof tent on a car, something which they have recently purchased to expand on the passion for outdoors, camping and travelling. In their presentation they described the hope of being able to utilise the purchase in the summer months for travelling the country and the wider continent whilst staying close to nature by being able to pitch up wherever they park the car. 



[FIG 2.]
INSERT A SCREENSHOT OF SLIDE 2

The third slide discusses the authors strengths and weaknesses. Which have been listed as follows:

1. Attitude to learning
2. Intuitiveness 
3. Assertiveness
4. Self-critical
5. Organisation
6. Time management 



In the notes of the PowerPoint each point has been expanded with prompts for presenting – they discuss the following for each:

1. Attitude to learning – “Enjoy hands on learning and jump at opportunities to get involved and learn something new or develop my knowledge.”
2. Intuitiveness – “Always questioning and thinking deeply about new things as well as past knowledge”
3. Assertiveness – “Useful trait for the work environment as believing in yourself and pushing a point/argument over shows great strength and sureness in your knowledge/ work”
4. Self-critical – “sometimes too critical about work I am trying to complete which ultimately impedes time constraints and can also affect quality of work by shifting focus in the wrong direction”
5. Organisation – “work environment can be all over the place – messy environment can lead to distractions”
6. Time Management – “not always great at planning out a workload over time – sometimes leave things to the last minute”


The points above, which have been taken straight from the PowerPoint, expand and explain each point in greater deal whilst staying concise. Both strengths and weaknesses highlighted have been chosen personally.

[FIG 3.]
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[FIG 4.]
INSERT A SCREENSHOT OF SLIDE 3 NOTES SECTION


List the key points that you have learnt when trying to produce and deliver a successful powerpoint presentation

Some key take aways from the assignment can be taken from sources that were used in preparation for its creation and presentation. [1] Clarke discusses how a PowerPoint slide is to be used to introduce a topic and by keeping to a concise format we can better focus an audience’s attention on the PowerPoint by keeping it appealing visually.

Further discussed by Clarke is the use of bullet points. Bullet points are there to aid the presenter. [1] The use of bullets points enables the presenter to give the audience a brief overview whilst also providing a helpful guide for the presenter to move through the topics they have laid out to discuss. This point is also discussed by Microsoft [2] “the aim is for your audience to pay attention to your spoken presentation rather than focusing on reading the content displayed on the screen.”





Describe what aspects you feel you could improve on to enhance your future presentations. 

Improvements that could be made to the PowerPoint and subsequently adopted for future presentations would be to increase the text size. Font size should be big enough for the audience to be able to read clearly – including at a distance [2] highlighted by Microsoft is that the use of a font size less than 18pnts is generally too small for a presentation – therefore with this PowerPoint sitting on the 18pnts mark it becomes a risk of not being seen by and thus losing the attention of the audience.
Furthermore, through feedback it has been pointed out that the later slides could benefit from added Imagery. This would help with audience engagement, something which could be considered in the future.

Section 2: Skills evaluation & personal research

Perform your own research to identify the skills required for successful learning in a Higher Education environment (make sure you include citations/references in your report)


In his journal entry [3] Peter Washer uses multiple tables to address the key skills and expands on them at different skill levels ranging from level of entry to university to honorary level. Some of the skills he has highlighted across the range provided are:

1. Communication skills
2. Problem Solving
3. Numeracy
4. Use of information Technology

Focusing on the intermediate level; Washer gives a description for where students should be within the skills; for example, under communication skills he talks about how students should be able to read information, paraphrase and condense abstract ideas and arguments into more exact pieces of text. Where on a level suited for honours students this point is expanded to the production of detailed and coherent texts with an appropriate use text style, relevant to the situation.

Using the tables presented in this journal gives a wide scope of both some of the skills required in higher education, and how they can be expanded and pushed up to the next level in order to improve a piece of work. 












Similarly, Identify the generic, transferrable skills employers look for in prospective job candidates.


