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Introduction
The aim of this report is to explain what reflection is, time management, academic writing and organising study in academic and employability skills are and how important they are. Also, to identify what I have learned from this module-what was my experience or my understanding of how and what skills were achieved.
 
Reflection is a process of exploring and examining ourselves, our perspectives, attributes, and actions / interactions. It helps us gain insight and see how to move forward. Also, it is a purposeful activity in which you analyse experiences, or your own practice/skills/responses, to learn and improve.
In this report I am going to use Gibb’s reflective cycle because it has clear stages that allow me to reflect in more depth. 
Gibbs’ reflective cycle Gibbs (1988, p.49) created his “structured debriefing” to support experiential learning. It was designed as a continuous cycle of improvement for a repeated experience but can also be used to reflect on a standalone experience. One of the key things about Gibbs is the acknowledgement of the importance of Feelings in reflection. He also separates out Evaluation - what went well as well as what didn’t. These extra stages make it a useful model for Some practitioner courses, but some find them prescriptive. Also, gibb’s reflective help me to description what happen in that time, how was my feeling or my reaction, what was good or bad and what I learned. 

Time management:
Time management is the process of planning and exercising conscious control of time spent on specific activities, especially to increase effectiveness, efficiency, and productivity. It involves the balancing of various demands upon a person relating to work, social life, family, hobbies, personal interests, and commitments with the finite nature of time. Using time effectively gives the person "choice" on spending or managing activities at their own time and expediency. Time management may be aided by a range of skills, tools, and techniques used to manage time when accomplishing specific tasks, projects, and goals complying with a due date. (Chartered Management Institute,2017)

The application of time management techniques to your studying will enable you to focus and achieve greater results for your time spent studying. This is crucial for those who must structure their study time around employment and other activities. The ways in which people manage their time and the techniques that surround it are quite different. The management of time may come naturally to some, but others may have to work hard at it. It is common for those trying to balance work and study to find managing their time particularly difficult. This is because most people experience some challenges with time management at some point in their lives. Despite this, you can take advantage of various time management techniques and tips to help you achieve your goals. 

[bookmark: _Hlk101560819]

Description:
The time management class was in my first week at university and I went through many times management tasks like how to manage my overall time, make a list of activities I need to do everything in days, how to control time spent in social media, always start with an important task and always organize yourself.

Feeling:
My first week at university made me extremely excited and happy since it was my first step towards my career. It was also my first time meeting my colleagues. Following that, I was confused since I could not understand many things.  For instant, the module. and how it could be used. Overall, it was a lot of helpful and new information to learn.

[bookmark: _Hlk101646456]EVALUATION 
The good thing about time management is that it was my first time and new information to learn as well as new experience made me more set and managed. The bad thing about time management is that you must be sequential all the time and I’m not very good at it either.

[bookmark: _Hlk101647912]Conclusions: 
In summary, effective time management, especially for students, gets more done in less time because attention is focused, and time is not wasted on the distraction of practicing ideas. And technology can become masters of time management and have more time for family and personal life. 

[bookmark: _Hlk101874950]Action Plan:
Time management is vital in virtually every aspect of life, so I'm going to start putting down on a note what I'm going to accomplish the following day and trying to stick to it and apply the techniques I've learned in this lesson.


 Academic Writing:             
Academic writing is clear, concise, focussed, structured, and backed up by evidence. Its purpose is to aid the reader’s understanding. Formal in tone and style yet lacking in complexity and requiring no long sentences and complicated vocabulary.
Whenever, you write an academic essay you are asked to demonstrate your knowledge and show that you possess certain disciplinary skills of thinking, interpreting, and presenting. There is no such thing as simply writing the paper. In this kind of writing, you must know exactly what the professor expects you to accomplish and what you are supposed to accomplish. Let's examine the components of this college writing "literacy task" in more depth.  
Knowledge of Research Skills. According to (Irvin, 2010)
The now research has meant going straight to Google and Wikipedia, but college will require you to search for and find more in-depth information. You will need to know how to find information in the library, especially what is available from online databases which contain scholarly articles. Researching is also a process, so you will need to learn how to focus and direct a research project and how to keep track of all your source information. Realize that researching represents a crucial component of most all college writing assignments, and you will need to devote lots of work to this researching. 
The Ability to Read Complex Texts Whereas your previous writing in school might have come from your experience, college writing typically asks you to write on unfamiliar topics. Whether you are reading your textbook, a short story, or scholarly articles from research, your ability to write well will be based upon the quality of your reading. In addition to the labour of close reading, you will need to think critically as you read. That means separating fact from opinion, recognizing biases and assumptions, and making inferences. Inferences are how we as readers connect the dots: an inference is a belief (or statement) about something unknown made based on something known. You smell smoke; you infer fire. They are conclusions or interpretations that we arrive at based upon the known factors we discover from our reading. When we, then, write to argue for these interpretations, our job becomes to get our readers to make the same inferences we have made.
[bookmark: _Hlk101649191]Description:
In the academic writing class, I was focused with the lecture because, it was the most important class for me as my writing is not that good and through this lesson, we learn how to write sentence a short sentence, a long sentence and how to connect two sentences in a formal way. 
[bookmark: _Hlk101649229]Feelings:
My initial impressions of academic writing were mixed in most classes for a variety of reasons. For starters it may be due to the language as English is not my first language and writing fluency, formality and instructors is required which I was not confident about. But now since the attend of academic and employability skills classes through practicing and concentrating in and out of class gives me more confidence, more knowledge, and a better feeling about what I’m doing in term of report or essay. Also, I would like to mention the great support of the lecture perspective I think I couldn’t do what I needed. 
[bookmark: _Hlk101649272]EVALUATION:
The good thing about academic writing is that you I have learned a structured, stylistic and formal style of writing. I think this will be useful and will make studying easier.
The bad part is that you I need to improve my academic writing or work hard especially English is a second language but overall, I’m fine.

