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“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated. And it is generalisations that allow new situations to be tackled effectively” this was mentioned by (Gibbs, 1988). 
This report is going to be about a reflection of my time of studying at university. I will also be explaining the importance of how my skills that I have impact within my work. I will be reflecting on my own academic and employability skills from my personal experiences. I will also be analysing my achievements, while studying at the University of Wales Trinity Saint David. Today you will also find out if researching theories and using them in work your work is actually useful. This report will also have relevant theories, to show a level of understanding and for those who may want to research.
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[bookmark: _Toc17823180]In academic skills
Studying at the University of Wales Trinity Saint David, I have learned so much about different theories. I have learnt how to take notes in class, one of the examples of this is by only writing down key points. I have learnt how to research more correctly; this is by using specific websites and reading the right books. I have explored and applied the learning style approach by (Honey and Mumford’s, 1995). This has helped me a lot because they have suggested ways for effective learning, which are: 
Activists: This is to learn by involving in solid task and adequately short-term tasks to.
Reflectors: Uses the approach by reviewing, observing and listening.
Theorists: This mean absorbing new ideas and not being distance from day to day situation. Taking on new situation but relating to theories.
Pragmatist:  This means learning by joining new information and real-life situations. 
Using these four suggested techniques, I was able to evaluate information more quickly and effectively, especially when I was doing my assignments.
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[bookmark: _Toc17823182]Academic skills 
I have recognised the differences between training, learning and development and I now have a better understanding. The reason for that is because I have followed the approach of (Romanowska,1993) he stated that, training is the process to enhance work performance and improve current or special personal knowledge, skills and attitudes so that a job is performed accurately, effectively and ensures continuing improvement of work quality. Using this theory while studying has cooperated in the way that I do my work. It has made me think and act more analytically. 
Training is the process ‘which is planned to facilitate learning so that people can become more effective in carrying out aspects of their work, this was said by (Bramley, 2003: 4) as cited in (Maund, Schriek, & Tinkler 2017, p.338).  Comparing these two relevant theories, it has helped me to gather my own concept of using analytical thinking of common knowledge. It has also helped me to breakdown the way in which I learn in class and gather information precisely.
I have learnt how to input skills that I already have, while adapting to new skills and combining them together to develop a range of different effective skills. I have knowledge of this by reading (Marton and Ramsden, 1988) as cited in (Maund, Schriek, & Tinkler 2017, p.338). This interprets that learning is the aim to deliver qualitative and relatively permanent change in how an individual see, experiences or understand something in the real world.
Since applying theories to the way that I learn, I have developed a wide range of skills. To express this more this means me prioritizing and managing my time, this involves making extra time for study sessions outside of university, finding quiet places to study to be able to focus, making reasonable decisions and persevering. I also work outside of education so prioritising and managing my time was very important for me.
Flexibility is how I use my time, I have scheduled lists that I use as part of my routine every day. This is to make sure that I get everything done, on time and still have spare time to do extra revising if necessary. 
 I also read journal articles which has helped me in my assignments and in class work, by using relevant theories that relates to the task. I have also developed other skills, not just for studying at university but also outside of university as well. This is including literacy, team working, written communication and verbal communication. 
The course I am currently studying requires us to do assignments, which as well as doing in class work. Due to this I can say I have learned to be very organised doing so, I keep separate files of all my paper works in order so it will be, less hassle to search through a bundle of papers. In addition, I have a flexible attitude towards learning. This has improved overtime while studying, I now have a creative mind and I always work hard to my best ability in whatever I do.
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I have adapted a fair amount of skills that would contribute to what an employer wants from an employee. I have learnt how to become an:
Effective listener According to Sypher et al, (1989) he has found that, better listeners hold higher-level positions and are promoted more often than those with less developed listening ability, this was cited in (Quintanilla & Wahl 2017). Revising this theory has made me developed the skills of being a crucial listener. This plays a role in professional communication.
Good team worker I can work within in a team effectively by contributing and having an understanding to others point of view.
Problem solver I have the skills to resolve problems and come up with creditable solutions. 
Observer I have the ability to understand verbal and nonverbal cues that people express.  
Multitask I know how to multitask and use different resources at the same time. This has been less time consuming as I am able to get more done.
Technology skills I am very advance when it comes to using technology. This means I can use any sort of technology with a high level of understanding.
