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[bookmark: _Toc59227921]1.0 Introduction

This is a structured report where the author of this research will analyse and reflect on different segment of learning process within the module where 3-4 topics will be chosen from the allocated list which has been covered by the lecturer during the term. The author within this report hence, will reflect how useful it was to maximise the interpersonal skills inside and outside of the classroom simultaneously. To answer the each chosen area the field of study will gathered data from the published literature as well as referenced correctly to avoid plagiarism. The four topic that author of the study has chosen from the given lists are; time management/organising study, academic writing, paraphrasing and referencing. 


























[bookmark: _Toc59227922]2.0 Main body

In this part, author of the study will analyse as well as reflect on chosen topic which has been covered on during the term and reflect on how it has worked to improve the knowledge and skills of the author. 

[bookmark: _Toc59227923]2.1 Time management/organising study 

Time management is sort of process of exercising and planning conscious control of the time which is spent over specific activities specially to maximise efficiency, effectiveness and productivity. Time management and organising something incorporates juggling act of numerous demands upon a person relating to social life, work, hobbies, family, personal interests as well as commitment with the finiteness of time. Through effective use of the time allows one to have choice on managing or spending activities within their expediency and own time (Fiore., 2006). It should be taken into consideration that, time management can be added via range of tools, skills and technique which in turn could support an individual to accomplish task, goals, projects within a due date (Blanc and Raymond., 2008). Through time management and organising study thus the author of this report has learnt some effective skills during the term which includes; 

· Via time management and organising study author have learned how to create an environment regarding cost benefits, quality of result and prioritise time or tasks. 
· Setting up priorities to achieve the goal. 
· Deal with the time which spent over non-priorities. 
· Goal implementations (Fiore., 2006).


Apart from that, through the help of the lectures and discussion author also have gained knowledge about project management, attention management and time blocking skills via time management and organising study. Now author is highly skilled when it comes to prioritise the things and manage study such as; submitting assignment on time, reviewing it with other fellow members/classmates, taking feedback from lecturer to get good grade and so on. On the other hand, time management and organising not only helped author academically but also it helped author in personal life too where author now developed science of identifying, reducing and valuing time on day to day life and covert wasted time into productive time via positive return of investment.

To get critical understanding about time management, lecturer of the module has covered some most important area such as daily time management sheet, activity to review the time management, organizing time management, to-do lists daily and weekly, setting up SMART goal, creating a time log etc. which helped author immensely to understand the overall process of time management and organising study. 

[bookmark: _Toc59227924]2.2 Academic writing

Academic writing also known as scholarly writing is sort of nonfiction writing which can be produced as part of the academic work. Academic writing is mandatory writing skills for writing a report, writing essay/assignments and research work for universities, which is produced by the university students. In other word, academic writing is sort of writing that scholar use through the style, content and tone across published methods (Murray et al., 2016).

Through the academic writing author of this report have learned critical thinking skills as well as how to become clear regarding reasoning and explanation, direct in communication and most importantly it would help author to make readers understand about topic effectively (Murray et al., 2016). During the lecture in UWTSD author has effectively learned about in-depth of academic writing which in turn helped author to write essays, reports, assignment more clearly. On top of that, according to lecturer of UWTSD learning about how to write strong essays is not only important to get good grades or getting into good jobs, it is important to take one’s individual thoughts and arrange them logically first to themselves after that to their readers. When the author of the report has started this module in UWTSD author’s writing skills was not particularly good but through the help of lecturer and practicing writing skills now author is in better position to pull out the thoughts from mind and crystalizing it on screen or a paper. The way academic writing has helped author is via, ensuring strong communication, maximising critical thinking and reasoning skills, understanding the question requirement, enhancing language and communication skills, increasing research skills etc. through the help of academic writing now author can effectively write, persuasive essays, expository essays, narrative essays, composite essays, contrast and compare essays, effect and cause essays, analysis, research paper, report, business plan, business analysis, dissertation, proposal and so on. 

On the other hand, to get critical understanding about the academic writer lecturer of the module effectively demonstrated paragraph structure, sentence structure, linking words, vocabulary, videos about academic writing, practical exercise, note taking, paraphrasing, planning and structuring and so on which helped author immensely to understand the overall process of academic writing. 

[bookmark: _Toc59227925]2.3 Paraphrasing 

A paraphrase is tactics of restatements od the meaning of passage or text using different or other words.  A paraphrase in normally explains or clarifies the text which is being paraphrased (Morey and James., 2009). Through the learning the author have learned effectively how to paraphrase through various tactics. For example, “the signal was red” could be paraphrased as “the train was not allowed to pass as the signal was red”. In paraphrase, direct quotation is not required and it effectively explain the context in different way. Through the paraphrasing the author have understood what does paraphrasing means, understood the differences between summarizing and paraphrasing, understood that paraphrasing does not mean making the text shorter, understood how to develop the understanding of original text, understood how to change the word choice, understood how to use thesaurus regarding word choices, create own syntax for the paraphrased paragraph, structured the whole paragraph etc. (Morey and James., 2009).

Furthermore, through the help of the lectures and workshop the author of the report have understood paraphrase structure, sentence structure, note taking, paraphrasing, planning and practices and structuring and so on which helped author immensely to understand the overall process of academic paraphrasing. 


[bookmark: _Toc59227926]2.4 Referencing 

Referencing is sort of link between the objects where in one objects or acts as means via which link or connect another object. Reference can take in many forms such as thoughts, sensory, text, tactile and so on. when it comes to academic writing, while quoting or paraphrasing someone else’s work author and researcher of the report or essay need to indicate their name as well as site the original sources where the data has been gathered form (MLS., 2008). Through the lecture, author of this report have got in-depth idea about refereeing as indicated by the lecturer everyone needs to use useful and reliable background information to cite references. Apart from that, there are various reason why one should understand the referencing process which is given below; 

· Referencing helps to avoid plagiarism via making it clear which idea is your own and which idea gathered from someone else’s. 
· It shows the understanding of the topic. 
· Offer support evidence for arguments, opinions and ideas. 
· Allows others specially readers which sources of data has been used (MLA., 2008). 

On the other hand, referencing is part of law and university policy which has been taught to all students and tutor to follow. Failure to referencing also lead students to failed the module and in a broader extent it could lead to legal action as well (Council of Science Editors., 2006). 

Furthermore, through the help of the lectures and workshop the author of the report have understood how to references such as short ad full references, in cite quotation, direct citation, difference between reference and bibliography, how to access university referencing guide and so on which helped author immensely to understand the overall process of academic referencing. 
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[bookmark: _Toc59227927]3.0 Conclusion

To sum up, it’s clear that academic and employability is effective and important module for all student to stimulate and boost the confidence. Throughout this module, the author have identified various challenges, issues and through the effective support and knowledge lecturer of UWTSD help author to understand and get critical knowledge about various aspects regarding the module. This is a structured report where the author of this research has analysed and reflected on different segment of learning process within the module where four topics has been chosen from the allocated list which later was covered by the lecturer during the term. The author within this report hence, reflected how useful it was to maximise the interpersonal skills inside and outside of the classroom simultaneously. To answer the each chosen area the field of study will gathered data from the published literature as well as referenced correctly to avoid plagiarism. The four topics that author of the study has chosen from the given lists are; time management/organising study, academic writing, paraphrasing and referencing. Finally, author of this research have done this report for academic purposes and all the data gathered here are referenced correctly to avoid collusion and plagiarism. 
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