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Introduction:

In this report, I am going to write an academic report where I will reflect on my academic learning during this module to present my understanding of the course. I have chosen the following four topics that were covered during the two terms of my studies on this course as the basis of my analysis: time management, paraphrasing, analytical thinking and Cover letter. I will also incorporate some of the stories the tutor narrated during classroom activities and my own personal experiences of what I have learnt and unlearn during this period to broaden my reflection. My arguments will also incorporate current academic literatures to my life experiences. 

Main basis of my report:

Time management
Time is a priceless resource, which once it passes, we cannot reverse. It is crucial in achieving success in our daily activities, if managed well. Hence, time management practice is the act of influencing one’s key behavioural dimensions to complete as many tasks as possible within a given time period. The concept of time management started with industrial revolution, when economic transformation started and large scale industries and manufacturing emerges. It is used to maximise productivity. It has since been transformed to the modern notion of doing things effectively and efficiently. According to Donaldson (2018), the objective of good time management is to achieve the lifestyle balance that the individual want. Therefore, a good time management at work would facilitate high productivity with success and work effectiveness.
The ability for me as a student who is also a full-time mother to use my time effectively is very essential as not only do I need to carry out diverse academic tasks that includes maintaining regular attendance at school, paying attention, making notes, doing research for my assignment and ensuring that I submit my assignment on time; I also have to balance the family life of looking after my children and giving them ample time to ensure that they do not feel neglected. I started managing my time from term1 by using goal setting strategy to diarise my different activities with separate time set for achieving different objectives. I spent most of my week days to engage on school activities because my children are also in school at the same time whilst I spend most evenings and weekends to attend to my children’s needs. On some occasions when I have deadlines to meet, I might stay up late after my children are in bed to catch up with some of my school work. Likewise at a workplace time management is also essential, to help employees manage their time very well, in other to be more efficient in carrying out their duties and good time management also help to boost organisation morale. Effective time management at the workplace will start with employee arriving at work on time, spending less time on chatting, and planning their daily activities, leaving room for contingencies whilst ensuring that deadlines are met.

Covey (1989) developed a theory on time management matrix that described how individuals tend to manage their time using two broad categories that includes importance and urgency to differentiate tasks. See matrix below.
[image: ] 
Covey – Time Management Matrix
  
Also, Sopon (2017) suggests that effective management skills help students to achieve their goals and manage their time properly to avoid unnecessary activities. Furthermore, research carried out by George et al (2008) shows that there is a correlation between students’ ability to manage time and academic success. In his research it was proven that in most cases, time management is the most significant predictor in everything we do. Whether in our studies, professional and managerial life, time management is crucial in other to be effective. For example, if a student manages their time effectively, they will submit their assignment on time and achieve a better result than a student who do not manage their time effectively. 

Pareto also contributed to the importance of efficient time management. Pareto’s principles, was developed based on selling and marketing situations. It was later applied to work, business and organisation management and personal time management based on his relevance in time management theory. In this theory, he used two variance, cause and effect or input and output. He emphasise on the fact that 80% of output is produce by 20% of input. He further explains that 80% of outcome is produce by 20% of causes. Pareto’s principles proof that when you prioritise your task and manage your time efficiently as a manager, you will achieve more with less output without being under undue stress (Fitchew, 2009).

Paraphrasing
Prior to starting this course, paraphrasing is not a word that I am particularly familiar with. However, as I started my course and begging to learn about academic writing and how to capture important stories in a short caption; I started to appreciate the importance of paraphrasing. Although, I am still developing my knowledge in this area of my learning, I do now understand that paraphrasing is a word used when summarising a written or spoken words using different words in a more, simpler and clearer form to reflect a clear understanding of the original message. Hence, paraphrasing can be described as writing the ideas of another person in one’s words. 
As a student, paraphrasing is essential for writing assignments, especially when incorporating reading materials into personal experiences or learning. It means one would be able to use the work of others to support own views without having to repeat, except when making a direct quote. Hence, when paraphrasing it is essential to change the words of the original writer and their structure but without losing the original meaning. However, there are some step to follow in other to paraphrase effectively, which means any good writer must have the ability to read a word, think about it, understand the content, take a break for a while and return to it and rewrite it in their own word at the end. Doing this will allow the writer to avoid plagiarism. In other words, paraphrasing is important because it demonstrate the fact that the writer understands the sources being used well enough to write it in their own words. For me as a student, paraphrasing enables me to take notes during lectures using my own words and I do not have to worry about capturing the lecturer’s every single words or sentences. More so, when doing my assignment I can easily transfer my reading into my writing with clear understanding and without breaching plagiarism rules. However, it is important for credibility to refer to the original author as part of referencing or where direct quotes have been cited in any writing.

