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This reflection report aims to analysis how the topics I have learned in term 1&2 are being useful and the things I need to improve to be effective student. I have learned different type of topics which include report writing, referencing, summarizing, effective time management, cv writing etc. I was able to advantage lots of new things from the class, as well as reminding my memory on things that I already knew and just needed a reminder about, I have also gained my communication skills for my work place.  This paper also describes the skills I need to know about academic writing, the strong and weak points about me, what I learnt significantly and how it improve my personality.
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Report writing is very important to communicate by creating a statement to describe event, situation, occurrence, researches in detail, reports can cover an extensive range of subjects, however, usually focus on spreading information about the subject with a clean motive, to a specific target person. A report may be top while it is able to be written within the manner of proper verbal exchange.  Report writing skills are the most important skills I need for the duration of this course to post any assignments. It is also crucial to prepare my mind in depth through developing the core issue in the subject. I want to expand my communication, writing competencies, know-how and expertise on how to explain the one of a kind among essay and record. The largest impediment within the class for me was report writing, but throughout my course I have significantly improved my writing skills. From the beginning of the class I was able to learn a lot about how to write a good report, what relevant information I need, express the structure of the report, the common elements that are found in reports. Now I am in the middle of learning experience on how to write reports, what should be included in the report the orders to present findings etc. I have learned so much on my report writing skills, but I need to be ready to test myself for a better report writing skills. 
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Skills are the ability to do something well. There is different type of skills particularity important to be successful in the academic. I have learned various type of skills which help me understand the way of learning, research skill, writing skill, reflective and creative thinking, are the most important skills in this topic, I can also say that this has given me a fresh and new perspective on how to operate and gain knowledge about developing professional and personal skills. It is difficult to identify and understand the various type of skills, only because I have educated so much, I felt like I have mostly increase my skills, but It is essential for me to be ready to teach my self furthermore. I think it would be beneficial to identify the type of skills I need to improve both my academic and professional experience. The main type of skills are as follows; Adaptive skill, help us to shape our attitude and direct our social communication and determine how we manage our self’s. Academic skill are skills that are established and used for study; Transferable skill, are skills that can be moved between different situation; Job related skills; skills which can be acquired. I think it'd be useful to pick out the form of abilities we want and a way to use them.
[bookmark: _Hlk39346603]Learning about skills and identify them will help to get to know my self in both personal and professional developments, I will be aware of the strength and weakness I have. However, knowing the personal talent and developing them will help me to know my strength and focus on my weakness and improve them. I found that I have different type of skills, instead of sticking to the one I have. I try to learn and continuously ask on how to progress them with the right training. I have also learned about a personal planning on how to develop a strategy to get where I want to be, increase my self-awareness and taking personal responsibility and also help me to evaluate my achievement by SWOT analysis which refers to the strength, weakness, opportunity and threats to evaluate my skills. 
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Academic writing is clear, brief, directed, structured and assisted by evidence. Its purpose is to help the reader's understanding. The tactics will help ensure the writing is appropriate for an academic audience and lessen distractions for readers. Knowing about the academic writing language and using the appropriate language open my mind and help me to develop a deeper understanding, I have learned to recognise different writing style and make connection. I have also a clear understanding about the type of sentences which are simple, compound, complex, complex compound and how they are vital to build blocks of a text. I likewise feel like I have adapted to such an extent about how a longer and more fully sentence can represent a more established form of writing in a very structured way, and how paragraphs relate with sentence as paragraphs is a group of sentences about a single topic and together they can explain the writers idea about the topic. 

It is difficult to identify between academic reports and academic easy. I always struggles to put my opinions on paper in a way that is accurate and clear to my assignments but with this module explaining clearly about each and every topic help me to prove my writing in a well structured technique by using the correct academic writing method and language. Academic essays are a formal peace of written paper that addresses a particular topic and produces, through reading research, before writing essays, I have learned to read and understand about the topic, breakthrough the idea about the topic, read and make notes, plan and write the essay. This course also teach me how influential academic writing and language skills can be, writing the right sentence with the right word/language is very important in any of reports, essays or research. There are couple of elements that I do detect do not have that certainty and capacity to perform, and I would like to profit by this course.
