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INTRODUCTION

   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. (Gibbs 1988) (reading.ac.uk,  2019) On the completion of this module, my proficiency has significantly improved in all the topics covered. I will be using the Gibbs and Driscoll model to reflect on my development to date and beyond in the following topics. 


(i)PARPHRASING - GIBBS

Description – Prior to starting the Level 4 Higher education course in February 2019, I did not know how to paraphrase properly. I wrote assignments for a long distance creative writing course which I submitted to a tutor via email. At the time, I would say I was mixing paraphrasing and summarising.  The tutor gave me feedback on my work for improvements mainly on sentence structure and grammar. Paraphrasing was never mentioned. I went onto blog on word press and regularly added written content to my book (still in progress) without citing. In my term 1 assignments for three modules, I paraphrased based on the knowledge I had received for the topic. Before starting the course, and during my earlier years of writing assignments, I was familiar with writing in my own words and summarising. The knowledge of using someone’s ideas and citing in my work was also evident, but I was not aware of the word plagiarism until I wrote an article through an agency in 2016. 

Feelings- It was easier for me to write my creative writing assignments by simply summarising and paraphrasing the way I knew, which was changing a few words in a sentence, or just simply summarising. This made me feel that I was not always able to achieve my objective with the assignments. It was straightforward looking for synonyms to replace just a few of the words. The outcome did not feel right because the skill had not been used effectively. Writing my assignments in term 1, even though had the knowledge I still found it slightly tasking. The process involved me reading the original text a couple of times and strategically applying the rules. Now I feel I am able to change more words, the grammar and the sentence structure without changing the meaning of the text. 

Evaluation – One thing I saw as a negative was that I was given a lot of corrections on my creative writing assignments without direction on where to develop this art of writing. My knowledge of paraphrasing was changing some words in the text using the thesaurus. It came across as tasking and time wasting, so I believe summarising was an easier option. I was confusing this with paraphrasing.  I did not get any clarity from the tutor on paraphrasing properly, even though my written work had the potential of being published as I marketed my amended articles to magazines. Regarding my term 1 assignments, the application of the skill was much clearer.

Analysis – I can confidently say my ability implementing this skill set has greatly improved. I know that things did not go so well because I did not have a thorough knowledge of this concept. Paraphrasing is changing an original text to your own words, and still retaining the meaning. The text is reframed in more detail than a summary and a citation is required. (library.dmu.ac.uk, 2017) The ways to apply paraphrasing effectively is by replacing vocabulary, changing the sentence structure and grammar. Reading the text a couple of times for understanding is also very important. This skill has been beneficial in showing my understanding of the text and avoiding plagiarism. Continuous practice in paraphrasing when writing my assignments bridged this skill gap. 
(Bailey S, 2015)

Conclusion – From all the information stated above, If I were faced with a situation like this I would ask someone, in this case the tutor for clarification and pointers towards learning more about the skill. I could also search on the internet putting keywords for direction. I would start writing my articles or assignments early enough in order to understand texts fully to get good results.  

Action Plan – Being a visual learner, I will watch videos on paraphrasing and summarising. Carry out lots of practice examples on paraphrasing in particular.
Ask a tutor, lecturer, or friend who has used a similar concept or has the skill set for assistance and clarification.







(ii)REFERENCING– DRISCOLL 

What – Referencing is a very important aspect of academic writing, however before I started the ACE course, I was only aware of it being used like a citation at the bottom of any piece of work. I had no knowledge of proper referencing or using specific referencing styles. 
 
During my first term of this module, I had to reference my assignments for three modules using the Harvard referencing style. I had to use secondary sources for the assignments, cite in the text and give a full reference for each citation on a separate page. My colleagues in class also played a similar role. The lecturer and librarian gave separate sessions on citations and references. We were referred to the university’s handbook on the Harvard referencing style. I took part in the class examples on referencing, and it was straight forward, but time consuming.

	
So what- 
Referencing is vital in an assessment or academic writing for these reasons: It gives credibility to the source by providing evidence to what I have used in the text, showing that I have researched. It avoids plagiarism. It allows people find the source referred to for further reading (Bailey S 2015) I was happy with the in text citations, but inserting the full references at the end of the assignment and the amount of detail associated with it was too overwhelming. Most of my course mates felt the same way, from expressions during the sessions and afterwards. I have never written an academic piece or done proper full referencing on any piece of work. With three assignments, I realised I could have received more marks under the referencing criteria If I had invested more time in that section. Looking back at the first two assignments, the referencing were not done properly. Now I feel very confident because I have put it into practice four times. 

