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Introduction
This academic report examines the employee skills that have been studied in the Academic and Job Skills module over the past trimester and how I have perceived this knowledge and how I can apply it in my practice as an employee or even in my personal life.
In the analytical part I consider three of the most important and applicable for me skills: Time management / Organizing study, Academic Writing, Public speaking and giving presentations. These skills will be used very intensively throughout my training and in great need for my career development, even in my daily personal activities.
Examining and analysing these employability skills in this report will allow me to gain an even deeper understanding of them and will be able to learn and apply them in practice more easily.
The project aims to examine three of the eleven skills we have studied and to be analysed by a method of our choice. In this case, I prefer to analyse by applying a Driscoll reflective cycle. It is closest to my personal understanding of analysis and seems to me the most appropriate.
For each type of skills, I will answer the questions: What? So what? Now what? With the answers to these questions, I will demonstrate the degree of understanding of the considered employability skills, as well as my skills to apply Driscoll reflective cycle (Bassot, 2016).
1. [bookmark: _Toc59114589]Time management / Organising study
Generally, we may say that Time Management is the process of organizing and planning how to divide your time between specific activities. Good time management allows me to work smarter - not harder - so I can do more work in less time, even when time is limited, and the pressure is high. Here I learned that there are certain techniques to manage our time more efficiently (Bird and Britain, 2008).
1.1. [bookmark: _Toc59114590]Description of Time management / Organising study (What?)
Before I started studying Employability Skills, I always thought that being an organized person and allocating my time was an elementary practice, and I just decided quickly: Now I am going to start this activity, and when I finish it, I can start the second one, and such as. Sometimes I was able to complete the tasks on time, but sometimes I failed because I did not always manage to assess the priorities and urgency of the various tasks I had to complete (Jay, 2002).
1.2. [bookmark: _Toc59114591]Analysis of Time management (So what?)
In this module, we have looked carefully at different approaches and techniques designed to improve our time management. This topic is very interesting and important for me and I also did personal research to supplement my knowledge and time management skills. Some of the techniques I learned are:
· Time Blocking - Making lists of things to do and desperately trying to finish them is not enough.
· The Eisenhower Matrix - Urgent – ​​Important Matrix
· Batching - grouping specific tasks that are similar and doing them together
With all these methods, I can make better use of my time by prioritizing the things I need to do.
Now my theoretical knowledge of time management is significantly enriched. It will take a little time and a lot of practice to start applying what I have learned in the right way so that it works properly and to achieve positive results.
Mastering various time management techniques and successfully applying them in practice are the key to career growth and strengthening my personality. I can't be successful, these skills are extremely important for me and my future plans.

1.3. [bookmark: _Toc59114592]Proposed actions following Time management (Now what?)
I am a woman with many commitments. I must take care of my home and family, separately my career should not stagnate, and now I have started to develop myself by upgrading my education. Of course, I need personal time for myself and for rest. In order to combine all these activities and commitments, I need to master and put into practice my skills for adaptive time management. My goal is to improve what I have learned and day after day to practice and make a plan for the day and the tasks in it, following the techniques that are discussed in the classes, and why not try to apply the techniques that I learned during my study. 
Knowledge and skills related to Time Management are topics that I have long unconsciously underestimated. This has wasted various chances in my life. It is never too late to analyse my actions so far, find my mistakes and correct them. This is a process, and it takes time, will, patience to put into practice successfully and correctly what is learned in this module. Today is the first day of the rest of my life and I am ready for this challenge to make myself a successful student, a developing employee, and an organizer of my personal life.
2. [bookmark: _Toc59114593]Academic Writing
In each discipline we produce written materials for the transmission of ideas, argue our ideas and more. The academic style of writing shows a deep knowledge of the language in which we write, as well as our level of intellect and knowledge of the subject. The expressive means I use for academic writing are also very useful for office and business correspondence, for developing essays, those reports throughout my studies (Sword, 2012).
2.1. [bookmark: _Toc59114594]Description of Academic Writing (What?)
Academic writing is characterized by evidence-based arguments, accurate word choice, logical organization, and impersonal tone. Although sometimes thought of as boring or inaccessible, strong academic writing is just the opposite: It informs, analyses, and persuades in a simple way and enables the reader to engage critically in scientific dialogue. Academic writing is, of course, any official written work produced in an academic setting. While academic writing comes in many forms (Muldoon and New, 2000).
Academic writing is a scientific-educational form and examination task, which, using the wide possibilities of reports, projects, and essays, tests our language and communicative competence as students and thus prepares them for writing those that require more serious research work and greater volume of academic texts that students themselves must create in the process of their education.
2.2. [bookmark: _Toc59114595]Analysis of Academic Writing (So what?)
