



Student name: Andreea Nicola
Student number: 2024348
Module code: BMSW4001
Module: Academic and Employability Skills
Lecturer’s name: Joanna Walsh






ACE Practical Portfolio






















Table of Contents
Introduction	3
Main body	3
Conclusion	7
Reference	8


























[bookmark: _Toc69847672]Introduction
This report focuses on learning. In this report time management is being explained. Apart from this giving presentation and public gathering is also discussed in this report (Wolters, and et.al2017).  Importance of academic writing is mentioned in this report along with this Gibbs reflection model is being defined here. 
[bookmark: _Toc69847673]Main body
	As per my experience I have learnt time management public speaking and giving presentation apart from this I have learnt academic writing as well. Time management is one of the important aspects which are necessary for every work. Time management helps me a lot in my academic career and my professional career as well (Aeon andet.al 2017). With the help of proper time management I am able to take any challenge and opportunity which helps me in expanding my skills and it provides me future growth. Basically time management is a strategy which helps me to plan my available time to fulfil the given task on given time frame. With the help of proper time management I was able to improve the work quality and also so I was able to produced productive work. All these things become possible due to time management. With the help of proper time management I was able to decrease the stress of work. Because I plan and distribute the time for each and every task so that I was able to complete all the task on given deadline and this will help me to decrease stress and anxiety. Time management helps me to prioritise my task and as per the priorities I was able to complete all the task and targets. Time management helps me to become more reliable employee as I complete my work on time. Due to proper time management, I don’t get this district social media and by any other thing. This habit I have adopted from my academic times. When I was studying I tried to complete all the projects and assignments on given dead line. Owing to good time management I was able to complete difficult task in given deadline.  On the other hand I was able to achieve bigger results by just managing time. I have built confidence in me due to proper time management. Because of time management, I was able to increase my strength and again plan my day. Another skill which I developed in me is public speaking and giving presentation. When I was in school and college I was not able to give presentation and can’t speak in public gatherings. As I was not having proper confidence and I got hesitated by seeing many people. But I overcome this issue because public speaking and giving presentation is one of the important skills which is necessary in professional career (Memish and et.al2019). Especially when I was working I had to give any presentation to my colleagues and also I have to take meetings as well in which I have to explain the plans policies and strategies of the company to the colleagues. But due to lack of confidence and practice I was not able to explain the strategies to my colleagues so there I face a lot of issues. But I worked hard on me this weakness and now I have overcome this because it is one of the important skills which is very nice necessary in the professional career. Before giving any kind of presentation I started making plan and notes about what I have to speak in front of the audience. This boosts my confidence. I practice a lot before giving any presentation this helped me to reduce my anxiety and nervousness. I felt that a good speaker get reputation and goodwill among the people. To raise the confidence I worked on a famous trait that practice makes perfect. To overcome this challenge I join a club where I get a chance to speak in front of many people’s this gives me confidence and I was able to speak in front of my colleagues and able to let them understand various strategies of the company. Another thing which I was not concerning is I was not engaging with my audience therefore they are not taking interest in my speech. I encouraged the peoples and audience to ask questions from me this will help me to know that which part is not understanding by the audience and where I have to explain more and have to give certain examples so that they can understand all the things properly (Ebadi and et.al 2017). Apart from this, to grab the attention of audience I started working on my communication as well.  I don’t speak such things which I don’t mean so that no confusion is being created among the audience. Besides this I worked on my body language as well because body language also speaks many things of a person. Body Language also gives clues and hints to the audience about what I am about to deliver. It is necessary that body language must go with the words which are being spoken by the speaker otherwise it may increase confusion among the audience. One thing I have seen that many people’s give presentation behind the podium. But this is a wrong technique this will decrease the interest of audience in the presentation. Podium is only necessary for keeping the notes so that speaker does not have to face any kind of difficulties while explaining. So whenever I give presentation and I speak in public gatherings I do not hide myself behind the podium and come forward and explain the things to the audience. I want that people show their full attention in my presentation therefore I prepared some quiz and questions for the audience so that they remain attentive during the entire presentation and put focus on my words. I will be remain active and passionate whenever I speak in public gatherings. Another skill that I found is academic writing which is