



ACADEMIC AND EMPLOYABILITY SKILLS
ASSESSMENT 2
BMSW 4001

[bookmark: _Hlk70114385]Table of contents
1. Reflecting on the Academic and Employability Skills module (Introduction) - page 2
2. Gibbs Cycle (Definition) – page 3
3. A reflection on Time Management and Organising Study – page 4
4. A reflection on Academic Writing – page 6
5. A reflection on Paraphrasing – page 8
6. A reflection on Summarisation – page 10 
7. Conclusion – page 11
8. References – page 12



Reflecting on the Academic and Employability skills module (Introduction)

I started studying the Academic and Employability Skills module in February 2021, after enrolling as a student at the University of Wales Trinity Saint David. This module is made up of several topics which have helped me to develop my verbal, written, and critical thinking skills. It would also equip me with tools I would need for my studies, and eventually the workplace.
I will also be reflecting on this module through a reflective cycle, as I look back on some of the events that occurred during four of the topics in this module which are, Time management/Organising study, Academic Writing, Paraphrasing and Summarisation.


Gibbs Cycle (Definition)

The model of reflection I will be applying to my report is Gibbs Reflective model (according to Gibbs, 1988). This consists of six components namely Description, Feelings, Evaluation, Analysis, Conclusion and an Action Plan, Gibbs Reflective Cycle was invented as a framework for experiencing situations and events, learning from them, evaluating the positives and negatives, and making an action plan (Gibbs Reflective Cycle university of Edinburgh).
My reason for choosing this model is because it is a very commonly used framework that would help me to convey my thoughts in a simple way that would make for easy understanding. The Gibbs Cycle will enable me to provide a detailed account of this experience as I find it very applicable to my course.



A reflection on Time Management and Organising Study

Description 
On the day of our lessons, our teacher introduced the topic of Time Management through a powerpoint. It happened in class with all the other students. Everyone was encouraged to participate, including myself. I want to find out how the content of this topic will help me. I realised that this topic illustrates how I can effectively and efficiently manage my time. I also discovered from the lesson that there were tips that would help me to balance my time. A lot of other students were asking questions during the introduction of this topic and our tutor presented videos to watch pertaining to time management.
Feelings
Some of the negative feelings that I experienced of not been able to apportion my time wisely were disorganisation, confusion, and lack of knowledge. I did not always plan until last minute, and that would result in loss of quality time which could have been very well spent. I have had stressful moments trying to organise time.
[bookmark: _Hlk70195340]Evaluation
There has been a positive impact on me because I am now able to utilise my time correctly. Interacting with other students and drawing feedback from the tutor has also helped me. The tips I have learnt would help to further any professional career development I plan to undertake in the future.
Analysis
The topic of time management has taught me that time plays a very important role in planning my life. In order to benefit from good time management, it is essential to have an understanding between urgent and important tasks. It is also important to strike a balance between work and leisure time (Time Management skills skillsyouneed.com).
Conclusion 
I am now a confident timekeeper, because this module has inspired my learning as a student and equipped me with some tools to help me in the future. Time management would help me to be more organised as I have discovered its effectiveness through studying this module.


Action plan
I will endeavour to apply all the skills I have developed from this topic and hope to expand on my knowledge using other educational resources, not forgetting to reference sources. 
I am also making use of SWOT Analysis (Strength, Weakness, Opportunities, and Threats), which is a time management tool. (SWOT Analysis Wikipedia n.d) This would help me to determine which areas of my time management are strong, for example, planning ahead of my lessons, or which areas are weak for example, being punctual, and making use of opportunities which may come my way; such as enrolling on course workshops. This would also help me to overcome setbacks such as, procrastination or laziness, and missing out other opportunities for improvement. Another tool which I would consider using is SMART Analysis (Specific, Measurable, Achievable, Relevant, Time Bound). Smart Analysis helps me to prioritise my goals in the most beneficial way possible. (Smart Goals, definition and examples, 2020) This topic is therefore the most practical and applicable one for me.