By studying academic writing, I learned the rules for the correct construction of sentences, paragraphs, projects, their structure, purpose, requirements. Today I distinguish between essay writing, project, dissertation, analysis. I know how to improve my writing so that it has:
· Clear and limited focus
· Logical structure
· Arguments based on evidence
· Impersonal tone
Most papers should have an Introduction and Conclusion, as well as summaries: brief summaries of the most important points on the paper. In the development of academic reports, various sources are used, which must be cited, retold, paraphrased in an appropriate manner, and at the end of the development are indicated in alphabetical order, depending on the required form of presentation.

2.3. [bookmark: _Toc59114596]Proposed actions following Academic Writing (Now what?)
The style of writing is built over the years, it is a linguistic territory in which I have to work tirelessly to achieve the desired readability, clarity and simplicity of expression. One of the most important steps I want to learn to follow is to improve my language style by writing:
Shorter sentences - long sentences are unnecessary, especially for beginning students like me. I understand that the more untrue it is that the more complex constructions are used, the more learned I look.
Writing a new line is an advantage - the separation of new paragraphs leads to an emphasis on the new thought that I want to present, the text also acquires a more refined and graphically emphasized form.
Respect for the supervisor - I have to write without exaggeration, but the supervisor is the most important person for writing a valuable scientific paper because of his experience.
It doesn't matter where you start - never start writing a scientific paper from the introduction, because you do not know in the development of your research what conclusions you will reach, what methods and analysis you will use. The writing of individual parts begins with the part for which there is the most collected and thoroughly researched material.
To use a reference language - the term reference language means a language used for specific naming of states, objects, phenomena, which does not lead to ambiguity or incomprehensibility, terminological language.
To use a clearly defined terminological apparatus - in the scientific field there are many explanations of one term.
3. [bookmark: _Toc59114597]Public speaking and giving presentations
Giving presentations is a key form of communication in the business environment. It is the means by which you can reach your customers and partners, inform them about the latest developments in the company or introduce them to a new product or service (Anderson, 2018).
3.1. [bookmark: _Toc59114598]Description of Public speaking and giving presentations (What?)
During a presentation, the speaker should not just present the information, but become the face of the company, embodying its qualities and personality. Unfortunately, speaking in public can be a real challenge for your employees. 75% of the world's population suffers from some form of fear of performing in public. If your employees feel insecure about their skills as speakers, this can negatively affect their motivation and slow down their development as professionals (Ellis and O’driscoll, 1997).
3.2. [bookmark: _Toc59114599]Analysis of Public speaking and giving presentations (So what?)
Before presenting, a person often panics. During a stressful situation, breathing speeds up, and as a result, I become unable to control my voice. To deal with this problem, I would like to focus entirely on my breathing.
Many speakers find it difficult to adjust the pace of their speech. I would like to learn how to solve this problem. If I talk too fast, it means that in my anxiety I forget to take a deep breath. Good practices in facial expressions and body position predispose the audience to the speaker. Very often I, as a beginner in giving a presentation, am burdened with unrealistic expectations. It is very important to look at each of my presentations as a step on the way to my professional and personal growth.
Applying these steps will help me grow as an excellent speaker. In the process of my training and work I will participate in many projects that give the opportunity to use these skills in practice, to grab the attention of the audience and answer awkward questions. I would like to learn more techniques for structuring the presentation and tips for layout of Power Point slides. I want to get acquainted with phrases and means of expression with which to formulate my ideas, present facts and summarize trends.
3.3. [bookmark: _Toc59114600]Proposed actions following Public speaking and giving presentations (Now what?)
The art of public speaking is a matter of preparation and a lot of effort. Even speakers who seem completely at ease during a presentation or public speech have achieved this with experience and rehearsals. No matter how much I rehearse the show, I always have worries, which leads to a risk of failure. For my presentation to be successful, I do not have to make efforts in rehearsals. Repeat my text and behaviour until I am sure I can say it smoothly and calmly. It would be good to learn to avoid reading it from a sheet of paper or an electronic file. I can use keyword help cards instead.
[bookmark: _Toc59114601]Conclusion
In this module, we look at different approaches and techniques designed to improve our time management. Some of the techniques include Time Management via the Eisenhower Matrix and task grouping. It is never too late to analyse my actions so far, to discover my mistakes and to correct them. It takes time, will, patience and patience to put into practice successfully and correctly what is learned in this module.
Academic writing is characterized by evidence-based arguments, accurate word choice, logical organization, and impersonal tone. Strong academic writing informs, analysis and persuades in a simple way and mastering it allows me to make critical analysis. Academic writing is a scientific-educational form and an exam task. It tests our language and communication skills as students and thus prepares them for writing those who require more serious research. The style of writing is built over the years, it is a language area in which I have to work tirelessly to achieve the desired readability.
Conducting presentations is a key form of communication in the business environment. As a presenter, I should not just present the information, but become the face of the idea I am presenting. 
The art of public speaking is a matter of preparation and a lot of effort. I need to emphasize training in presentation structuring techniques and Power Point slide layout tips. For my presentation to be successful, I have to make rehearsal efforts. I would like to focus entirely on methods to improve the presentation and engage the attention of my audience.
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