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Introduction

For my reflective essay I chose a very well known model of reflection which explains how a person can learn from an experience. Kolb’s Experiential Learning Cycle was published in 1984 and is composed by four stages It is a way of learning from experiences rather than receiving a lecture-style transfer of knowledge.
This reflective writing enhances the learning gained and  strengthens the purpose of the module: to teach the students about academic skills, to encourage us to make use of the knowledge, but also to help our own professional development and become more employable by learning how to achieve targeted skills by the employers and  how to present ourselves to the employer.
The aim of my reflection is to assess the learning occurred in the module Academic and Employability skills and I will focus only on four of the topics covered: Time Management/ Organising study, Paraphrasing, Summarising and Referencing.
I will use Kolb’s Experiential Learning Cycle to reflect on each of the experience because the model involves actively the learner and guides him through different cyclic stages that can be repeated.
According to Kolb (1984) the learning cycle has 4 stages that focus on experience, reflection, conceptualisation and planning. The concrete experience stage begins with the description of the experience, the feelings involved, the second stage the reflective observation assumes watching, assimilating, the abstract conceptualisation stage entails thinking and the fourth stage active experimentation implies converging thinking and doing (Figure 1).
The advantages for using Kolb’s leaning cycle is that it can be applied in all sorts of experiences, personal or professional. Another advantage is that it is a hands-on learning combined with traditional teaching. A disadvantage for this model is that learners have different learning styles and for a teacher can be difficult to organise the experience to address all the learning techniques and that is why is preferred to know what types of learners are involved (Schon, 1991). 











Figure 1. Kolb’s Experiential Learning Cycle
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Time Management/ Organising Study

The teaching session on Time Management/ Organising study occurred at the beginning of the module and it was delivered online and using Moodle. Before this teaching session I was not aware of the theoretical literature on the topics. I realise how chaotic was my learning before and which were the barriers to achieve efficient results and meet deadlines.
The abstract conceptualisation stage concludes the learning from the experience. It taught us methods on how to organise our study during this module, but also for all the other modules whilst studying at the university. The time management topic highlighted the way of keeping organised using timescale for activities and thinking about the priority of the activities in order to achieve efficient results. The SMART objectives which means setting objectives and goals that are Specific, which refer to setting timescale based, real activities with a desired outcome, Measurable meaning that the objective can be trackable, Attainable meaning that the objective should be possible to realise, Realistic meaning that the objective should be correlated with own capabilities and limits, Time-bound meaning that it should be applied a deadline (Knight, 2012). 
The Active experimentation  stage is more subjective as it refers to my future.  Time management skill will help me get organised with my learning, with writing assignments and submitting on time, but also will help me with my secretary job which is about being able to work efficiently for the employer.  I will use The Eisenhower Matrix (Figure 2) which will help me prioritise my work. It has 4 separated sections Do, Decide, Delegate and Delete, organised under Important/ Not important, Urgent/ Not urgent. My assignments are important and urgent I must do them now. My housework is important but not urgent, it falls under decide section,  I will schedule it for the days I do not have classes at the university.  Running errands is urgent but not important for completing other tasks on time, it falls under delegating, and I will ask my partner to do it for me. Watching television is not important and not urgent and I will eliminate it for the time being.  
Figure 2 The Eisenhower Matrix[image: ]

Paraphrasing 


The next experience I want to reflect is the teaching session on Paraphrasing. The topic was covered in week 4 as part of the Academic Writing in the first session. During class we were asked to participate at activities to practice the paraphrasing and we received feedback from the teacher.                                                     
This topic assumes students ability to make use of the published literature regarding theories, concepts and case studies, by extracting the desired ideas using own words and understanding, in order to create arguments and analysis. 
Paraphrasing  is defined as the repetition of  “something written or spoken using different words, often in a humorous form or in a simpler and shorter form that makes the original meaning clearer” (Cambridge Dictionary, 2020).                                            
Rewriting the text using own words is not sufficient, it has to have the same meaning of the  original passage. Paraphrasing is used instead of using quotation which keeps the text as it is and  it is put in quotation marks. Paraphrasing highlights reasoning and understanding of the selected work and gives more value and originality to the own work.  Acknowledging the author is an important step which has to be stated every time. There are certain steps that can be used to paraphrase. To ensure better understanding of the text it should be read a few times. After that it should be noted down the key concepts form the text. The next step should be to rewrite the text from memory using synonyms, changing word class and order. Synonyms can be found using online dictionaries  and changing the word class for example from noun to verb and rearranging the word order also. At the end  double check the original text and make minor adjustments if required. Always to be cited the author who’s work was presented (Chuong, 2017). 