A reflection on Academic Writing

Description 
Academic Writing is another topic that was presented by my tutor. I found out that it is a clear, concise, structured piece of writing from a referenced source. It can be formal with easy-to-understand grammar and vocabulary. (What is Academic Writing? University of   Leeds). There was individual, as well as group participation in the class.
Feelings
When I started this course, I was only familiar with basic reading and writing skills, so I felt very nervous about the content of study. I realised very soon that was a lot of work involved. Looking back, I was uncertain about learning, but now I feel optimistic about the course.
Evaluation
I found Academic Writing to be the most difficult topic in this module because it is very detailed, in its content. One of my positive experiences of Academic Writing is that it helps me to communicate better. I feel that academic writing is essential for my studies, as it would allow me to develop the format for writing essays and reports. It is great help for researching and analysing my work.
Analysis 
Although my writing skills have improved, the content of this topic has been overwhelming. However, some of the advantages I have gained was being able to improve on my vocabulary and grammar. Though, one of the disadvantages is the intensity of the topic, which is hard to grasp. Some of the class activities that I participated in were helpful because it gave me understanding.
Conclusion 
Looking back, I have found out that academic writing is an ongoing process of education for me and plays a significant part in my learning. In academic writing I should also remember to write in simple, fluent language in order to convey information without losing meaning. I am now able to identify other components of academic writing such as, essay writing which consists of an introduction, main body conclusion and Paragraphing. (The Do’s and Don’ts Of Academic Writing, Scribbr.com) The use of correct grammar and sentence structure is also essential in academic writing.

Action plan
I will be using academic writing throughout my course as a student, as it forms the basis for researching and analysing. To be able to write essays and reports, I will make use of authentic sources of information for my work through referencing methods.



A reflection on Paraphrasing

Description
Another interesting topic I am reflecting on is Paraphrasing. Paraphrasing is interpreting a text or piece of literature, in my own words, without changing the meaning (Paraphrasing for Beginners, UCL university). It is very useful in academic writing because it helps to avoid plagiarism. When paraphrasing, I should always remember to use synonyms and change the sentence structure. It is also important to acknowledge the source through referencing. 
Feelings
I found paraphrasing to be interesting, tricky, and puzzling. I feel that paraphrasing has caused me to feel confused and frightened. Lack of paraphrasing in an academic essay can have a negative impact on my work, but with the help of class exercises, I have had some reassurance. 
Evaluation
One of the advantages of paraphrasing for me is that it will help me to communicate better as a university student. It is very important for me to concentrate on the meaning of the text. I have also discovered that there are lots of educational resources available to help me such as journals, videos, and books. 
Analysis
I found it to be a valuable skill. It plays a great role in essay writing and reports.
Conclusion
I have come to understand that paraphrasing methods are varied. For example, using synonyms or words with an alternative meaning and amending the sentence structure (Paraphrasing for Beginners, UCL) I have learnt that using a passive tone of writing is also an important element. When paraphrasing, it is essential for me to provide in-text citation. I have learnt that Paraphrasing does not necessarily have to be a shortened version of a text, the most important concept is I should be able to interpret literature and in my own words, hence, I must make references to writers of the sources of literature, for example, authors and web sources.

Action plan
In order for me to paraphrase a text as a student, I will apply all the tips and professional help from well sourced literature and apply it to my writing. I will try to avoid plagiarism which is an academic misconduct.                



A reflection on Summarisation

Description
Another class session I had was based on summarisation. Summarising is taking the most important points from a text and rewriting it in a shorter version. It is necessary for compiling a whole text or an article. It also needs a source of reference. When writing a summary, it is very important to be non-judgemental about the origin of my text or the source of the information (McCombes.S 2020). 
Feelings 
I did not feel very confident about summarising because I did not know how to implement it in my writing. I was unable to differentiate it from a paraphrase, but now I have made some improvements through class exercises and some educational videos.
Analysis 
My studies of summarisation found that the main points of a text can be separated and retained. I should also paraphrase and keep my text short. I found out that when I summarise, it also helps me to save time in my writing but still conveys the most important points.
Evaluation 
One of the positives of summarisation is that I can use it for writing class assignments and reports.
Conclusion
I need to make sure that during summarisation, I would have to browse through the text, read, and make sure that I have understood. I would also need to write an introduction and remember to pick out the main points of the text. I would need to write in my own words and cite the source of my information in text.
Action plan 
When writing a summary, I will try to remember the strategies needed and apply them in my work. I will collect a lot of information through valid sources to help me achieve this.

Conclusion

My overall experience studying this module has been very interesting. I had learnt a lot of new things and gained knowledge and experiences from class activities and research knowledge. Looking back on my past education prior to university, I knew little. I have had a lot of positive experiences, and some negative ones while embarking on the study of this module. Some of my positive experiences include being able to share and study this module with my classmates. The negative ones include the module content being very intense, abstract, and boring. On reflection, this module has given me a lot of information that I would not have gained, had I not enrolled on it. I feel that I would have needed more time to study the contents of this module to be able to gain more knowledge. On the whole, I can conclude that the Academic Skills module forms the basis my learning at University.
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