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1. INTRODUCTION


Learning has an important impact in human’s life. From the moment, we are born until we stop breathing, human keeps on learning and developing himself. It is not always about everything that include reading or writing, learning can be any acknowledge of something that we did not know. 
 E.g.    -Baby can learn how to crawl or talk
            -We can learn how to drive a car.

When it comes to certain skills (hard skills/soft skills), human tend to go to university or college or any other appropriate place to learn about them. This is how we develop academic skills.

Most student find it very difficult to adjust their academic life to their professional or private life as many among them have either a full-time job or a busy schedule, it is a very challenging time and we need to find or develop the necessary skills to help us all through the academic period even after that.

In this module, I will explain how the learning of academic skills has helped me to develop both my academic and employability skills and how to strengthen them or overcome my weaknesses.







2. REFLECTIVE REPORT

2.1. Academic skills
2.1.1 Academic writing  
Writing and literacy are generally seen as forces for good. It needs saying that a person who can read and write has greater opportunities for fulfilment than one who is illiterate. 
According to Els Van Geyte (Geyte, 2013), academic writing is done by a student for other student to read it and can be done under many forms such as journal, articles, dissertation, essay… 
In academic writing, technique that we use a lot in speeches are unlikely to be used in formal writing. Formal writing is not about writing difficult words.
I have learnt that when you are explaining something in your text, you can start off simply, then rephrase parts to make the writing more formal. 
Before starting university, I was aware of the need of formal language. The problem is that it was difficult to tell what is formal and what is not. In term 1, I have learnt that formal language is in a way my everyday language or words that we use a lot when speaking. E.g.
e.g. Informal: It was, like, five bucks, so I was like “okay”.
       Formal: As the price of five dollars was reasonable, I decided to make the purchase without further thought.

Also, I have learnt that the use of abbreviated forms of verbs such as “can’t, shouldn’t… is fine in informal writing such as emails, text message but contractions are not acceptable in academic writing. 
I was a bit confused regarding the personal pronoun “I” and what I have learnt is, unless you are writing an essay or a biography, it is preferable to use “WE” instead.

 At the end of term 1, I understood that academic writing needs to be efficient by fulfilling it is purpose without saying much and modest as it’s need to be respectful of others’ ideas.
But for a good academic writing, you should be aware of 2 main points: summarising and paraphrasing.
Summarising:
What is the need of summarising in an essay? I understood that summarising is important when reporting someone else’s ideas or putting in your own words the ideas of another writer. It is very important as its helps to develop our critical thinking skills. 
For a good summarising, I learnt to:
                             -identify the key idea
                             -take some notes
                             -organise my notes into a logical order
                             -link the ideas concisely

Paraphrasing:
In my understanding, paraphrasing is not about substituting words for other words or changing the word of the original sentence, doing this can lead to the original text being reproduced.
Through this module, I have learnt few techniques for a better paraphrasing:
               * read carefully,
               * think about the main idea,
               * write the idea in your own words,
               * compare the original text and your ideas to make sure they are different,
               * cite the original source.
  
2.1.2 Referencing 
According to Richard Pears and Graham Shields (Pears and Shields, 2016) referencing “is the process of acknowledging other people’s work when you have used it in your assignment or research.” This will help your readers to find your material resources in order to read it themselves and verify the authenticity of your argument.
Before to start this module, I had no idea about the good way for referencing in order to avoid plagiarism, in fact, I did not know the existence of this word until last term. But then I asked myself: “why do I have to reference? When to reference? How to reference?”
During this module, I was half way of my assignments. I was about to cry as I realised that what I wrote was far from being an academic report and I may fail, therefore, I had to rewrite my assignment, using summarising and paraphrasing in order to avoid any unfair practise.
· Why do I have to reference? I have learnt that referencing supports and strengthens your argument in a sense that using someone else ideas in your own way to support your ideas show that you have learnt something and you can defend it or contradict someone else ideas show that you know what you have learnt and stand by it.
· When to refer?  It is very important to show where your ideas and data came from, to reference your quotation clearly and to set everything out according to academic rules.  
· How do I refer? The list of references it’s done in an alphabetic order at the end of your work and according to your finding’s origin as they are different methods for different sources. In week 5, we were given a Referencing Guide UWTSD School of Business 2010 File  which is a booklet about all the different methods of referencing and it was a great help to me.
 