       Summarising

The next topic summarising was covered in week 4 as part of the Academic in the second session. We were explained terms and techniques and we practiced summarizing receiving feedback from the lecturer. Before this experience I knew how to summarise, but through this teaching experience I learned new techniques to work with and the correct way to acknowledge someone’s work. 
Summarising is  the presentation of  “the most important facts or ideas about something or someone in a short and clear form” (Cambridge Dictionary, 2020).
When searching for information that interests the learner, it is important to identify the key information that it is needed. Through own research I identified new terms regarding the summarising topic which enlighten my understanding. There are two types of skills that can help you summarise texts such as skimming and scanning. Skimming is going through the text to obtain a general idea of it, picking up key words or key sentences to understand the idea presented within the text. The first sentence in a passage is usually the topic sentence, but the text should be read in totality even when skimming in order to be able to summarise it. The scanning skill is identifying the key words or key sentences on a specific targeted information. When summarising there are several aspects to look at: the key information, the topic sentence and identification of the main point, creating a list with key points and summarise only the main ideas (BBC, 2020). 
As I started working on my assignments I put in practice the knowledge learned on paraphrasing and summarising. In my individual presentation which analysed my academic and employability skills I paraphrased the definition of SWOT analyses and I was able to summarise main points on what is a Personal Development plan used for. Also for my second presentation the group presentation for Digital Skills and Research Methods I was able to summarise Barclays activity regarding implementation of modern technology, presenting only the key points on the slides. I will continue to use paraphrasing and summarising in my assignments in order to avoid plagiarism and create an original work.


Referencing

Referencing was taught in week 3 when we were introduced the topic, using power point slides and videos and in week 5 when we continued the topic with practical exercises. 
The Reflective Observation stage implies reviewing the experience. When reflecting on this experience I can reason the selection of this last three topics which are part of the academic writing and their application is welded towards the same purpose which is: learning how to make use of publish literature. Before this experience I did not know how to use referencing and this was a very positive experience for my learning. The in-class activities help me exercise referencing and understand the correct way to write it to the university standards. The teacher told us that referencing is part of the marking criteria and we should pay attention on how we do it. 
Referencing is very important for my academic writing skills and in order to achieve my SMART objectives I will ensure I have good referencing in my assignments. 
According to Referencing is the acknowledgement of other’s work that makes possible the identification of the source by the reader. Without acknowledging the source from where the text was taken, it is considered be plagiarism because the authors were not acknowledged in the references. Knowing how to reference is essential for a student as it is part of good academic practice. Majority of universities practice a specific system of referencing called Harvard Referencing. At the university where I am learning we have the topic covered in the Academic and employability skills module and  there is a guide available for all students. The article offers guidance on referencing styles, on the correct utilisation with examples for students organised in a handbook. The university recognises four referencing styles depending on the area of study (UWTSD, 2020). 
From this experience I gained valuable skills that I will use during my studies. I will reference the published literature used in my assignments using the Harvard referencing system. For this new skills I need to be organised, to make notes of each source I use and to present them in the required way. I understood the importance of using the reference system so that the reader will be able to locate my sources.


    Conclusions

My personal development is more realistic through  continuous learning and extra learning provides me more understanding and helps me in taking decisions.
This module created the bases for my academic development as it ensured we had the ability to write assignments, to know how to paraphrase, summarise, reference which are required when studying and writing assignments. The learning experience from the module  was a successful experience for me as I learned a lot participating at the classes, paying attention to the teacher’s explanations, but also realising the practical activities as good as I could for that moment. Further research strengthen my knowledge on the topics covered in the module and made me more confident in applying them. I consider I made good progress regarding a multitude of skills that I did not had before or I had basic knowledge. 
The process of learning is an ongoing process and perseverance is the key to success. This module helped me with my professional development also. It taught me essential skills to become more employable such as writing skills which will also improve my communication skills, but also time management skills which will improve my work. 
This reflection is another modality of learning from the experience from Academic and Employability skills module. Even though this reflection is part of our assessment and it is still to be marked, I am confident that the effort and hard work is mirrored in my own improvement. 
This reflection developed my potential and enhanced my learning through the experiences that took place in the context of university teaching. 



       References

BBC (2020) “Summarising” [Online]. Available at: https://www.bbc.co.uk/bitesize/guides/zs2fvcw/revision/1 (Accessed 9.12.2020)

Cambridge Dictionary “Paraphrasing” [Online]. Available at: https://dictionary.cambridge.org/dictionary/english/paraphrase (Accessed 8.12.2020)

Cambridge Dictionary “Summarising” [Online]. Available at: https://dictionary.cambridge.org/dictionary/english/summarize (Accessed 8.12.2020)

Chuong H. (2017) Paraphrasing Strategies: 10 Simple Techniques For Effective Paraphrasing In 5 Minutes Or Less, Independently published

Knight K. (2012) Mind Mapping: Improve Memory, Concentration, Communication, Organization, Creativity, and Time Management, CreateSpace Independent Publishing Platform

Schon D. A. (1991) The Reflective Practitioner: How Professionals Think in Action, London: Routledge 

UWTDS (2020) “Referencing” [Online]. Available at: https://www.uwtsd.ac.uk/library/student-essentials/referencing-handbooks/ Accessed 9.12.2020





4

image3.png
The Eisenhower Decision Matrix

Urgent NotUrgent
Do Decide
Delete




image1.tif
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




image2.jpeg
Concrete
Experience
(coing  having an \

experience)

Reflective
Observation
(planning  trying out (reviewing [ refectng
what you have learned) onthe experience)

k Abstract l

Conceptualisation
(concluding / learing
s onadissaee 4




