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Reflection on my learning in Academic and Employability Skills

Introduction
In this report, I will analyse my own experiences throughout this whole module of learning which is Academic and Employability Skills (ACE)- (BMSW4001 LON) studied at the University of Wales Trinity Saint David. I am going to apply a reflective method to 4 topics covered previously: time management, paraphrasing, referencing and public speaking and giving presentations. These topics were chosen by me as these have had the biggest impact on my learning and personal development. Reflective learning is highly individual, and each person’s experience is different from others. I will make sure to clarify and focus on my personal development, thoughts, feelings, impressions and difficulties I’ve had. I will make logical connections between the material covered by the teacher along with the usefulness of these topics for my future. Each topic will be reviewed in-depth to indicate if it was or it will be useful for myself.



Reflection Method
Reflection is defined as “serious thought or consideration” (Oxford University Press, 2018).  There are several methods of reflection which often have the same scope, to perform an analysis and a consideration on something done before. Some of the reflection methods can be much simple and some can be used as deeper analysis. Often these simpler methods of reflection are not accurate, and they don’t deliver information precisely. However, any method of reflection will help increase learning as individuals can draw on their own experiences. 

Thus, in this report, I have chosen Atkins and Murphy’s (1993) cyclical model of reflection. MSC Student (2016) believes that this method of reflection is “good for deeper reflections” and it encourages individuals to deliberate assumptions. Its 5 points of reflection provide students with the choice to display their feelings, actions and even discomfort that there may have occurred in the past. I thought that this method of reflection is appropriated for myself as I like to analyse experiences in complexity. Also, I considered that my reflection on my learning using the Atkins and Murphy’s (1993) reflection method will be more effective as it will allow me to evaluate any obstacles and create alternatives. 

To provide a clearer reflection on my learning I am going to follow crucial steps from the reflection method chosen. Zeeman (2019) explains the 5 steps of this meaningful level of reflection. Each of these delivers a different mission.
· 1st is Awareness which is extremely important as it explains what happened in that specific situation and it analyses personal thoughts and feelings that have been felt back then. 
· The 2nd step in the development of a reflection is to Describe what?  where?  and when the event happened?.  The key events will realise a better understanding of any discomfort occurred, which will be easier to learn from it. 
· In the 3rd step of the model of reflection is to Analyse any knowledge I already knew about the topic also what were the differences between reality and assumptions similarly, what would be my reaction if something else has happened. This step is crucial for determining & examining if the assumptions and the knowledge were correct or wrong. 
· 4th step of Atkins and Murphy model of reflection is Evaluate and this is the one that may hugely differ from one to another’s person. For the simple fact that each person’s evaluation is completely personal, and the analysis of scenarios and potential behaviours differ. 
· The 5th step is to Identify the leaning as an overall experience and how it may help me in the future.

 
Reflection on leaning Time management

Cambridge Dictionary (2020) believes that “the practice of using the time that you have available in a useful and effective way, especially in your work” is the definition of time management. 
Upon receiving the specific topic in the online lesson, I internally groaned. I was aware of what time management is, what it represents and what does it require to be successful from previous experiences. My thoughts on this specific topic were of boredom as I read before about it in articles such as “What is Time Management?” (Mindtools.com, 2017) and I thought that that was all I had to know about the topic. Looking back at that situation, I was wrong, as I thought that the teacher is going to present the same information I already knew.

This event happened in the first week of this module of Academic and Employability Skills. The professor presented to us at the beginning of the lesson that we are going to learn about time management. He personalised a specific PowerPoint presentation for the lesson with very detailed information about time management. The key observations described how organisation and time management link together which I did not realise before the lesson. The presentation also included ways to improve our time management effectively. 
 
To analyse what I already knew before the lesson was quite limited. I just knew that being on time brings a good impression on myself. Both in school and in a work environment being on time was necessary. However, I have realised that I was wasting time because of the way I was organising my time later on. The tutor provided us with some activities in the lesson that could take time management into a deeper perspective. He made us analyse how we managed time effectively in the past 2 days (Table 1) as in a list format where we should also review our priorities and the use of time. At the start I thought that this was a pretty simple and straight forward task, later on, I have struggled immensely as I realised that besides, sleeping, eating and being on my phone or watching Netflix I don’t comprehend anything else on a day even though I have loads of important things to do. I realised that I rarely achieve my priorities because I don’t manage time well and because I let myself convince my brain that tomorrow is the day that I am going to complete the task. 
      