Quick learner I adapt and learn things very quick; this is whether I am learning independently or being taught.
Working under pressure I am very consistent when it comes to working under pressure. Because I am consistent when working under pressure this means, I meet work criteria’s and expectations that are required for my work.
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[bookmark: _Toc17823185]In class case studies
[bookmark: _Hlk17749419]We have done a great amount of in class case studies, one of the topics we are currently learning is summarising. In class we have been practising summarising using the case of (Smith and Goldblatt 2004) (see Appendix section B) this have helped me in my writing in learning how to summarise. The reason it has helped me because we had written a summary of a minimum of 175 words. What has furthermore helped me to improve is that, my lectures have also given me feedback on what I need to Improve on related to the tasks.
Communication is very important within the educational work industries. We are currently working on effective team working and communication. (Shannon and weaver, 1948) and (Berlo, 1960) I have analysed, the effect of communication and these two models has helped me to understand, the technical side and how communication is effective. These models were given by my lecture, it has helped me by using the techniques at university and also in my work environment. 
Paraphrasing is also a topic we are working on in class so far. We have done work on Ex.1 paraphrasing the following passage. (See Appendix section C) This In-class work has helped me to understand what paraphrasing is and how to do it, the lecture has also given us other in class tasks to help us revise on this. I have observed that the more case studies I practise in class, there is significant improvement in my work. There has also been improvement from the lectures feedback from related task.
Doing the Ex.2 in class task of the success of Aldi summarising, (see Appendix section D) this has also given me the idea of how to summarise in own my words. I have even learned the ability to not focus on one specific question for example, in an in-class assessment. Doing this has given me more time to completely finish my work and go back on a question I found difficult. This technique has actually worked very well in my work as time is crucial, mainly when working under exams conditions. 
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There are a few things I would like to improve on before the end of the course these are:
· Improve on my punctuation and vocabulary
· Lean more about referencing
· Comminution skills in writing
· Being mire initiative 
· Digital literacy
I have self-awareness and I am capable of independent and professional self-development. These five bullet points above, is what I will be working on before the end of my course. My goal is to have, less punctuation errors and increase more of my academic vocabulary. I am going explore more on referencing so I will be able to, reference using different formats. I am also going to Improve communication in my writing, I will do this by being more concise and reading back my work and looking for misunderstanding in the text. 
In digital literacy am going to practice evaluating and write clear information in my work. Besides that, I have decided to do an online training course, which helps students to develop more skill while studying, this incorporates many different resources. I have come to the idea to do more extra training by taking part in workshops, that will benefit me for my career.  
A relevant theory I have come across was by, Meredith Belbin who made a theory on team role. I have read his book (Belbin 2010) and found his suggested ways, on how to become an effective team worker. (See appendix section A) I am going to apply some of these ideas into the way I study.
 With working on all the point above I can then take more initiative, independently to improve on my work. I believe if I work towards these goals I will achieve more, and I would have accomplished my aims. Working towards this goal will mean, I will need to be more precise to make sure I cover all areas of my aims. This is going to take more dedication.
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Doing this reflective report has made me be able to look back and see, how much I have achieved in a short period of time of studying. These were by me becoming a better observer and a good team player as well as my other skills. I now know that I have a great impact based on all the skills I have achieved, in my strength, employability skills and academic skills. All the models that I have stated in this report has contributed to the success of my work. I have learnt that a reflective report is very effective for students, as it is a good way to analyse and keep up to date on work and goals as it has done so for me.
It has been proven to say that feedback is effective, when self-reflecting on work. It is also a fact to mention, that using relevant theories in work is very useful and you can achieve more in academic skills as it has done so for me. Ultimately without setting goals and aims it would be difficult to determine a structure for the importance of studying. This is what I have learnt from studying at university
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Belbin nine team roles table
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Sample of in class case study summarising as cited in text.
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(Please continue to section C)
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Sample of in class case study paraphrasing as cited in text.
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(Please continue to section D)
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Sample of in class case study summarising as cited in text.
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Fig 1: Belbin's evolved nine team roles

