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1. Introduction

My report will be presenting my reflection on learning during my Academic and Employability skills module. I have selected three topics which are Time management; Academic Writing: Paraphrasing and Reflection which I believed during my study were the best use to me both in an academic and personal concept. As well as explaining the topics I’ll be using a form of chosen models to assist in formulating my report and assisting in examples. The report is to demonstrate the learning that was useful to me, which were newly learnt and already obtained from personal research highlighting positive and negative remarks of the learning, and how I will apply it to my further studies and my chosen career path. I have chosen the Gibbs Reflective Cycle as my main form of reflection for all three topics as it was the best form of model that was illustrated to me with ease, and I was able to analyse my experience of learning with substantial practical conclusions.



2.1 Time Management

Description and evaluation
The first topic I will be reflecting on is Time Management. Time management is process of one acting on planned and controlled activities that were strategically organised prior to the event occurring, this can aid in lower stress levels and career success if implanted. During my lectures we was introduced to Time management in the first few sessions, I was asked to discuss what I already knew about the topic, from previous studies I understood Time management involved a form of prioristing activities and planning which I already implemented into my daily structure at home from having a diary, planning around my monthly to yearly calendar. This felt like a very easy topic to discuss.


This was due to being familiar with the concept of planning and the basics of time management skills, however I began to take a detailed interest in the topic when I was asked to do a student task. The task enabled me to reflect directly on how well I used my time and to review my answers with a peer/entire class, from the conversations and discussions I found that even with strategic planning one cannot give equal dedication to all the tasks that they wanted to accomplish in one day which was something I believed I was at fault for. 


Before this session, I tried to plan my whole entire life right down from daily tasks to planning my future endeavours of my life, hoping that I would be able to accomplish everything with no issues occurring. 
I was introduced to the Eisenhower Method, which is a strategic task management tool that aids in organising and prioritising tasks based on their urgency and importance in one’s life. The chosen model template required you to create four boxes based on activities a person may do first, delegate for a later time and those that were urgent and non-urgent. Using this tool, I was able to learn how to delegate my tasks that were most important and urgently needed to complete rather than using a basic daily task tracker to organise my time effectively. In future action I would use theses method and apply them to my chosen career path as a CEO for my hair business by ensuring I delegate efficient time to the number of delegated tasks I may have preparing for my business launch and daily tasks when I begin to receive customers. 




2.3 Paraphrasing 

The second topic is based around Academic Writing; Paraphrasing. Paraphrasing is taking text and making it into your words or understanding, it can be useful in essay writing where the writer can take information structures with acknowledgments highlighted in the form of referencing in the bibliography. Paraphrasing was a topic I wasn’t familiar with from previous studies or in general, I believe the topic was quite confusing as I wasn’t able to use paraphrasing in the aspect of writing, I had difficulty in differentiating paraphrasing to summarising as the two were very similar in nature. The session was very informative when discussing the topic however I found it hard to grasp the techniques to paraphrase correctly ensuring I was presenting the same meaning differently. 


This was due to not understanding what a synonym was. The most important information I took from the session was learning that paraphrasing involved changing word order, which prevented plagiarism from occurring during my writing. As mentioned above a small task was used to try and understand the concept of paraphrasing in which we I had to look at a large form of text and paraphrase the information into my own words, this was easy to apply by verbally explaining however during the task and taking notes I found difficult. I feel to understand paraphrasing better there should be more than one session to discuss the ways paraphrasing can be done incorrectly and how to identify them, in addition I feel there should be more in-depth writing tasks to develop paraphrase as it would mostly be using in academic writing rather than discussions. 