To evaluate the situation, my knowledge and assumptions about time management were not wrong, but they were limited. On the grounds of this, the teacher once again proved that to me when he asked us to complete the “The Eisenhower Method” (Table 2) where I realised that the “not urgent tasks” were pretty much what I would do in a day and the important tasks would be leftover because of my lack of attention and organisation. I felt upset about the fact that my vision on time management was weak, but I was sure that this could be improved. 
    
One helpful thing that the teacher did was attaching articles about Time Management Techniques (Table 3) for us to look at after lessons. My overall learning was successful in time management. The difficulties met by me were shortly fixed. I started planning my days in a journal, in bullet point formats; I am now completing the priorities of the day first; I achieve what I plan the day before because I wake up earlier; I set reminders and also, I set a limit of time to be on my phone daily, which helps me focus more on studies but not social media. Now that I manage my time effectively I have more time left to spend with my family and friends which is very beneficial for my personal development. The in-depth perspective created by my teacher on time management surely will be used in future situations because time management is one very important skill to be taken into consideration by each individual. 

Reflection on leaning Paraphrasing
(Oxford Learners Dictionaries, 2020) believe that paraphrasing (something) is to express what somebody has said or written using different words, especially to make it easier to understand. 
The teacher communicated to us that we are going to learn about paraphrasing in week 4 of the study. When I first heard of “paraphrasing” in week 3 when we learned about referencing, I was confused about what could that be as I have never heard of it before and no one has mentioned it to me in the past. As I didn’t know what paraphrasing means, I assumed that it might be a deeper analysis of a phrase. However, I felt confident and I was determined to learn about it. One thing that was clear to me from week 3 was that it links to in-text citation and referencing, so I was feeling quite confident about it. When the importance of the topic and the situation occurred, I approached the topic extremely seriously. 
The lecturer once again prepared a detailed PowerPoint presentation on paraphrasing where he clearly explained that paraphrasing is an essential skill where the action of writing someone else’s ideas in my own words occurs. He then made us complete some activities and practice exercises in Paraphrasing (Table 4) where I did good in as my teacher said so. While everyone else was thinking over the answers to the activities I was finished with my task and was just waiting for everyone else to finish which made me feel very proud of myself. It was straight forward, and I understood the topic easily.  
To examine the effectiveness of the topic, the lecturer explained the importance of doing paraphrasing and avoiding plagiarism. Then he delivered the techniques of doing paraphrasing: using synonyms, changing word class, and the word order in a sentence.  I felt really good about it because this was a simple topic that could be executed by me with no obstacle. On the grounds of this, videos of paraphrasing, and other paraphrasing exercises (Table 5) were attached for us to practice on our own time, which was very useful for me. 
The use of knowledge in paraphrasing came in naturally in my experience, I am sure that I have previously done this type of exercise in college, but I didn’t know that the action itself was called paraphrasing. If referring to my assumption I was foolish, because paraphrasing is not a deeper understanding of a phrase but is so much more than that. 
This topic was very useful to me, and it will be used by me in the future when writing reports and making references to specific articles or books to give the credits to the authors but at the same time make sure that I do not commit plagiarism which could end up in misconduct and other consequences. 


Reflection on leaning Public Speaking and Giving Presentations

Spencer (2018) explains that these 2 links together and are spoken presentations given live to an audience. 