important for professional and academic career. When I was working I need to write emails to my colleagues and senior management (Prahmana and et.al 2017). But I can only write proper emails and letters when I have strong command on communication words and phrases. To enhance my academic writing I started working on forming sentences so that it provides the correct meaning to the reader. Writing is the window of my thoughts with the help of writing I can explain my thoughts to others as well. So therefore it is necessary to write perfectly so that others can understand my use thoughts and suggestions. Academic writing also shows the knowledge of particular subject and topic. Academic writing is fully based on Knowledge if I have proper knowledge about any topic I can write effectively on such topic and it will help the reader as well to gain new words and vocabulary. To improve my writing skills I see the books and novels of any topic which is being taken by other person I don’t summarise the same but I took idea from such books and novels and get a hint that what should I cover in my writing and what should I not cover. So these are the major skills which I have in me but I need to improve them so that I do not have to face any difficulty in my future career. 
Gibbs reflection model
This model has been propounded by Graham Gibbs. This model focuses on leanings from the experience (Adeani, and et.al 2020). As per this model experience can be bad and good but individual must learn something from such experiences this will build them different skills and enhance their productivity as well. This model goes through from six stages. 
Description–this stage describes the entire situation in detail. For example when I was working with company me and my team get a task and we were four people in the team. So I divided the entire work in 4 people and we have decided to finish the work before afternoon. But I do not focus on time management as I divided the entire work, in result my teammates were not able to complete the task before the deadline and it got delayed due to the lack of proper time management also academic skill is necessary for the task which also does not get completed. So from this experience I learnt that time management is very necessary to fulfil the task on time and also it is very necessary that I should communicate with each and every member of my team and let them understand the work and I should have taken feedback about their work if I did all the things I could have been able to deliver the task on given deadline. 
Feeling –this stage, speaks about the feeling during the entire situation like when we were given a task and when I talk to my teammates about their work and they have not completed the work on the given deadline so the feeling was not good I felt anxiety and stressed because we have decided to complete the task before afternoon but we were failed to complete the task (Markkanen and et.al2020). But from this feeling I do not let my team feel bad and I do not let their confidence go down so I motivate them and help them to fulfil the task before the time frame. Even though I got failed to complete the task there I felt guilty but I learnt from this experience that time management is very necessary and I will make sure that in the future if I get such task I will put my all the efforts to complete the task in the time frame.
Evolution –this phase provide a chance to evaluate the entire of work and what efforts I could put to improve the situation. In this face individual should remain honest towards their work then only they can no their weakness and drawbacks (He and et.al2018). In this stage I observe that what went wrong and what was good in my work so that I can understand my loopholes and work on it to improve them so that in near future I do not have to face same situation. From the entire example I found that everyone was doing well but they were so passionate about their work that the waste too much time on searching and producing quality work therefore the entire team got the late in the completion of the task. So I found that giving productive work is essential but summiting the work before the given time frame is more important, as I was not able to submit the work before the given deadline so the entire efforts of the team got waste. 
Analysis–in this stage I observe the entire situation. In this phase I observed that why did not things go in my favour? At which step I make mistake due to which work got delayed (Tawanwongsri and et.al, 2019).  In the given example the best part was that i decided the entire work as per the skills and interest of the team members so that they do not have to face any kind of difficulties. The reason behind dividing the work as per the interest so that team members can enjoy the work and they do not get bored with the work.  My plan was to complete the work before the given deadline as team member get the piece of work as per their skills. But my time management strategy get failed and no one was able to fulfil the work in the given time frame. 
Conclusion –from the above example I found that I should decide the work in the team as per their interest  but I just collect feedback from the team before the deadline so that I can know how much work has been done and how much is pending so that I can deliver the work before the given time period. 


[bookmark: _Toc69847674]Conclusion
From the entire report it can be concluded from the entire report it can be concluded that this report focuses on individual learning. This report States about the importance of Management and how to improve time management is also mentioned in this report. Apart from this how to improve public speaking and presentation skill is mentioned in this report. This report contains Gibbs reflection model as well. 
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