Relating this to theory, my understanding of this topic has made me see the real importance of referencing using a specific style, whether in academic or non academic writing. The UWTSD Harvard referencing handbook guided me on the process and format of in text citing for quotations and paraphrasing to writing a full reference.(Downes E and Evans 2018) Furthermore the student centre of University of Liverpool visually explains with examples the format of in – text citing and full referencing for different  resources. For a source to be properly referenced, the correct format needs to be followed to its letter. Harvard citing and referencing style (UOL student centre 2013)

Other referencing styles include APA,MLA, Oxford and Chicago. They each have their individual formats for citing and referencing. owll.massey.ac.nz (2019)

Now what –In future I have realised that I need to start my assignments early, insert the in-text citations as I write, and add the full reference at the same time on the separate page. I need to read through the guide understanding the sections of resources that I would be using.

In this University, The Harvard referencing style is the accepted one. The most common referencing styles have been mentioned above. They all have different rules. If I need to use a different style or theory, I will study the rules watch videos on it or/and ask for clarification from my lecturer.


(iii)PRESENTATION SKILLS/PUBLIC SPEAKING - GIBBS

Description- My level of presentation skills and public speaking has included a few varied experiences. As a member of a marketing company I presented an opportunity to a group of people in about 15 different home settings and two instances outside the home, presenting to between 10 and 30 people. In all of these cases, I used the company’s standard power point presentation or, regarding some home visits, I answered questions on videos viewed. In most cases the product sold itself, people needed it and conversion rates were high.

Over the years, on about three occasions, I prepared my own slides on power point using very limited text/bullet points and a few images. This was done virtually via a web conference in a work setting to about 20 -40 people. As part of my toast masters experience I have delivered two public speeches to the group. Here I used props, a flip chart and physical images. I delivered topics based on set guidelines, where I had to shrink a 40 minute speech to 10 minutes. 

In August 2019, I led a team in preparing and presenting a topic on effective team working as part of our assessment for the Effective Team Working module. We worked as a team to prepare the slides, although I carried the burden as lead. Feedback on the delivery was great even though we exceeded the time limit to present. 
  
Feelings – Presenting for the network marketing company was great because of my passion and knowledge for the products. The only feeling at the back of my mind was being able to convince the potential customers or distributors which I did. 

For the virtual presentation, I was creating slides for the first time so it was really challenging and time consuming. With the toast master speeches, preparation was different, exciting, but difficult at the same time. Overall, I felt my preparation was inadequate, but the feedback from colleagues was actually excellent for the virtual situation but not good with regards to the first toastmaster speech. Before and during both physical presentations to the larger audience, I felt quite nervous at the beginning. I focussed throughout the presentation, was relieved and glad I had finished in the end. I was also conscious about speaking within the time I was given. 

On the most recent experience, I felt that we had not prepared enough and I was slightly panicked before the presentation. 

Evaluation- Initially, getting out of my comfort zone was a bad and good experience for the first physical public speaking with toastmasters because I had to incorporate all the guidelines for presenting. I enjoyed the challenge even though stressful. My speaking and presenting went well in some areas with lots of room for improvement and the feedback received from my club members was very constructive. I did not allocate enough time to preparations for the toastmaster speeches and the assessed Team working module. I used fillers and did not pause, I took this on board to work on. 

Analysis – The presentation delivery did not go so well, because I did not rehearse my script enough before the mirror. If I had, it would have been unnecessary to rush towards the end. I have learnt from this topic in the module and a few experts cited below, that for a great speech or presentation it is mandatory to be clear and concise on the content and structure. It is better to have a thorough knowledge on the topic and ensure there is adequate preparation, which should include lots of rehearsing before the day. A well delivered presentation engaging the audience from the beginning is always a success. According to (Morgan P 2017), your presentation style would depend on how formal or informal the delivery objective is.  At the end of this module and the effective team working module, I can confidently express my joy on the progress made so far. This is a great skill set for job interviews (Kent.ac.uk 2019) 

Conclusion – I learnt that it was important to practice the presentation in front of the mirror, someone or, record it and playback. By doing this I would ensure I applied all the guidelines for a successful presentation and keep within the time allocated. I also realised that if I had a thorough knowledge of the subject, I could improvise on the day.  I need to practice until I am confident and ready. In future I would need to improve on my time management and organisational skills to plan and execute my preparation properly. 

Action Plan – To develop the skills mentioned above, I need to watch a few videos on presentation skills and public speaking, set time slots on my diary for every stage of the preparation including practice and adhere to it. Finally I will ensure I rehearse till I am confident enough.





CONCLUSION
As I look back on the last seven months of this module, I am pleased to have made an intelligent decision to study this course with the ACE module. The learning received on paraphrasing, referencing and presentation skills have been invaluable and will always be an asset. 
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