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In this report I will be analysing my academic progression through term 1 to term 2. In this report i will be including any in class work i have produced, any skills i have learnt and how i would go on to apply them in a real life situation. I will include time management, analytical thinking, critical thinking, a personal development plan and a cv, I will then go on to explain how each mentioned topic can help build my skills and impact my future. 

Time Management equals 

Less stress,
Better solutions.

Better quality results.

Smyllie K, 2020.



What is time management and how is it effective?:
Time management is when you break your time down into sections to reach a stable goal in a set deadline. It is a key factor in any form of life. ‘Good time management enables you to work smarter – not harder – so that you get more done in less time.’ (What is time management?).  When you learn how to time manage you instantly have a calmer way of life as many things aren’t rushed and you have time to edit or  recreate your idea without failing your deadline. Many people use time management inside of the workplace as well as outside. 



What is analytical thinking?
‘Analytical thinking is a critical component of visual thinking that gives one the ability to solve problems quickly and effectively. It involves a methodical step-by-step approach to thinking that allows you to break down complex problems into single and manageable components.’  (IQ Doodle). This is a skill I was personally glad to acquire. This skill is often confused with critical  thinking and although similar they are two different types of thought process’. 

Analytical thinking involves breaking down complex information into smaller parts while critical thinking involves taking outside knowledge into account while evaluating information. (The peak)

Smyllie K, 2020.
CRITICAL THINKING

ANALYTICAL THINKING


As i would like to own a nursery i find these skills to be crucial as i will be able to figure out any pros or cons that can arise. This also helps me when it comes to the planning side of my business as this will be able to help me think about all the internal and external factors I would need to open my business. 

Analytical thinking would have me thinking about things such as costs, equipment needed, target audience, competition and how many staff members I would need to keep a nursery a float and legal. These are some of  the key factors that would need to be identified when trying to own any business, by  identifying and making a fully structured plan your business is more likely to go to plan and any inconveniences would have been thought about and can be reconstructed. 
So what is critical thinking?
Critical thinking is a broader scale of thinking. It is an extra self assistance skill. It helps exclude irrelevant factors as assistance is sometimes questionable. 
                        ‘you don't simply accept all arguments and conclusions you are exposed to but rather have an attitude involving questioning.’ ( Study.com )
‘It requires wanting to see what evidence is involved to support a particular argument or conclusion.(Study.com)
This is a very diverse skill and can be used in many aspects of life. During life many unfortunate situations happen which are out of a person's control, critical thinking is something that is taught and not many people take it upon themselves to learn this skill.  
‘A person with a good memory and who knows a lot of facts is not necessarily good at critical thinking. A critical thinker is able to deduce consequences from what he knows, and he knows how to make use of information to solve problems, and to seek relevant sources of information to inform himself.’ (C01)

I have learnt that critical thinking is a very reliable source when it comes to planning for future reference, for current situations and to help resolve any issues.
What is a cover letter?
A cover letter is a letter that will come be

What is a curriculum vitae?
A curriculum vitae (CV) is a page of content containing relevant background information to help an employer have an understanding of a future employee. This page will contain information such as your name, your phone number, email, any past job titles and character references that you may have acquired along the way. In a cv it is good to include any occasional hobbies, awards or extra information you may feel is relevant in a work environment. In a lecture we were asked to either create or recreate an updated version of a cv that met all of the current requirements. I found this task to be a very humbling experience and it is also an inspiring skill to have as you are putting yourself on display for another person to create a perception of you that should represent you accurately if executed correctly.

If you create an untrue perception for yourself for employers to see, it is important to understand these people will test your stated abilities and if you can not perform to certain demands then you will have a higher chance of having to restart your goals. 
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This is my current cv to date,in this cv i have expressed my skills and hobbies in hope to make my future employee have a grasp on my personality, my background, my main field of work and the area i am based in. 


What is a personal development plan?
A personal development plan (also known as PDP) is very much what it says. It is a plan in which you acknowledge both strengths and weaknesses of an individual and aim to develop a plan of action which either consolidates strengths or reinforces weakness’. The aim of the plan is to help with progression in an individual's career, help with self reformations and help get a better understanding of how to progress. 

Area of development: 
Confidence: In the beginning of term 1 i felt very uncomfortable, i had no idea what to expect, how hard the work would be and how much time it would take to present my ideas. 

How to achieve my goal:
Try to speak out more, when i am in lecture try to engage in the group conversations, which will help when it comes to the group work. Ask questions. What i do not understand: make sure it is understood to the best of my knowledge before leaving that current session. 

Deadline for goal:
Mid of second term, i would like to be able to understand how the university 
Operates and how I can adapt to my current environment to make it easier for me to stay focused and on track. 
                       

