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INTRODUCTION

         Life is a journey for everyone, we experience new things every day, we learn and we develop new skills along the way. Reflection is a method used by individuals to explore and examine their own selves. Reflection  learning allows persons to look at their learning experience from the outside. This helps them to analyze what they have learned and how far they have come. This report will show a reflection of my learning experience in the academic and employability skills module. I will highlight the position where I was before starting this module and how I felt when new topics was introduced. I will also outline what I have learned in this module and how it has improved my abilities.












ACADEMIC WRITING
Paraphrasing 

         At the beginning of my course I was informed by my lecturer that I would need to paraphrase any information that I have borrowed from writers to use in my assignments. I had never done paraphrasing before which led me to feel very anxious. My lecturer reassured me that there would be an entire lesson dedicated to that particular topic which would give me a step by step guide on how to paraphrase my research. In the lesson I learned what paraphrasing was, the different techniques that I can use to paraphrase my work along with some practice writing.
          Paraphrasing is a tool used to transform ideas and information into your own words. It is used in small paragraphs to rewrite and communicate other people’s ideas and provide evidence for the work that has been done. In order to successfully paraphrase, it is vital to read and understand the original information, establish the key points and then rewrite in your own words and style. The different techniques used when paraphrasing is the use of synonyms, changing the word and changing the word order.  Paraphrasing, summarizing and quoting (UNSW Sydney, 2019).
         When paraphrasing, it is essential to use less words from the source and ensure that the meaning being brought across to the audience is not changed. The paraphrased work needs to  be cited as plagiarism could be attached if it is not. How to paraphrase (Plagiarism. org, 2017). Thorough practicing, I grew in confidence as I now understood what paraphrasing was and how to apply it to my research for my assignments. At the end of term one , I used all three techniques to paraphrase my work and was able to receive positive feedbacks about it from my lecturers. This allowed me to move forward into term two with more confidence and a newly found skill.


Organizing Study

         Making the decision to enroll into university was a big step for me as I was unsure that I would be able to cope with study and family life. In the beginning I struggled to fit in personal study times. I have always wondered how it is that some people seem to have enough time to do everything that they want to, where as I am always rushing from task to task and never seem to finish anything. After my lesson on organizing study, I learned that the key to coping better with my study and family life is being able to mange my time more efficiently. Time management is a method used to organize and plan time between specific tasks. Good time management allows individuals to get more done in less time without the feel of stress. What Is Time Management (Mind Tools, 2020).
         To successfully manage time there are a number of steps that needs to be taken. These include setting goals that are achievable, prioritizing the most important activities, organizing yourself, eliminating insignificant activities and planning ahead. Time Management ( Corporate Finance institute, 2020). On my path to better time management I had to commit myself to change. I was able to improve because I took control of my environment, did better planning and prioritizing and identified the things that needed to change about my habits, routines and attitude. Through my learning, I was able to create a daily to do list. This helped me to identify the my most important and urgent task that needed to be completed daily. I then went on to create a weekly planner which allowed me to plan ahead in organizing specific times for specific tasks.  By incorporating these techniques into my life I was able to fit in my study time and in the end finish all my assignments on time.
         Managing my time better has given me the ability to use my time more productively and effectively. I was able to have the time to do everything I need to without the feeling of stress. This led me to move forward into term two more organized with better time management skills.


ANALYTIC THINKING


         When doing my research for my assignments I tend to get stuck most of the times as I find it difficult to process the information quickly in order to produce my own sense of meaning. At times it will take me hours or even days to grasp a conclusion from my research. My lesson on Analytical Thinking taught me what it really means to think analytically and showed me ways in which I can improve my own analytical skills. Analytical thinking is having the ability to mentally break down complex information into single manageable components. It involves recognizing a problem, collecting information related to that problem, establish ways to solve that problem, testing these ways that have been established and then producing a conclusion. Analytic Skills ( Indeed, 2020).
         I now fully understand the path that I need to take in order to reach my goal of thinking analytically. To improve my analytical skills, I will engage in a number of activities which was suggested in class. These include playing brain games, learning a new thing daily, becoming a member of a book club, signing up for volunteer work and enrolling in a online course. By gaining the ability to think analytically I will in the end possess a number of other skills that will be beneficial to me both in my studies and chosen career. Some of these skills include data analysis, efficient problem solving, effective research and creative thinking. Employers seek out employees with the ability to investigate a problem and find the solution in a timely efficient manner, therefore having these skills will allow me to be marketable.