Writing an article for prospects.ac.uk [4], Rachel Swain lists the skills that are currently most desirable to employers, using information attained from a report made following a survey undertaken by Manpower Group. [5]. Swain lists the five most in-demand skills areas for applicants as:
1. IT and data
2. Engineering
3. Sales and marketing
4. Operations and logistics
5. Customer facing and front office

With the report showing share of demand as 27%, 22%, 20%, 19% and, 17% respectively for each. [5] These skills, which are career specific, show where employers are looking for people to fill specific roles, information which could benefit higher education students by pointing them in the direction of specific courses to take as well as what skills can be focused on in preparation for transferring from education to employment.

Swain also lists transferable skills that are highlighted by the survey that employers struggle to find in applicants:

1. reliability and self-discipline
2. creativity and originality
3. critical thinking and analysis
4. reasoning and problem solving
5. resilience and adaptability

These skills that are once again outlined in the Manpower survey [5] are instrumental attributes that can be honed throughout a student’s higher education journey. Developing these competencies not only enhances an individual's prospects for employment but also distinguishes candidates from their peers, making them stand out in the competitive job market.




Section 3: Self evaluation and action planning


· Conduct Self Evaluation exercises to discover your strengths and weaknesses, personality type, suitable career suggestions etc.
(Some links will be provided for you, but you should also perform your own independent research to obtain alternative/additional methods of evaluation such as further on line web based tests).
Show your results. Compare and contrast the findings of these formalised self evaluations to how you perceived yourself before doing the tests. How do the results compare? What have you learned from this exercise? Where do you think you could improve or change?


[on other computer]



· List your main short term and long-term goals (academic and/or personal ones)


The achievements I have decided for myself to accomplish in respect to both my academic and work lives are as follows:

1. Obtain a degree in engineering – In order to progress my career, the achievement of getting such a qualification would be of great benefit. Some of the smaller goals needed in the process of doing so are:

i) Placing a focus on studies which will help to progress the knowledge relevant to the course.
ii) Develop and keep to a structured plan of work throughout the course that creates a balance between various methods of study as well as with work and personal life.

2. Develop skills relevant to the workplace, for example, hand tool skills – during the apprenticeship programme there are various opportunities available to learn practical skills relevant to work – such as various training opportunities and through the movement between various departments. By taking these opportunities to gain relevant skills from a wider range of departments, the opportunity to improve desirability as a potential candidate for a job closely follows.



3. Become chartered by a recognised engineering council. This achievement would create greater opportunities for career options and progressions in the professional world. The Institution of Engineering and Technology [6] have outlined some of the benefits of chartership within their organisation as follows:


i) Recognition that is recognised internationally
ii) opportunities for networking with a global community of engineers and various technology specialists.
iii) Access to cutting-edge research and insights.

All the listed benefits are a huge advantage in the competitive market of work so by joining as a chartered member a candidate is more likely to stand out from the crowd in job applications while also making themselves great assets for a workforce.


From the information you have discovered and documented above, create action plans (that conform to the S.M.A.R.T guidelines) for the Academic and Personal/Professional Skills you need to attain to improve yourself and/or achieve your goals. Do this for at least 4 items.




Section 4: Application 


1. Looking after your data

· Describe the backup strategy you created that obeys the “in 3 different places” rule discussed in class. Explain how it provides a robust level of data protection for any work you are likely to produce during your time in University, as well as any other important data you would not wish to lose. Refer to your own research on Ransomware and explain how your backup strategy would cope with being hit with this type of malware.


During the class on data protection and the discussion of the “three different places rule” I was able to use the knowledge to create a system of my own. The first step in the process is saving the document onto the computer hard drive, either a personal or university device, this provides a basic safe space to store against a corruption of files or a hard drive wipe, saving all documents to OneDrive as a cloud file helps to insure that if the computer storage fails everything saved to the cloud can be easily re-downloaded and accessed by logging into the storage, this also helps with being able to easily go between two devices to work on one file. Finally, the third step of the process is to save a second copy of all files onto a USB device, not only does this also work the same as the cloud by making moving between devices and, protecting against hard drive failure, but also by making files accessible when the cloud is down, or there is no internet connection to be able to access the cloud when necessary. 