[bookmark: _Hlk101649305]Conclusions:
In my conclusion academic writing is especially important for student who need to write a lot in one format in a short amount of time. 
[bookmark: _Hlk101875706]Action Plan:
Academic writing is extremely important for students, especially at university. Since beginning the foundation programme, I have grown more confident in my academic writing because I've put what I've learned into practise. I've also begun to receive feedback from lectures, and I'd like to pursue a GCSE in English to improve my academic writing.



Organising study: 
Is the study of how individuals establish organisational structures, processes, and practises, and how these, in turn, affect social relations and create institutions that influence people? According to (Holsman, J) Being organised is key to establishing a productive study schedule and staying on top of the increasing workload that comes with preparing for final exams. Effectively organising your study sessions will help to not only minimise procrastination but also ensure you use your precious time wisely and here are the top five tips that helps on organising study. 
1. Create a study timeline
Creating a study timeline will help you to effectively spread out your revision over the weeks leading up to your exams and assist you in dividing your time between each subject. 
2. Prioritise important tasks
It is likely to find that your busy schedule consists of a range of homework tasks and revision exercises that vary in their level of urgency and importance. 
3. Set time limits
Most productive studying typically occurs within the first 25 to 30 minutes of hitting the books, so try to structure your study sessions by organising them into 30-minute blocks. 
4. Set specific goals for each study session
Simply studying without direction is not effective. Make sure to consider what it is that you aim to accomplish by the end
of each study session.
5. Find your peak energy period 
Organising your study sessions effectively also means scheduling them during your peak-energy periods of the day. 








Description:
Arranging research, we learnt how to organise our studies by employing techniques such as prioritising critical tasks, setting time limits and setting clear goals.
 Feelings:
My opinion on study organisation is that I am comfortable with most of the techniques required to succeed in university since I ensure that I devote enough time to studying. 
 EVALUATION:
The benefit of organising your studies is that you finish everything on time, and if there are things that need to be done, you have time to do them. The disadvantage is that you must always consecrate and may feel like a machine at times.
 Conclusions:
Finally, organising your studies is critical for students since it helps you achieve success, save time, and offer you control over what you accomplish.

Action Plan:
Study planning makes students responsible for their actions, which is why I study for one hour every day from Monday to Friday outside class, complete homework on time, and keep a list of necessary staff. 








Public Speaking and Presentation Skills
My presentation was about my future career, which is nursing, and in it, I discuss nursing, what it entails and what duties and responsibilities it entails. During the preparation of my presentation, I was able to apply what I learned in class on digital skills to the presentation where I was able to put what I learned into practise. 
 My presentation was around five minutes long, and it was my first time giving a presentation on my future career. it was a great learning experience since I learned how to do it faster now the first time because it took me a long time to finish it. Also, to present in class in front of a class group the nervousness that I felt the first time speaking in front of a group was quite difficult, but it taught me how things become easier if you work hard at them. +
Conclusions 
My conclusion: Academic and employability skills are important to get the right job in your desired field. Another fact is that academic and employability skills are important to success. It was also concluded that improving academic and employment skills is important and useful in both professional and personal growth contexts. Finally, I want to be able to put into practice what I have learned in this module.




[bookmark: _Hlk101727684]References 
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Organizational behavior (OB) is a field of study devoted to recognizing, explaining, and eventually 
developing the attitudes and behaviors of people (individual and group) within organizations. 
Organizational behavior is based on scientific knowledge and applied practice. According to Kaifi (2010), 
the “RED Analysis” can be applied by practitioners and researchers for understanding organizational 
behavior issues:
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