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Introduction
This year I have joined University of Wales Trinity Saint David course for Certificate in Higher Education for management skills at workplace and my year started with Mr Toyin Adisa module about Academic and Employability skills. In this module our class covered the following topics:
Time management / Organizing study
Academic Writing
 Paraphrasing 
Summarizing
 Referencing
 Reflection
 CV writing
 Cover letter writing
 Public speaking and giving presentations 
Online Learning Experience.
 In this repot I will cover 4 topics of this module which have been the most beneficial to me not only in class, but in my work and personal life. I will reflect on how these classes went and what I learned. In the end I will summarize experience given from module and how this changed my job role at work only in few weeks we been together with Mr Toyin.”
I will reflect using ERA reflections Cycle. This cycle has the following three stages: Experience, Reflection, Action.
This reflection type shows that we will start with something we have experienced. This might be from our past experiences or something brand new to us. Experience can be viewed from bad and good side related to our everyday life like work, studies. 
As we experience stage of the cycle happens we will start to reflect on this, by doing so examination will start: how do we felt, what next steps are we going to do from this. This kind of examination leads us to next stage of the cycle – performing actions. What actions are taken of an experience varies from person to person. This step will yet again result in experience and cycle will carry on.


Time management

[bookmark: _GoBack]Time management is a process of organizing and planning out daily activities of a person with intention to make his day more productive.
Experience: First and I think the most beneficial topic for me was time management class. Mr Toyin made me realize how much time I am wasting with the first class activity. Activity was quite simple we had to review our use of time and answer one by one. After this our next activity was to make a time management review.
Reflection: While hearing how my fellow class students are planning their day and using their time this made me realize that fair amount of my day is wasted for small unimportant tasks like: checking social media, playing games or just laying around. . By doing this daily tasks review I had better understand of importance of some daily tasks and how to prioritize them.
Action: When we finished with class I tried to make myself a weekly time management log. This helped a lot. Before making one I was struggling with certain tasks at work like making documentations or certain investigations. From now on I have little note book and every time I come to work right at the start of my shifts handover I am making little notes of tasks in importance order I have to do. This little lesson made my work productivity to improve. I have another note pad in my smart phone for daily tasks. By doing so I am sure I have time for my partner, myself, studies and I will finish whatever is needed to be done. This not only taught me about time management, but improved my planning skills, as around 50 percent of my day is planned in advance.








Reflective writing and note taking

Reflective writing is a type of writing when a person describes a situation and adds a personal reflection like feelings on this situations meaning.
Second topic I would like to cover is Reflective writing and note taking together. Before this class I did not use to reflect on my personal experience at work as a manager when talking with colleagues, I just did not felt that confident giving tips to other fellow managers. This class made me realize that as a manager I am fairly inexperienced, but I can reflect in my past experiences and use it as learning material for me and others.  

Experience: about a month ago at work during my shift we had delivery coming from international supplier, we meant to load the goods and sent the trailer back, but I did not know how to fill in the paper work for this type of delivery.

Reflection: I had to call my colleague from transport department, he explained how to do so and sent me the whole procedure later on so I know what steps are needed to be done by warehouse management staff.
Action: I noted this incident where I did not know how to deal with procedures and made notes of whole procedure. The whole procedure is around 16 pages, but my one took only a page. Next time the driver delivered goods I was ready and quickly sorted out this delivery.  When one of my colleagues seen the notes I have taken he asked for copy of them as they are quick to read and have all information needed.
Note taking is essential to any kind of person trying to learn. During our time with Mr Toyin has shown us 2 types of note taking. They area linear and diagram. 
Notes was taken in diagram matter due to coverage of 5 main tasks: receiving goods, unloading, loading, documentation. This helped me and my colleagues to skip certain steps if they are required and are being used in all departments as quick check list when handling this type of goods. Same goes with note taking in class I found that diagram note taking is much more suitable for me than linear. As on linear note taking I am not leaving any space in case I want to add something, where diagram note taking leaves me much more space for notes. Also this gives me much clearer structure of class work and what I have researched during my spare time despite being on same page, where on linear notes I have to start on new page and sometimes I am getting confused with it.

Paraphrasing

Paraphrasing is a way of expressing someone else words using different words, but keeping the same idea.
Third module I would like to cover is paraphrasing class. I really enjoyed this class as it was fun and we had more than one activity to do, also there were multiple answers depending on student’s way of approaching it. I had previous basic understanding what paraphrasing means and used it in a way I did not notice.


Experience: recently we had another department opened in our warehouse and I was given the instruction guides how to work on admin side when needed. This is new department but there is a lot of similarities in the one I am currently working
Reflection: While reading trough instructions guide I had trouble memorizing it so I used paraphrasing and diagram notes to improve my understanding and efficacy to memories and apply this information while working.
Action: It made my notes simple to understand to me due to paraphrasing guide in my own words apart particular information which I quoted. It has been only 3 weeks when this department opened, but I am one of managers with most understanding in this department. Everything is due to style of notes and correct way of paraphrasing I have learned in class.










Public speaking
Lastly I would like to review our classes last assignment in which we learned public speaking and giving presentation.  My presentation was about retail management sector, this is sector I am currently working in and where I would like to work in future. While researching for presentation I learned about my strong side as a manager and where I am lacking.


Experience: Talking in front of the class about my chosen profession.
Reflection:  When speaking in front of my fellow students during presentation I felt nervous and lost at the same time. I was really afraid to speak in front of them as none of them were really familiar to me and felt like strangers. I felt like I will forget everything I wanted to cover and in the end I was really disappointed with my end result as this was nowhere near where I wanted it to be. This made me realize that I am scared to talk in front of people I do not know. 
Action: I used SWOT analysis to analyze my public speaking skills and made a plan of improvements. I started to do briefings at the start of the shift as one of long term actions on my plan to improve public speaking, I can see improvements in my tone and way of speaking changing in the good way. My shift manager really liked this idea and I was tasked to complete a SWOT analysis for our new team member and come up with the plan how to improve his skills at work. This not only helps my fellow colleague but lets me practice to better understand the business from other person’s perspective, lets me pass on my experience from work and lectures, and lets me improve my planning skills. Not to mention it is great add to my CV.




Conclusion

I really enjoyed all topics covered in Employability and Academic skills with Mr Toyin. I really enjoyed his class activities not only because we had to interact with class but as well as I had opportunity to hear how my fellow class students would answer the question asked. I believe the most beneficial classes for me was note taking, public presentation and time management. Because of these 3 lessons I found that my notes can be much clearer for me to understand using different type of note taking. I never heard about diagram notes before and it was a shocker for me that I have not used this note taking beforehand. Like I mentioned previously it helped me in many ways, but mostly at work, I do not have to make my note book a big scramble of words hard for me to follow. Time managing lesson was a breakthrough in my life. I always taught that my days’ time are well planned, I have tried to use calendar as planner for my week, but simply writing down tasks in importance order helped me to reduce amount of unfinished tasks at work and lets me enjoy more time with my partner or bonding with colleagues at work. Not to mention that my notes are being used as sample at work with certain procedures. This module helped me to raise my standing at work as I learned and made myself a plan of improvements and was tasked to do one for our team new member. Gave me better understanding what is required and needed to work as a manager in retail. Before start of this course I was confident that I know most of what is needed to be a manager and that I am good at management, but it made me realize that we live and learn, learning never stops and if I want to be a manager and especially good one. I firstly have to learn more about myself, my weak sides and strong sides. So far this module was great breakthrough in my career and I am one step closer where I want to stand in future.
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