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Researches are the collecting of information about a specific subject and they can give you new information that will enable you to develop clear plans. There are two ways to conduct research’s depending on the type of problem to investigate. Its is difficult to identify the type of researches and what sources I need to write a well organized research with my knowledge as a new student, I have learned a lot about the type of researches and sources this include the primary and secondary sources and the research processes. Since starting this course, I can write and find out sources that can help me to research and know the different between primary and secondary sources and when to use them. Primary sources are original documents like interviews, letters, diaries and secondary sources are readily available publications like textbook, journal, articles, papers and so on. In most all my lessons I did read, talk and write papers, however I determined out that there is so much extra to it. Researching is not easy task it takes a lot of processes like collecting data, analysis the data and reporting the result, notetaking, and learn more about the topic of the research by evaluating the sources. I feel that I have learned a lot from research skills to help me improve my ability to write any kind of topics. Furthermore, learning how to find articles and order books through webs and e-libraries have significantly widened the scope of my knowledge, and my writing skills are so much more interesting than what it uses to be.   
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Presentation and public speaking are always the hardest for me in the class or my profession. I am nervous and always have been, so presenting in front of classmates is still a challenge for me. I have not come to a solution for this problem yet but learning these skills will help me to prepare my self on how to have a good communication, body language, handouts, speaking, behaviour, and overall presentation skills. From my learning I found out that it is easier for me to focus on how to prepare myself for presentation by following the guidelines starting from dress codes, time management (be on time), preparing handouts, opening speech, speaking clearly and distinctly and be on my best behaviour. Most importantly I have learned so much in class on how to communicate with people and share ideas and experiences, which boost my confidence to speak about my self and connect with others. Studying this skill have giving me a fresh and new viewpoint on how to present and prepare myself for public and I hope it will help me in future. 
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Time is maximum valuable and significant in our life. Time is main and most important for everything else in life depends on, without proper time management our life is always be on hurry, time is vital to save money, help arrange and prioritise tasks, manage myself and growth work productions. The biggest problem I have is managing my time appropriately and planning my day ahead, I always struggle to wake up in the morning to make myself ready for work or study, but I have managed to sleep early to save my morning time. The competencies I need to control my time properly is organizing, subject, verbal exchange and goalsetting. The number one equipment for time management is to separate the important and urgent. I practise that I have particularly improved my making plans and time control talents. But I need to be prepared to manage my time and stay organized by using this skill. I want to find time for assignments by dividing my time for work, leisure, study in this case I will find time to finish my assignments before the deadline. 
 I have to say start doing things one at a time, however, maintain it so as and doing it separately will shop my time and build my potential to be innovative. I force myself to make a timetable for my day in advance of time by organizing the obligations and block out matters which could distract my interest e.g. Smartphone, television, social media. I will maintain to use all the capabilities I learned to improve myself and be a success student.  Academic learning isn't always easy, specifically if you have own family and youngsters to control. It requires a lot of time and interest. Studying had continually been my power; however, it became hard to take the preliminary steps with paintings, own family, youngsters, social and spiritual activities. The biggest difficulty in the class for me is time management, organizing assignment, motivation and making plans. I am undertaking myself using different varieties of plans which can assist me to progress my skills.
Employability skills are vital to my profession and are skills that let you work with others and include specialised skills that enable you to be effective in the workplace. I have developed this skill during my studies, and they have significant relevance to the workplace. I have work experience, but when supported by academic skills I have seen a lot of change. This course also teaches me about the interpersonal skills which are; team working, leadership, effective communication and the two common areas cultural awareness and problem-solving skills which will provide enough understanding of my interpersonal skills. I know that my ability to communicate with people and express my idea, in a manner that is polite and ethical, however without academic support it will be impractical. Going through this course has taught me so much more than academic skills, it has though me how to express myself. I have learned here how to write and express myself, how to encourage myself and how to answer the things that I don’t know. Most importantly I have learned how academic skills are useful.  
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