The tool that I used to develop my paraphrase techniques is the SWOT analysis tool. This tool was introduced in my first session in which my lecturer informed me to write out in detail what I felt were my strengths, weaknesses, opportunities and threats to my future and goals. I wrote all the information which would also help me soon formulate a personal development on myself. Once I had written detailed notes, I was asked to paraphrase the information written to start structuring my SWOT analysis graph. This task was very effective because it enabled me to use strategic planning techniques on myself and even analyse new ideas I didn’t have already. The analysis tool was used for internal purposes as it was used to see what I was doing well, what was my strongest assets, what were my detractors and what I was performing at my lowest. Once I had completed my brief Swot tool, my lecturer gave some feedback in which I was grasping the idea of paraphrasing however in some areas I was still summarising information. To apply this academic writing tool effectively, I was advised to do some more research on the topic and develop my understanding in my own time and review with my lecturer.
I don’t think paraphrasing will be a skill I will develop into my writing in the future due to its nature is mostly used for revision of reading text and developing them into your own writing, I am aware it would be helpful with quoting text and referencing but I find more comfortability in summarising as they are very similar. 


2.4 Reflection.

Reflective writing is the act of developing and recording the progress of a person’s journey overtime. In the case of academic writing, it would be self-reflective learner’s journal. This topic was taught to also add to my personal development plan to ensure I was always working towards my goals. Prior to the session regarding relefection, I had never written a reflective report previously, the lesson was very interesting to me because I began to wonder how a reflective report can be written in academic concepts and academically. I noticed during the sessions reflective writing enabled me to notice gaps in my knowledge and skills portfolio that were not apparent to be before. In previous study’s reports were based on quotative data based on facts and data, that only required to base my opinion on research from learning or referenced quotes from literature and authors. The topic reminded me of creative writing where the was no rules to the context of the report but based on the writers’ thoughts, this was a skill I had learned from not only previous studies but personal hobbies in which I partook in daily journaling to help in gathering and my thoughts. 

The topic was discussed in one session which covered the topic of what a reflective journal should include, this was very important to me because it helped brainstorming the foundations on how to structure my academic report for the end of the module. I was made aware that there was no right or wrong answer to the context in the report, but I was graded on how well I was able to analyse text and apply them effectively to my own academic journey. 

I did not feel any tools were effective to help aid in understanding how to write a reflective report/journal. I found using aided questions as a starter allowed me to begin the thought process and begin structuring my writing. Questions such as “What did you find difficult about this topic?” allowed me to put my thoughts into detailed analytical responses. I was instructed to ensure I was understanding the topic to regularly record my thoughts whether positive or negative on the module in the form of a journal, I found this task very effective as I was actively reflecting on my sessions which made formulating my report much better. 



2.5 Public Speaking and Giving Presentation.

The final topic will be a reflective Claus on my public speaking and presentation that was presented in week 9 of my studies. The presentation process was something I had already been used to from previous learning and was confident in presenting and formulating my slides effectively. I enjoyed the fact the presentation was on an individual basis rather than group work as I enjoy independent work as I’m able to self-critique my work and work on my own time management schedule. The information provided during my lectures ensured to provide all the basics of presentations and public speaking which aided me in having the correct techniques to present.  I felt my presentation went well regarding how I conducted myself, my slides were informative with not too much information which enabled me to demonstrate my public speaking. 

Although I was very confident about presenting my presentation, I believe the material highlighted in my slides were not to the full requirement this was due to missing a few lessons and I wasn’t aware of what my presentation needed to include. This for me although was a setback was rectified with a few questions asked at the end of my presentation that enabled me to understand if I understood the topic well. For future references if I am not available to receive important information such as the requirements of my essays or presentation, I will take the initiative with my time and find out what is required of me from the grading criteria. 



3.  Conclusion.

To conclude this module has assisted me in understanding important aspects of academic writing, which I’ll be using for the remainder of my studies. It has highlighted every single important skill that will be needed to write a professional and eligible piece of writing. Although I only elaborated on three topics in my report, there were numerous other topics in which I was able to analyse in depth were my strengths and weaknesses were and apply fundamental tools such as the ones mentioned in my report to develop my learning and understanding. For the future these tools and the topics I was taught in my module will be a part of my business plan which is the next step in my personal development plan to complete my studies at University of Wales, Graduate and Establish my first business.
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