Many times, I saw myself in front of a piece of information or material that is so use for my assignment and I did not want to change a single word, I have
learnt that in this case, I should put it in quote. According to Brendan Hennessy (Hennessy, 2009), Quotation is the use of the exact words of another author.
Referring to Bryan Greetham (Greetham,2013), plagiarism is the failure to acknowledge all those who helped us in our findings. I have been given firm direction that this practise could lead to a failure because it is prohibited in the academic writing as students have the moral obligation to acknowledge anyone who played a role in the building of their work.
I concluded that, to avoid plagiarism, simply: - show that the text is not yours by putting it into quotation marks or by breaking them off.
                                                                                 -apply you referencing scheme.

2.2. Employability skills
2.2.1 Time management
Time management can be seen as one of the employability skills when working in a very busy place. As student, I had to balance the time that I devote to my study and my family. Although, I have more freedom over certain choices than many others, deciding to fit everything in is a big problem. Jacqueline Connely and Patrick Forsyth (Connely and Forsyth,2010) said that a good time managing allows you to be more productive by doing more and being able to focus on your priority tasks and I agree with them as from personal experience, I can tell you that intelligence is of less importance than planning when it comes to success in studies or in the world after university.
[bookmark: _GoBack]Through the terms, I have learnt that being organised is a big tool for an effective time management. As for myself, I did so by: 
	1. Planning weekly

	2. knowing my priorities

	3. establishing daily routine

	4. setting goals








The module provided us with a “TO DO” list which was helpful to me as I was able to change or prioritise my activities.
2.2.2 PowerPoint
Noted that PowerPoint is not only for academic use but also for any other places that will require a presentation. The learning of this subject helped me to have a better presentation in my Term 2.
I learned that PowerPoint is a very sensitive field because you need to reduce words in the maximum, use image and be aware of your body language. According to Dr Albert (Mehrabian,1972), human tend to memorise 7% of words, 38% of the voice tonality and 55% of your body language. Therefore, while doing your presentation, you need to make sure it contains:
· 8 seconds per slides
· 6 lines per slides 
· 6 words per lines


3. PERSONAL ANALYSIS PROGRESSION

3.1. SWOT Analysis
Following Kolb’s learning cycle (Kolb, 1984), I was able to determine my strength and weakness through academic experience and to understand the meaning of my experience. It was not always easy to do as sometimes things were beyond your control.
· Strength: Despite being a full-time mother of 2 toddlers, I was able to commute, twice a week, from Essex to South-east London after dropping the little ones to the childminder. My commitment to learn and my desire to have very good grade were feeding my person with the will of being present and participating to the lecture in any way possible. Also, being surrounded by students that were willing to learn as much as me had helped me to develop a deep desire to carry out with my studies.
· Weakness: Belbin (Belbin,1981) defined 9 characters of people and I can refer to myself as a Team Worker. According to him, a team worker is loyal to the unity of the team, builds on ideas, very good communicator, dislike confrontation and help others to calm down; which describe my personality when it comes to work in a team. The weakness of this character is to be indecisive in crunch situation, e.g. when it comes to group assignment, I tend to do 65-70% of the task because most of us have different priorities and bring everyone together is a big challenge. In the 1st group assignment, we had 1 student who could not be bother to do his task and we had to decide either to let him go or to tell the lecturer. I could not decide as I felt sorry for the student and this led to frustration and stress in the team because few wanted him gone.
· Opportunities: Earlier this year, we received a text message from the university to let us know that the campus was closed due to the bad weather. Many houses suffered from this bad weather, but I enjoyed it with my family, we played in the snow and we even made a snowman. It was a day full of laugh and joy and made some priceless memory out of it and during some bank holidays or academic breaks, I read and did some work on assignments.
· Threats: My English level is a considerable threat to both my academic life and my career. Everything I have learnt or have on my CV countless if I cannot express myself with a pure language. Many times, I have been refused a position due to my English level.

3.2. Personal development plan
-After my second presentation, I felt more confident and less stress to talk in front of people. Now I know where to stand in presentation how to talk accordingly to my body language and the words on the board. 
-I will try to say my thought and be more outspoken in crunchy situations and stop doing other’s student part of work.
-Take advance lesson to improve my English level, read books and make more conversations in English.



4. Conclusion

The academic writing is more about writing your thought in a formal way. We should not forget that for an efficient academic writing, the student needs to make a healthy reading according to the subject. Skimming is very needed in academic reading as this will help to ease the student’s read and allow the critical thinking skill to take place.

When it comes to employability’s skills, students need to learn how to take advantage of what they have learnt in their studies and put it into practise because nowadays, employers tend to recruit postgraduate as they are full of skills, and most of the time, they bring new ideas in the company. 
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