[image: ]
Ruby Muchiku Karomo

Component 2: Structure Report

Program: Certificate of Higher Education in Skills for the Workplace

Module: Academic and Employment Skills 

Module Leader- Diya Ganguly
- Sylvia Hoffmann





Table of Content:

1: Introduction

2: Time Management 

3: Academic writing

4: Summarising 

5: Public speaking and giving presentations (Reflection of presentation on week 9)

6: Conclusion

7: References 





Introduction
Within this report, there will be a full definition of time management, academic
writing, and summarising and their importance within my profession and
academic life. These skills are seen to be very important to progress the bettering
of my work and academics as well as taking these skills and applying them where is it appropriate. 

In this module, a presentation occurred during week 9 illustrating an
understanding of the taught skills named above. Using Gibb’s reflection, there will
be a description of my reflection on this presentation to amplify my strengths and
weaknesses. To end with a conclusion, including my personal opinions and ideology of these skills.

 

2: Time Management

 

This first skill Time management is a very vital skill to indulge in as it is seen to
help prevent frustration and ensure deadlines are met which includes the bare
minimum of attendance. Time management is about finding the balance of time
and action to complete vital tasks to reach the goals set.  It is seen to involve such
skill there would have to be the use of planning in advance for any plan. This can
be long-term, short-term, and mid-term. According to Burchard (2016), leisureful
and free-spirited events should be planned intensively to reach full capacity in
life. Last-minute time management is a huge liability to reaching any kind of goal,
no matter how serious or laid back it is.
 

3: Academic Writing

 

Academic writing is seen as a primary skill to embody a sophisticated formal text.
It seems to be vital to ensure a fulfilled academic source is presented clearly and
appropriately. It also helps to explain subjects to those who might have never
heard of what you are trying to explain, it helps give a clear and formal
description. Which is away from reflective, creative, and personal writing.

 
4: Summarising 
 

The meaning of summarising is to give a summary of anything that can be
explained in a simple form. This can be arrested from texts, other resources, and
even images. To have a successful summarising skill there would have to be
important features included from the original source by summary. Summarising
helps to show the reader that you know the key points and enables to help the writing focus on what is worth remembering.

To relate to academic writing, summarising is a big part of creating a successful
academic piece as it will allow the writing to not have plagiarism. This would magnify originality and a sense of understanding. 

 

5: Public speaking and giving presentations (using Gibbs Module)

 

As discussed above, a presentation was given on week 9. The skill of public
speaking was heavily applied to present the most rememberable presentation.
The definition of public speaking is to give an oral and psychical submission before
a class or a group of people. (University of Saskatchewan, 2017). This a special
common form of communication mostly used in education and most commercial
workforces. It is seen that most future careers require to have public speaking
skills. To uphold the skills of excellent public speaking and presenting comes with
internal practice and self-reflection on body language, tone of dialogue, eye
contact, and expression. The aim is to ensure the watchers have the knowledge of
the presenters understanding of the information being presented along with
having confidence in their argument. If the opposite is illustrated, then there will
be a lack of information being understood by the viewers portraying closed body
language would portray a lack of self-confidence and understanding of their own
presentation.
Although recently there has been a global pandemic causing public speaking in
physical form prohibited, there are devices that are able to obtain this skill on a
screen and still uphold the mass of people as well as having schools only online.
This has brought a big effect on those who suffer from anxiety enabling those who suffer to regain their confidence in public speaking.

 
Gibbs Module
 

Description: A presentation was done about additional academic skills.

 
Feelings: I was feeling confident about the knowledge I’m about to present. However, a little nervous about stuttering or saying irrelevant information.

 

Evaluation: The good thing that happened was that I was able to give the correct
information about what I was presenting. However, the bad thing that happened is that I didn’t focus much on my body language.

 

Analysis: I could reflect on the confidence I had in my knowledge of the
presentation and apply it to my body language which increases the chances of my dialogue being clearer and more understanding.

 

Conclusion: I could have relaxed about my body language and speech and applied
my confidence on showing how assured I was about the presentation.

 

Action Plan: if this arose again, I would practice my body language and show more
confidence through my face and body. Remain morale on the information I’m trying to portray.
 
6: Conclusion.
 

To conclude this report, the use of different skills helps to obtain additional
knowledge as well as help apply the additional knowledge Furthermore, to obtain
these skills by using self-reflection and practice. As the world and personal life can
withhold from growing with these skills, the use of determination and discipline
would have to be applied to ensure that all goals are set to be fulfilled. This can be
used within your academic life, work life, personal life, and together with

changing cognitive and interpersonal decisions. 

In my opinion, these skills would ensure that have secured my future career as
well as fulfilling any personal goals to help elevate me as an individual. As
someone that has worked in the health and social care industry, training for
additional skills and knowledge is prime to being a more successful and accomplished health and social worker.
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