Roles and descriptions - team-role contribution

Plant

Resource investigator

Co-ordinator

Shaper

Monitor-Evaluator
Teamworker

Implementer

Creative, imaginative, unorthodox. Solves
difficult problems.

Extravert, enthusiastic, communicative.
Explores opportunities. Develops
contacts.

Mature, confident, a good chairperson.
Clarifies goals, promotes decision-
making. Delegates well

Challenging, dynamic, thrives on
pressure. Has the drive and courage to
‘overcome obstacles.

Sober, strategic and discerning, Sees all
options. Judges accurately.
Co-operative, mild, perceptive and
diplomatic. Listens, builds, averts friction.
Disciplined, reliable, conservative and
efficient. Turns ideas into practical
actions.

Painstaking, conscientious, anxious.
Searches out errors and omissions.
Delivers on time.

Single-minded, self-sharing, dedicated.
Provides knowledge and skill in rare
supply.

Allowable weaknesses

Ignores detais. Too preoccupied to
communicate effectively.

‘Over-optimistic. Loses interest once initial
enthusiasm has passed.

Can provoke others. Hurts people’s feelings.

Lacks drive and ability to inspire others.
Indecisive in crunch situations.

‘Somewhat inflexible. Siow to respond to
new possibiltes.

Inclined to worry unduly. Reluctant to
delegate.

Contributes on only a narrow front. Dwells
on technicalities.
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SUMMARISING

Task 1: Identifying main points from the text

The extract below is from a chapter called ‘Whose health is it anyway?’ by Brenda Smith and David Goldblatt
(2004) from Open University course DD100 An introduction to the social sciences: understanding social change.

Please read the information outlined in the box below and make notes on the important points.

Whose health is it anyway?

Health seems.to play an increasing role in our everyday lives. It is difficult to pick up a newspaper or magazine,
listen to the television or radio, or visit a bookshop without being confronted with information on health or
exhortations to avoid certain foods, take certain vitamins or minerals, take regular exercise and a host of other
things. It seems that everyone is concerned with health — not just doctors and health-care professionals, but the
government, the media and indeed all of us who each year make resolutions to eat more healthily, drink or |
smoke less and take regular exercise. A lot of this information and advice seems to suggest that we can influence
the extent to which we enjoy good health through the food we eat, the exercise we take (or don't take), the
‘good’ or ‘bad’ habits we have. In other words, we each seem to be responsible for whether or not we enjoy full,
active, healthy lives.

‘ However, despite this rhetoric of responsibility for oneself and one's health, a close look at the same sources
tells us that atmospheric pollution is a major problem of the era and that it is largely responsibte for breathing
| difficulties such as asthma in our cities. In the twenty-first century we are also witnessing widespread concerns
[ about the health effects of genetically engineered food and heated debates about just how ‘natural’ the fruit
| and vegetables in our shops and supermarkets are. Increasingly, too, we hear about the medical discoveries of
genes which play a part in the development of diseases such as cancer, whilst drug companies constantly seem
— o produce new treatments for many forms of disease. Many sources also suggest that feelings of being uneasy
\ withourselves and the stresses and strains of everyday life cause many illnesses.

: These t{uments seem to suggest that there are many causes of illness which are not within the individual's
| control. /s individuals we are concerned with maximizing our own health. However, these issues are also
important fr society as a whole. Apart from moral reasons for maximizing the health of the nation, provision of
health SEI'V“* places a considerable financial burden on taxpayers. In Britain, around 7 per cent of the Gross
Domestic Pro (ﬁt (an indicator of the nation’s income) is spent on health care services, whilst working time lost

through iliness plices pressure on business and other organizations.

Now, read the extral} again and make notes on the important points in preparation for an essay
entitled ‘What factorsican be seen to affect health?”’
You can use a dictionarlif you need to.

Task 2: Summarising ideas

This task is designed to see if yo .can summarise ideas from course materials in your own words.
Re-read the text ‘Whose health is i anyway’ in the previous section. -

Now answer the following question i your own words:

What factors can be seen to affect hes\th? (Write about 175 words.)

\ \\_\ ~
‘ N SN N
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What factors can be seen to affect health?
Write about 175 words, summarising the
ideas from the text you have read.

a chapter called ‘Whose health is it anyway?’ by Brenda Smith and David Goldblatt (2004) from Q

Open University course DD100 An introduction to the social sciences: understanding social change.