These three steps are thought out to work successfully in any common issues as discussed above, providing a robust plan as well as ease of mind by insuring that even if multiple failures happen at once, it is still likely to provide access due to each of the steps acting independent from one another.

Ransomware can be defined as; “Ransomware constitutes a form of malicious software that bars access to your device and its stored information, typically achieved through file encryption. A group of criminals will demand payment to decrypt the files. This can result in the computer being locked or the data either encrypted, stolen, or erased. Additionally, attackers might threaten to expose the stolen data.” [7] This definition by the National Cyber Security Centre shows that by having one method of storing data, there is a greater chance of losing all files to a criminal attack. By using the three steps as highlighted above, should an attack happen, there is still a high probability that access to the lost files through one of the alternate mediums is still likely, such as if OneDrive was hacked into and the data stolen from the cloud directly you would still have access on hard drives as well as on a USB. Similarly, if a hard drive is accessed by a criminal, One Drive would enable you to re-download all lost information with ease.

NCSC themselves discuss the use of the highlighted steps in a second online article. [8] In this article, reference is made to how companies such as Apple and Microsoft provide a free level of cloud storage, such as Apple iCloud proving 5Mb free. This shows how simple and accessible setting up a 3-step protection of files is, as you only need to sign up to begin uploading files for storage.

Also discussed by NCSC is the importance of Data back-ups [8]. Making regular checks of what data is being stored helps to provide piece of mind that the system in place is working properly and effectively for your desired data.











1. Time management and self-organisation:

· Describe what steps you take, or intend to take, to enhance your own productivity, improve your organisation and/or reduce your stress levels. Provide evidence such as screengrabs/pictures showing e.g. your electronic calendar/diary.

A step taken towards improving productivity and organisation that has been used during the course of writing this report has been the use of a GANTT cart [FIG - 5] as shown in the appendix, by creating a list of each section for the report, and then allocating a start date and time allotment to provide a completion date I have been able to create the chart show in [FIG - 6]. By having a visualisation of the report broken down and scheduled it has provided me with clear and manageable goals which are simple to read and easier to stick to. Seeing each due date labelled has been a great motivator to do work before hand, keeping myself to a schedule which means the work has been completed at a reasonable pace, in advance to the deadline, reducing stress and anxiety which is normally present around this type of work. Using a GANNT chart has encouraged tasks to be completed before the dates set in the chart itself, which has opened free time which would have not otherwise been available, which has been a further reduction in stress as it has enabled more time away from working on the project to unwind. 


· Provide screenshots as evidence of your completed e-Portfolio/PDP implementation with a brief written explanation of its content, structure and why you chose that method of organisation (use tools such as the snipping tool as demonstrated in class!).  PUT CHOSEN ONE IN CONCLUSION




[On USB]















Conclusion

To summarise, During the report there has been the identification of ways in which to improve future presentations based on the one delivered earlier in the course. As well as what employers look for in candidates and the most desirable skills that are currently in the competitive job market and discussion of how they can be developed during higher education. Further delving into the sources provided will be a great help to further understanding how and why these skills are desirable and how personal development can be taken to become a more suitable candidate in the future. Equally, by using sources I have been able to understand and discuss skills, strengths, and weaknesses already present, and correspond results of various quizzes and tests to the examples given in the PowerPoint, as well as create a S.M.A.R.T plan on developing the skills which would benefit in the pursuit of highlighted goals and achievements. Finally, discussion of data storage and backup, supported by research, to show how steps can be taken towards protecting against any breaches/ ransomware attacks. I have also been able to show my actions towards planning strategies of managing workloads such as using GANTT charts and to effectively structure tasks and manage time.
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