PRESENTATION SKILLS


         I consider myself to be a very shy person, even though I grew up in a large family I always felt that I got lost in the background as I tend to be less vocal in conversations and any form of social events. Throughout my school life, whenever a question was asked in class I always remained silent even when I knew the answer because I found it very difficult to speak in front of a large group of people. After enrolling into university and being told that presentations was going to be a part of my assessments, I felt petrified. I had never done a presentation before and did not know how I was going to develop the confidence and skills to do this. A presentation is a method used to communicate with a group of people. In order to conduct a successful presentation a lot of thought and preparation needs to be put in. It is essential to get the message of the presentation across to the audience so it is vital that the information is clear. Gaining both the confidence and capability to produce a good presentation will allow individuals to develop themselves and their social environment. Chapman (2020) was a useful source of information.
         During my lesson on presentation my lecturer asked us to write down two persons who we thought was good at public speaking. To my surprise a few of my class mates named me as one. I was in complete shock as this was the first time I was told by anyone that I was a good presenter. No one knew how terrified I was when speaking in front of people. I had a lot of doubt in myself when speaking to people, I always felt that I was not being clear and that my voice wasn’t appealing. I tend to get so nervous that I forget what I want to say, so for me to hear this from my fellow class mates my confidence immediately grew.   
         The key element in conducting a successful presentation is preparation. A lot of time should be invested in this area as it helps to increase confidence and allow you to think carefully about what you want to communicate. The goal of the presentation, the topic, the audience, the place, the time and the duration of the speech are key points that need to be kept in mind when preparing a presentation. All these factors play a vital role in knowing what to say and how to say it. Preparing for a presentation (skills you need, 2020). Through my learning in class I was able to prepare myself for the two presentations that I had. I ensured that I arrived early to check that my equipment was in good working order, I created an opening statement to grab the audience attention and did a lot of practice on my speaking. Throughout the presentation I maintained eye contact and kept the duration of the speech short. Even though I have not received feedback from my lecturers as yet, I left the presentation feeling very good about myself and the way I conducted my speech. Moving forward I feel as if I do not need to hide any more behind the shadows. I can now see I have great qualities about myself and I have a lot to offer. I am more confident now when speaking in public. My energies have been boosted and I feel that nothing is impossible for me to achieve.  















REFLECTIVE WRITING

         A reflection is a mental process where a person looks and think about their personal experience, action, feelings and response. When I first read my assessment brief for academic and employability skills and saw that I needed to do a reflective report about my learning, I thought to myself that this was going to be a very easy task as this report is about me and my experience. This was not the case. During my lesson on reflective writing, I was asked by my lecturer to write a short reflective piece about my lesson. To my surprise, when I took up my pen to begin to write I did not know where to start. I had all the information inside my head but did not know how to put them together in order to create my reflective work. I went away and thought about it and all that I could come up with was a single basic paragraph. I showed it to my lecturer and she told me that I had an idea of what needed to be done but I must expand on it to make it better. She then told me to write another reflective piece. The feedback from the second piece was better but I was not there yet. She then asked me to do a third piece, the feedback from this was very good. She told me that this piece of work could easily be a part of my reflective report.
         Reflective Practice is a learning experience, wherein you think about what you did and what happen and then make a decision about what you would do differently next time. Through this experience self-awareness is increased and creative thinking is developed. Reflective Practice (Skills You Need, 2020). Reflective writing is an analytical practice which involves the examining of your own experiences and recording the impact it has on you and how you plan to move forward with what you have learned. Reflective Practice Tool Kit (University of Cambridge, 2020). Practicing my reflective writing and receiving feedback from my lecturer each time allowed me understand what reflective writing is and gave me the skills to be able to get better at it each time.



CONCLUSION
         
         To conclude, reflective practice can be used in any area of a person’s life, whether it be study, work or everyday life. This reflection report has helped me to see myself from a different angle. I am now able to see my achievements since enrolling into university and I am also able to see the things I need to keep working on in order to improve myself. I will continue to reflect on myself not only in this module but throughout my study life. I will also bring across this reflection practice to my personal life and chosen career as it will progress myself development. It will take time for me to adopt the techniques needed for reflective practice but eventually it will allow me to improve my learning both as a student and in relation to my life experiences.
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