Smith and Goldblatt (2004) suggest...
Smith and Goldblatt (2004) observe...
According to Smith and Goldblatt (2004)...
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Trinity Saint David Academic and Employability Skills (ACE) — term 1
LONDON BMSW4001

In-class exercise 1: Paraphrasing

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Student Name:Sh%’“‘iCk—C/\ l\\qcﬂ’\ Student ID: ‘ z ‘ 23265

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignméﬁts in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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% Trinity Saint David Academic and Employability Skills (ACE) —term 1
In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in_
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories.
and to increase to_mammoth size our universities evm ulated states The problem with

growrh for their original primary objective. Few "ew succeed. Bu_rwxmﬂewn_ul LO me'"ny, and no

conscience. If there is a single stumbling block on the road to the future, it is the bureaucracy as we know it.
“Edward T Hall; Beyond Culture, Anchor Publishing, 1977, p. 219

Paraphrase 1 - acceptable /%
[)eegon:a'm £ e NG Sl and NG CANSCce

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

%
XLrTACHR S e u \of\ﬁ end Nerd Eor e Privmy C_\bJQC—h\/(

Bureaucratization has proved to be a major stumbling block on the road to our-educatieal future. American

institutions have become factories that are more conducive to the growth of bureaucratic procedures than

to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from

promoting their own survival rather than the educational goals that were their primary objective.

\/araphrase 3 -@/ unacceptable

Reason: Beyend Cortre ho,repecrodizotyn has Dot 9ok G Sanl

Memnet) g Convience. S Durecacyatzation B 1D Sei Sesvicins |
Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond
Culture, today's educational institutions "have no soul, no memory, and no conscience".

Paraphrase 4 - / unacceptable

Reason: BEORel CA \4%199&@6\6\%‘%%&&’%@
Con§tert on SO\ -ar—POmertq

In his book, Beyond Culture, Edward T. Hall discusses the problems posed by the increasing bureaucratization

of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors

governing the state of education in America today. He points to the tendency of bureaucracies to promote

their own growth and survival first and foremost, and observes that few overcome that tendency. He believes

that this is re§ponsible for the fact that mény’ public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, "Bureaucracies have no soul, no memory, and no conscience."
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In-class exercise 2: Summarising

Student Name'Q"\Pr\[ClCF/\ N StudentlD:! Zg ‘ 2; Zf) ;

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

The success of ALDI

The food retail industry is a highly competitive market. Aldi understands that its customers want

la_lth but do not want to CMTMV. This case study will demonstrate how
Aldi uses a lean-approach to its business operations to offer its customers quality products at
competitive prices. What distinguishes Aldi from its competitors iw
without reducing the quality of its products. In fact, in some cases Aldi's products are 30% cheaper

than those offered by its competitors. Aldi can do this because the business operates so efficiently.

The three core values of Aldi are simplicity, consistency and responsibility. Lean production ties in
Y e Y g —oPOI

closely with these values. For example; Aldi stores are simple in design and ali'stores are very similar

which creates consistency.

For Aldi operating efficiently involves reducing costs in all areas of the business. Some of the key

areas where Aldi is able to minimise costs are by saving time, space, effort and energy. Aldi’s
approach to doing this is to run its business around the principles of lean thinking. Whereas other
food retailers have elaborate displays, additional services and promotions that draw customers into
the business, Aldi’s core purpose is to ‘provide value and quality to our customers by being fair and
efficient in all we do’. The principleés of lean production are planned and built into everything that
Aldi does. This starts within its supply chain. For example, up to 60% of Aldi" i ables

are sourced locally where possible; reducing the need for long and costly delivery journeys.

The principles of time based management are also built into the training provided for Aldi’s
employees. Through training staff to do a variety of tasks around store Aldi can minimise its staff
requirements. Staff costs can also be reduced as fewer sm if they can perform a
W&u&b@u&uﬂwe Aldi’s ‘no-i nng&@Loach to retailing therefore leads to
Mgi_ﬁwggareds These cost savings are passed on to customers in the form of lower
prices, allowing the business to differentiate itself from nts competitors in terms of price, as well as
the quahty of the products it has on offer. ‘
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In-class exercise 2: Summarising

Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘The success of ALDI’ on previous page. Now answer the following question in
your own words: What factors contribute to ALDI’s success? Write about 175 words.
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