

[image: ]


ACDA4010 OME Study Skills End of Module Report



Scott d C Dashwood
HNC lvl4 OME Apprenticeship
August 2021







Table of Contents
Section 1: Introduction & Presentation	2
Section 1.1: Introduction	2
Section 1.2: Personal Presentation	3
Section 2: Skills Evaluation	5
Section 2.1: Success at University	5
Section 2.2: Success in employment	5
Section 2.3: Self Evaluation	5
Section 2.4: Goals	6
Section 3: Application of Study Skills	7
Section 3.1: Looking After Data	7
Section 3.2: Time Management & Self-organisation	8
Section 4: Conclusion	9
References	10
Section 5: Appendices	11














[bookmark: _Toc79334141]Section 1: Introduction & Presentation
[bookmark: _Toc79334142]Section 1.1: Introduction
University is a distinct path available to many early on in their life. A means to develop one’s education, to broaden horizons, and to specialise in an area of study in order to undertake a career within a specialised field. University demands a certain skill-set and approach to best succeed, and modules such as Study Skills seek to bring all entrants to higher education up to a minimum level of understanding to best place them to proceed with their studies. There are many approaches to study skills, some even suggesting that ‘Study-Skills Modules’ are not even the best way of building that initial preparation for study, rather merging course content into wider modules directly teaching the specific ‘skills’ required for a given topic [1]. Regardless of the how and why; learning how to make best use of library resources, referencing to the required format, understanding one’s own strengths and weaknesses, and learning how to be a ‘good-student’ are valuable skills however they may be taught. This report seeks to cover some of the key areas covered in the Study Skills Module. 
[bookmark: _Toc79334143]Section 1.2: Personal Presentation
One of the first key ‘soft-skills’ introduced was presenting an article of work. Communication is one of the most valuable skills an individual can call upon. It is an expression of thought and idea [2] without which no development could occur. Therefore, learning to prepare and present a PowerPoint-presentation on ourselves was a logical first step in building experience in communication.
As per the presentation, the Author introduced a brief overview; citing birthplace, hobbies and interests and plans for the future. These are shown in figures 1 through 4.
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Figure 1: Slide 2, Origin
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Figure 2: Slide 3, Hobbies & interests
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Figure 3: slide 8, Strengths & weaknesses
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Figure 4: Slide 9, the future
One issue with beginning the presentation was in determining which style would best keep the reader’s attention. While the information contained would be presented by the Author, the details shown still had to captivate the audience to a degree. An original plan was to use a corporate template, but this was rejected due to concerns of infringing crown copyright. Eventually the matter was settled by using a simple format inspired by the template but removing all branding and copyrighted material.
One great benefit of initially drafting off a corporate template was that it allowed familiarity with a tool that would be expected to be used in the workplace, this helped in re-learning PowerPoint. A software that the Author had not had cause to use for many years.
Future areas for improvement would lie in the quality of the content itself. While the topic in question was broad, more detail could have added greater context on what was being presented. Feedback given at the time indicated less time spent looking down at the computer Which would suggest a lack of familiarity with the presented work. To remedy this, proper revision of the work and more practice on delivery would allow for more time spent looking at the audience rather than the prompt.
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[bookmark: _Toc79334145]Section 2.1: Success at University
Success is defined as having achieved a previously stated goal or target. By this definition, one can reasonably assume success at university would involve achieving a grade in-line with one’s expectations. The path to reaching these expectations is as varied as the people treading it. Each individual must call upon skills and experiences to best help them tackle what often is one of the hardest hurdles in their young life. Some universities will set out ‘skill-sets’ that they suggest students work towards, things such as; time management, interpersonal skills critical thinking, assertiveness, and creativity [3] [4] [5]. 
 Additionally, it is expected that students exercise a great deal of independence for their work as well as motivating themselves to succeed [6]. It is in this motivation that the author feels most success is made. If a student has a strong desire to study, then they will likely push themselves beyond their peers. This can be seen in students who attend university more because they want to rather than due to external pressure, this ‘intrinsic motivation’ [7] could be seen as a powerful edge over those who may just see university as a party opportunity. Further study links intrinsic-motivation with motivation provided from other sources to produce a positive correlation with performance [8].
By combining a broad range of key academic skills alongside a strong motivating force, the student is best placed to tackle their studies and make the most of their abilities. As with everything, it is always easier said, than done. Aside from external factors, such as health & wellbeing, one of the biggest threats to a student’s success is procrastination. While procrastination can be seen as a symptom of low-confidence or an inability to cope with negative emotions [9], it’s affect is profound. 
Regardless of outcome or issue, time spent preparing for study, as well as time in study itself, generates skills and experiences that provide a unique benefit to the student that are, by design, carried into the workplace. Success in education has the potential to translate into success in the workplace.
[bookmark: _Toc79334146]Section 2.2: Success in employment
Many parallels can be drawn between skills earned in academia and the soft-skills developed in employment. This is likely due to university being a tool to develop and prepare young adults for certain specialised areas of employment. Time management, interpersonal skills and assertiveness tend to translate into project management, teamworking and leadership relatively easily. That being said, the workplace is not the classroom and with there being such variety in jobs on offer, a varied skill-set can be very useful.
According to the two top employment websites, Reed & Indeed; the ability to communicate, work well within a team (As well as independence where needed), a good work ethic, and adaptability as well as a host of other skills form a core toolbox employers look for in prospective applicants [2] [10]. This is on top of basic skills such as numeracy, literacy and IT competency that should already be well drilled into former students.  
[bookmark: _Toc79334147]Section 2.3: Self Evaluation
As part of the process of introspection, reflection and evaluation, the author was tasked with outlining strengths and weaknesses and assessing suitable careers for comparison. Self-reflection is certainly a nuanced task with many subjective areas of study. It is, however, valuable to see what one’s expectations are and how they line up with reality.
The author has always felt their strengths lie in academic fields, avoiding areas that require high degrees of socialising and person-to-person-interaction. The Author’s perceived strengths are in; integrity, flexibility, honesty, a desire to learn, and a meticulous nature. Conversely, perceived weaknesses; very-low motivation, self-criticism, introversion, and organisation.
Part of the journey of evaluation was to test whether the self-created-image was a true reflection of the self or if there were hidden details that had been missed. Rather than a full psychiatric assessment, which would have been informative, but impractical. It was decided to make use of online resources for personality tests and career path testers. Several online personality tests were conducted and the results seem to indicate a strong similarity with initial assessments. Of the four tests done, covering traits, career-choices, and personality, all of them compared favourably to the initial perception of introverted, yet intelligence-based traits. The tests themselves are attached to this report’s appendix.
[bookmark: _Toc79334148]Section 2.4: Goals
With evaluation completed, the logical next step is to set a series of goals that best compliment the previously outlined character profile. Knowing that there is an aspect of introversion, there must be at least one goal that serves to introduce elements of socialising and connecting with new contacts. Additionally, it is possible to build upon intellectual traits to forge new academic skills or qualifications. The following table outlines goals set to the S.M.A.R.T guidelines, following these guidelines the goals should be Specific, Measurable, Attainable, Relevant, Time-based:




	Strengths, skills and qualities

		1. Methodical/Meticulous 

	2. Willingness to learn & develop

	3. Honesty

	4. Practical mindedness




	What I need to work on, develop or improve

		1. Motivation and perseverance

	2. Organisation & timekeeping

	3. Reflective statements 

	4. Note taking




	My Priorities: What I am going to do, When and How

		What?
	When?
	How?

	1. Transition into a more technical role
	Within the next six months
	Secondments, work experience, similar jobs within the company

	2. Develop at least one new method of organisation
	Within the next three months
	Seek advice from colleagues, google organisation methods, follow advice from module

	3. Improve reflective writing
	Within the next month
	Utilise feedback, grading from current study skills report

	4. Build contacts/influence within workplace
	Within the next six months
	Attend conferences, seminars, ask questions of colleagues, request secondment/opportunities




	How will I measure if I have improved?

		1. Attendance at new and interesting technical events

	2. Less stress due to better organisation (Happier disposition)

	3. Better outcomes at bi-yearly reviews and catch-up meetings

	4. Knowing more people, having more contacts in workplace phonebook







[bookmark: _Toc79334149]Section 3: Application of Study Skills
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In 2016, 91% of households in the UK were reported to own a personal computer [11]. With the ever-increasing usage of personal electronic devices, there is increased reliance on these mediums to hold personal information from banking details and work-documents through to images and music. Each file has varying degrees of importance, and each file has varying degrees of impact if lost. 
According to the National Cyber Security Centre, having multiple backups in a 3-2-1 configuration with at least three copies on at least two devices with one offsite backup being an optimum strategy for the most resilient data security measures [12]. 
The following table lists several options for data backup:
	Medium
	Positives
	Negatives

	Thumb-drive (USB-stick)
	· Very cheap
· Highly portable
· Easily replaceable
· Encryptable
	· Easily lost
· Limited storage 
· Can be damaged
· Can be stolen
· Can’t be set to auto-backup

	External Hard Drive
	· Cheap
· Portable
· Replaceable
· Encryptable
· Varied storage size options
	· Can be lost
· Can be damaged
· Can be stolen
· Can’t be set to auto-backup (Unless always plugged in)

	Separate PC/Laptop
	· Redundancy
	· Can reduce storage size on device
· Expensive
· Can be lost to damage if not offsite

	Cloud based storage
	· Always available
· Can be cheap
· Offsite backup
· Can be accessed by multiple devices
· Can be set to auto-backup
	· Can be expensive
· Limited storage at base-price
· Privacy concerns
· Possible risk of loss if company fails
· Vulnerable to malware

	Network Attached Storage
	· Always available
· Can be offsite
· Can be accessed by multiple devices
· Redundancy
· Can be set to auto-backup
	· Expensive
· Vulnerable to malware
· Not beginner friendly



