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Introduction
In this report I will reflect knowledge I gained for 10 weeks period learning academic and employability skills. I will point out 4 main topics which I was most interested in and how they will or should help me in the future. In my report I will use Gibbs reflective cycle to express myself. 
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I was always very bad at my personal time management. Most of the times when meeting with friends or attending my appointments I am running late, which makes me feel sad and frustrated. Friends might understand that, as they know me for some time already, but this becomes big problem when I need to attend an important team meeting or a job interview. Being late to the meeting shows, that person is not taking situation seriously.
SkillsYouNeed.com (2021) mentioned, that we all have same 24 hours in our day, so why one person has enough time to do all, but others do not? Everything comes to time management. 
Some of the days I manage my time really well, as I wake up early and all tasks afterwards have plenty of time to be done. But some days I spend too much time sleeping, which results in some tasks being skipped.
During this class I realised how important is my time management. I started to make a daily schedule we learned in the class, which makes my life easier and more efficient. If, for some reason, I oversleep my alarm, I than skip non important tasks of the day, so I can concentrate on my top duties.
All in all, I was very happy with this class, as I have learned how to manage my time effectively and do more of my tasks daily.
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In my personal experience, referencing is one of the most important action I do when writing any academic assignment. I never used it, as I was not doing any official academic writings before. When I was learning at school, we never covered referencing part, which is very disappointing. Every school should teach this topic, so after graduation if I choose to keep studying at university, I bring referencing knowledge with me already, instead of spending time to fully understand it and use on any assignments.
Referencing enables me to acknowledge the work of other writers, who wrote with their hearts and minds. So, I can appreciate their thoughts and at the same time this is the best way to say “Thank You” to those writers. (The University of Sheffield, 2021) At the same time, referring any literature for me is the same as copyrights. 
Personally, I found difficult to do referencing in the correct way, so I am still using Harvard referencing file, provided by University of Wales Trinity saint David. Without this file, alongside any academic writing I do, I am making mistakes on either in-text citations or reference list. Even during our online classes, I noticed, that many of my classmates are still doing the same mistake, which shows that we still need to learn. Good thing is, that we are all learning and willing to learn. With every new academic assignment we do, we are gaining experience and in the near future we should not need Harvard referencing book opened when writing.
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This part was and still is very nerve racking for me. Obviously, due to pandemic in the world, I am doing my studies online. So naturally, all public speaking or presentations I do, is over the camera. This way is completely new for me and most of my classmates and we struggle to do it in the right way.
Firstly, I noticed, that practice makes huge difference in the way I deliver presentations. As Kim (2020) mentioned in his article, number 1 point is practice. Even if do not have enough time, I should practice and repeat my presentation as many times as possible, or even recording myself to hear from the side how it sounds and what needs to be improved. Other thing, which goes well with practice is written preparation speech. Having it on the side when delivering presentation always helps, especially if you get stuck or stressed for a moment, so you can have a glimpse and carry on talking.
Secondly, for me is very important to hear other people presentations or speeches, so I can have better understanding how others do and what sounds interesting. At the same time, if I am giving presentation to the same people, I can see how audience is reacting and how interested they are, so I can adjust my speaking if needed. Making some jokes is important as well, but this really depends on the people who are listening. 
Appearance plays massive role as well. If I will turn up to my presentation dressed my daily west and shorts, unwashed hair and all sleepy I will not be feeling comfortable to speak in front of the people and, I bet, they will not be interested to listen to me.
Another important thing I learned during my studies was not to overcrowd slides, which will be shown to audience. Overfilling slides with all information you have prepared has few minuses. First, it just does not look nice. Screen in front of you with loads of information, but you are there not for reading. Secondly, if I put too much information in my slides, I will end up reading it or it will sound as I am reading, because all the info I have, is already written on the slide. This makes very hard to think of something else to say and not the words from the slide.
Last but not least, to be original. I came across many examples how to give great presentation, but I prefer not to use step by step from those suggestions. If I would follow somebody’s advice too closely, I might end up sounding too similar to someone. This is not ideal if I want to leave memorable impression. 
All points above make me feel much more confident when giving online presentations. During this term I have learned great speech skills, which I never had before. As I carry on studying, I discover new and interesting ways to present my speech. 
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This is something new for all of us. Some has adjusted already, some not. Personally, I do struggle sometimes with online learning. My studies started, when pandemic was in full swing already, so I did not see my classmates in real life ever. This makes especially hard when we need to do a group work.
Drago et al (2020) notes that much of the unhappiness comes due to lack of teacher/ lecturer training, technical difficulties and trying to replicate face to face classes. Despite these little glitches, studies shown that online learning has progressed massively over last couple years and shows trend for coming years.
Personally speaking, I have mixed feelings. My first experience with online learning was not good, as I needed to download many applications, install them on my computer and phone, set them up with different accounts and then try to use them. Thankfully, university’s IT team came along and gave us brief training on how to use them. After instruction from IT department, I felt more confident to start studying, as at least basic technicalities were sorted.
Short time after, I noticed that many positives emerged, such as not travelling to campus, not waking up earlier then usual, being able to sit behind the camera when still getting ready, after the class has started. Time and cost saving is immense, considering how much and how long students used to spend before online learning was compulsory.
In my own view, positives outweigh negatives, and I would like to stay studying over the distance. Unless universities decide to invite students over to campuses couple times a month, so we can have eye to eye chat to other students and lecturers. 
As Dobbs (2020) from Whatuni.com mentioned, that all of this distance learning situation might feel strange, but that is the only option at the moment. Eventually all universities will reopen and we all will meet at them again.
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During academic and employability skills course I have learned many new things, which were new to me. In my eyes some of them were a bit more important than the others. Above I have pointed 4 main points, which are top priority for me. 
I found time management very useful, as I can use it in my everyday life to make my time more efficient. Completing everyday tasks on time for me was tall order, but with knowledge I gained at this course, I can be sure that this will not be problem anymore in the future.
Referencing part was something new for me, and learning new interesting thing is always useful. Now I can be sure that by doing references in correct way I can thank heroes, who did research or spread their thoughts with world. Even in the future I might release the book or my own research, and I would be very happy to see students using my name in their references.
Giving presentations still makes me nervous and stressed, as I did not have many of them yet. But as I proceed studying, I am sure that speech giving skills will improve and with every new presentation I will feel more confident and efficient. 
Same with online learning, which sometimes still is stressful. As I carry on studying, I discover new and easier ways to do distance learning, which makes life less difficult, and I can share my experience with my colleagues. 
Studies make me smarter and more intelligent, which opens new opportunities in my life to come.
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