                      Reason for goal: I find it hard to concentrate when i'm constantly hiding away from                 things in a setting im trying to work in so by having confidence and speaking out i’m able to build relationships with people in my surroundings, making it one less thing to worry about and making it an easier work environment to produce high quality assignments.

Whilst doing this PDP I identified my weaknesses and found ways in which I can operate around them, whilst indirectly dealing with the issues at hand by not making them a priority. These will also help with my employability skills as I am able to identify and adapt to my current circumstances. 

So what are employability skills?
Employability skills are the skills needed when trying to apply for a job, they are the skills that employers look for when they are contemplating hiring you and they also help them know what to expect. There are multiple types of employability skills.

Types of employability skills:

Problem solving: Problem solving is one of the main skills needed in any aspect of life. Without it, it would be very hard to get through day to day life. When you have the ability to problem solve as an individual or a group means that you are able to come up with many solutions to problems, which can also lead to new ideas.

Adaptability in this world is crucial, adaptability means you are able to compromise with any given situation handed to you and can still produce good results. In a workplace such as a childcare setting, being able to adapt is a main part of your job as children are constantly doing spontaneous things and it is a constant battle against drawing the line with safety and fun. I learnt that adaptability is walking into a classroom knowing nothing and leaving with a broad idea.

Written communication:
Written communication is a form of communication that is used across the world, it is important because many people use this type of communication to record a lot of things such as records, health information, secret data many people don’t even know about. For some people who can not speak written communication is one of the only ways to be heard. In a workplace it is important to have this skill because data that is incorrectly recorded can lead to incorrect conclusions, leaving a wide opportunity for a problem to arise. 
By focusing on gaining employability skills and taking out time to understand the full structure behind what goes in to knowing oneself, you automatically learn how to productively turn a situation from good to bad, adaptation is always going to be one of the key skills I take from term 1 of my course until my end of time. 

In my time of studying my academic and employability module I have realised a lot of life is about understanding certain concepts in timely matters, breaking down the situation carefully, analysing every single piece that has been taken apart, risk assessing everything and then slowly putting everything back together and adding your own adjustments. I have gained confidence by speaking out during lectures and receiving feedback and support from either my lectures or peers. I felt as if I did not fully understand what it took to present myself as someone who could confidently talk in front of anyone and feel like I was heard. I have learnt that a true team member is fair, and being able to work in a group is priority as many workplaces include working as a team. I was able to work on my written communication skills and I produced a curriculum vitae which was up to a standard I felt comfortable enough to now use as my personal go to cv. 

Overall this module was very effective in teaching me what it takes to become an ideal team leader, team mate and a normal person. It helped me grow more into a person as I am presenting myself differently on a whole to feel more like the woman I grow to be everyday. This module was effective in making sure I knew how to understand the misunderstood, change my thought process and helped me become a better person in and out of the workplace.
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EXPERIENCE

St Matthias, Wordsworth Rd, Stoke Newington, London N16
8DD — Nursery assistant - July 2015 - July 2015

‘This job experience was a part of my work experience during secondary
school. Ilearnt a lot on rules, regulations and basic day to day schedules.
Iassisted the children with activities and was asked to lead an activity.

Nappy gang nursery, 100 Oliver Rd, Leyton, London E10 5JY—
Nursery assistant

October 2016 - February 2017

Inmy role of nursery assistant i was awarded key children which meant
ITwould monitor certain children whilst also looking out of the rest of my.
class, I was often put in charge of the class and had to plan certain days
outand lead them effectively alongside my colleagues. I also had to
change children, prepare meals and snacks and wash up after my
children. In this job, I learnt a lot about patience, time management,
quick thinking and respect for others.

Father to Father, Various venues — Family/Group workshop
February 2017 February 2017

‘This workshop is about bringing families together, working in groups
ranging from 6-20+, leading groups, and I often find myself in frequent
conversations as they are usually busy events.

EDUCATION
Cardinal Pole, — Maths(B) and English(A) GCSE
September 2011 - June 2016

University of Wales, Trinity and Saint David, Winchester
House, 11 Cranmer Rd, Vassal, London SW9 6EJ — Currently
studying - Higher education skills for the workplace Level 4 .
(Leading to Business management)

October 2015 - October 2020

134 Gascoyne House
Gascoyne Road E9 78N
07517188221
Ksmyllie1@icloud.com

SKILLS

Ican stay focused in a busy
environment.

Effective communication
skills.

Excellent time management

Problem solve

HOBBIES

Singing.

Talways need to be doing
something whether it is
writing or physically
working.

Writing, Reading.

SELF DESCRIPTION
Tam avisual learner, and I'm
afast learner, i am a very
outgoing happy person, Iam
always up for new
‘opportunities and can always
beahelping hand. I have
excellent time management
skills and I am improving my
effective team working skills
every week with the help of
my course. I feel that i have a
lot to offer any workplace and
can adapt to any working
environment. T have the
ability to work autonomously
and meet deadlines.