I have been always afraid when coming to speaking in public especially to a big audience. When I have been told by the lecturer that we are going to learn about giving presentations and public speaking I felt relaxed and confident. I was thinking that there will be nothing new for me as I’ve done presentations before in college about many topics, some of them with the big emotional impact such as “Suicide” and “Knife Crime”. 
The lesson in week 6 aimed to learn how best to prepare ourselves for presentations as one of our assignments was giving an online presentation to the class. I was pretty confident that I already knew everything that I was supposed to know about giving presentations and was just enjoying a nice recap in silence. I thought that my effort in this lesson will be minimal.
I already knew how to overcome fear and anxiety, because every time I would have done a presentation in front of an audience I would start to shiver, my hands would become very sweaty and my voice would crack. It was tough but I understood how to fight with anxiety as time passed and I was gaining more experience in giving presentations therefore, improving myself. I already knew about controlling my tonality of voice, about speaking clearly and body language, but one important thing I was unaware of was “questions”. The mistake I would always do was to allow the public question me while I was doing my presentation and I would never admit that I don’t know the answer or that the answer is in the next upcoming slides. I felt surprised when the teacher told us that it is a very common mistake and is better to ask for questions at the end of the presentation, this was new and helpful to me. What I learned is that lengthy presentations are not entertaining at all. 
To better explain how a perfect presentation would look like, the lecturer attached valuable videos and tips (Table 6) in Moodle and showed us some of them so we can understand and differentiate a good presentation from a bad one. 
 My use of knowledge was helpful throughout the lesson because I knew what works better for me: revising the presentation, exercising in front of the mirror on to my parents so they could give me constructive feedback and always seeking for feedback from teachers. However, I have learned important steps when it comes to length and asking questions. I felt grateful that the teacher mentioned that in the presentation because I will use it in the future to level up my presentations. 


Conclusion
Even though online learning sometimes can be though I enjoyed Academic and Employability Skills module. In conclusion, this Module was very entertaining for me as I have learned a lot of academic and employability skills that will be useful in the future to improve myself as an individual and as an academic at University of Wales Trinity Saint David. 
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Activity 2: Time management review

Think back over the past two days and make a
list of how you spent your time

Add it up — how much time did you spend on
each activity

= Review your priorities
= Review your use of time
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[Practice Exercises in Paraphrasing

1. Language is the main means of communication between peoples. But so many different
languages have developed that language has often been a barrier rather than an aid to
understanding among peoples. For many years, people have dreamed of setting up an
international universal language which all people are simple and obvious. If all people
spoke the same tongue, cultural and economic ties might be much closer, and good will
increase between countries (Kispszt, 2004).

2. "The Antarctic is the vast source of cold on our planet, just as the sun is the source of
our heat, and it exerts tremendous control on our climate," [Jacques] Cousteau told the
camera. "The cold ocean water around Antarctica flows north to mix with warmer water
from the tropics, and its upwellings help to cool both the surface water and our
atmosphere. Yet the fragility of this regulating system is now threatened by human
activity." From "Captain Cousteau," Audubon (May 1990):17.

3. The twenties were the years when drinking was against the law, and the law was a bad
joke because everyone knew of a local bar where liquor could be had. They were the
years when organized crime ruled the cities, and the police seemed powerless to do
anything against it. Classical music was forgotten while jazz spread throughout the land,
and men like Bix Beiderbecke, Louis Armstrong, and Count Basie became the heroes of
the young. The flapper was born in the twenties, and with her bobbed hair and short
skirts, she symbolized, perhaps more than anyone or anything clse, America's break with
the past. From Kathleen Yancey, English 102 Supplemental Guide (1989): 25.

4. Of the more than 1000 bicycling deaths each year, three-fourths are caused by head
injuries. Half of those killed are school-age children. One study concluded that wearing
a bike helmet can reduce the risk of head injury by 85 percent. In an accident, a bike
helmet absorbs the shock and cushions the head. From "Bike Helmets: Unused
Lifesavers," Consumer Reports (May 1990): 348.

5. While the Sears Tower is arguably the greatest achicvement in skyscraper engineering so
far, it's unlikely that architects and engineers have abandoned the quest for the world's
tallest building. The question is: Just how high can a building go? Structural engineer
William LgMgsswrier has designed a skyscraper nearly one-half mile high, twice as tall
as the Sears Tower. And architect Robert Sobel claims that existing technology could
produce a 500-story building. From Ron Bachman, "Reaching for the Sky." Dial (May
1990): 15.
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4a - Academic Writing: paraphrasing
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Paraphrasing Exercise

Eight Steps to Paraphrasing
Read carefully
Think about the main idea until you

the idea. You should well
enough to explain the idea to someone else.

Goaway Go away from the text. Spend 15 minutes or 3
day; just leave the text for a while.

Return Return to your own writing and, without looking at
the original text,

write wiite the idea In your own words.

Check Check the original text and your phrasing to be sure It
differs from the original, both in words and In sentence
structure.

cite Cite the original source! Place the citation both within
the text immediately after your paraphrase, and include full
Information for the source at the end of your paper on a
Works Cited page.
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