There are many options available that can be chosen based on the requirement of the task and the value of the data. For the purposes of this report, the data that needs to be secured is simply word .doc files. Therefore, all of the previously stated methods are viable, but the Author has chosen to limit the costs involved and has opted for an external hard-drive, the OneDrive (Cloud storage) and a USB-stick. There is future possibility of purchasing a NAS but further research is required to make an informed decision.
There is always an element of risk in life, and as ever the risk must be assessed. The following situations have been identified as the most likely threats to the safety of the data intended to be protected and how that risk is mitigated by the chosen methods:
· Device failure: The most likely threat and the main purpose of backing up. Should the PC fail, all three backup solutions would be viable in order to retrieve the lost data. 
· Fire: The second most likely threat, this would destroy all solid media such as the external drive, but the data would be kept safe on the OneDrive
· Theft: Much the same as with a fire, physical media would be lost but the OneDrive would be secure. Given the nature of the data, having it in the hands of others would not be considered an issue otherwise encryption would be sought.
· Malware attack: This would compromise the OneDrive data and perhaps one of the physical media devices, but as the physical devices are not networked there would be no risk of cross-infection.
· Ransomware: Much the same as malware, this could have the potential to take out all three backups if not properly managed. However, the chances of having both a USB-stick and external hard-drive installed at the same time for backing up are almost remote. Therefore, the risk is managed.
Touching upon the last point raised in the above list, ransomware is arguably the most damaging and difficult to fix software-based threat to data. If a PC breaks, most of the time it can be fixed, even with a damaged storage device, data can be recovered. However, if ransomware encrypts the data, the only way that data can be retrieved is by paying-off the people with the encryption key. This matter is discussed in a brief report appended to this essay entitled “Cryptowall Report”.
[bookmark: _Toc79334151]Section 3.2: Time Management & Self-organisation 
As discussed in section 2 it has already been determined that time management and organisation are key factors in success. This section intends to outline what steps can be taken to capitalise on these valuable skills. Initially, establishing the framework for an e-portfolio provides the groundwork for more advanced planning. Figure 5 shows a basic layout currently in use for the e-portfolio and PDP. This will be the storage location for all data related to the aforementioned. It will provide structure and guidance on filling out the rest of the necessary parts. 
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Figure 5: Screencap of file-tree for development folders
Next comes the use of planning tools. Presently, a work-based outlook calendar is being used. This has limitations as it is based solely on a work-network and contains classified data which cannot be moved off network. Therefore, it is intended for a new calendar to be established on a Google account. This allows for the most flexibility, sustainability, and easiest system to learn and become familiar. Additionally, a work diary is being maintained on Excel, this is a day-by-day account of what the Author is doing, which is intended to form a major part of the evidence required for future reviews. Once these are established, further efforts can be made on what will be the hardest part. Implementing it.
Personal development comes from motivation and a desire to improve. This has been a topic of some great consternation to this Author and is why there is great intent, but little proof of work-done. The next ‘big-step’ in the burgeoning development plan is to seek input from health professionals into tackling serious mental health shortcomings. While lying beyond the scope of this report, it is the Authors belief that a healthy mind creates a healthy body, and at this point the mind is far from healthy. Much the same as a car-engine may need servicing, so too can the body. It is believed that development in this area may allow for much greater implementation of the desired strategies outlined in this module, especially in terms of planning for success.
[bookmark: _Toc79334152]Section 4: Conclusion
There is an old saying; “Proper planning prevents poor performance”. While the origin of the phrase may be dubious, its meaning is not. Being prepared for something is almost always better than being unprepared. This reflects well on the module for Study Skills as it seeks, by its very definition, to teach the skills necessary to prepare someone for not only their time in higher education, but in life. There is an enormous amount of data and research into studying and how it can be made more effective, much of it lies beyond the scope for this report, much of it revolves around deeper investigation into psychology and the inner-workings of the mind. At its core, there must be a desire to learn and develop the skills, to build upon one’s strengths and work hard to diminish one’s weaknesses or at the very least find workarounds.
While working on this report, the Author has laid the groundwork for a great deal of further development. What has been researched here is just the beginning of a very long and very profound journey of development that it is hoped will culminate in not only the completion of the University course, but also of furthering professional development in the workplace, perhaps even leading to professional accreditation with a related institute. At any rate, the Author has reaffirmed prior held-notions on character, noting that one’s strengths lie in academia and pursuits of knowledge, while areas of creativity and imagination could be worked on, though do not form integral parts to success in their chosen field. 
Areas of future study would revolve around further broadening methods for organisation and time-keeping skills. While plans have been laid to improve these areas, they are still very much in their infancy, and provided help is sought addressing the issue of motivation, much more can be done to build upon what has been learned such; as diary-keeping, calendar organisation, and stress-management.  It is also necessary to further develop working knowledge of NAS-based data backup as this will be a preferred long-term method of data security. 
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