 Analytical Thinking Skills
From my classroom learning, I understand that analytical thinking is the ability to collect and analyse information, solve problems and make decisions. When an organisation have significant amount of workers who possess these skills, they can effectively solve problems and improve upon their overall productivity and in effect achieve organisational goals and objectives. Analytical skills might sound technical, but it is used in everyday work. As a student, I learnt during my course that it is a skill that cannot be underrated. (Prawita, Prayitno and Sugiyarto, 2019) described that “analytical thinking skills are important for students who are interested in learning about respiratory system material...”
In my working experience, I understand that every business has to analyse three specific issues: what problem is required to be solve in the business? What is the cost of not solving the problem? Who is the best person to solve the problem? These things are echoed repeatedly during senior management briefings. And on this course, I have gained a lot of further knowledge from my lecturer, about analysing every situation fully before making informed decision. My decision making process whether at home or in relation to my education and overall career has been improved because of the analytical thinking skills that I have developed as I am now able to think broadly. 
In one of my class lectures, my lecturer cited an example of covid-19 whereby, some people appears to have concluded in their mind that the virus was from China, whilst others said it was related to 5G network. The arguments being put forward is evidence that people were not taking their time to investigate the true cause of the virus before jumping into different conclusions. Reviewing the events that have happened since the outbreak has shown the danger in forming wrong views, as innocent people of Asian heritage have been assaulted whilst at the same time 5G masts have been destroyed without justification. The lesson from this is that it is essential to make it a habit to learn facts about new things, to ensure you don’t make irrational decisions. If the theory of an analytical thinker was applied to the scenario described above, the outcome would have been better and more effective. According to Jang (2019), fake news can be a source of confusion to many people in the area of politics, culture, and healthcare.
To support my analysis further, I have narrated three brief examples of Analytical thinking as follows:
1] Data Analysis
I learnt in class that this entails gathering of information first, then process it by analysing, solve the problem, come out with solution and define it clearly.

2] Effective Problem Solving (Trouble shooting)
This entails thinking about the type of problem that needs to be resolved first, and then understanding the way to solve it. Some of the problems may be minor, whilst some might be bigger issues. Then one needs to get to the root problem in other to be able to have an idea of how to tackle it. Dulles J.F. Former US Secretary of State says “The measure of success is not whether you have a tough problem to deal with, but whether it is the same problem you had last year”.  
3] Creative Thinking
My lecturer told a story of a rich man, who as part of his creative mind discovered a hill and bought it for a million pounds and turn the hill into a cement making factory. He made a fortune from his foresight. This shows a good sense of an effective analytical thinker.
There are other examples of analytical skills, which I will list as follows but I cannot analyse them due to limitation of this report. They are; Organisational, Reporting, Effective research, Budgeting, Diagnostic, and Metric.

Cover Letter
A cover letter is a document that one can send with a CV when applying for jobs, and it acts as a personal introduction which, helps to sell one’s application. Smith (2019) says “An essential part of any job application, a cover letter needs to be attention grabbing and concise”.  A good cover letter will capture the attention of the hiring manager to support your job application with your CV to help you to secure the job you applied for. It is a one page document to introduce oneself briefly and it need to tell the employer about the position one is applying for and how one heard about the opportunity. It should also be used to showcase one’s field of expertise. Also,  (Morgan, 2019 p: 339) states that “A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV”.
In one of our class activity, an example of a covering letter (see appendix for a copy) was given to us. The sample breaks the body of the letter into a few main paragraphs. However, I have only mentioned three essential paragraphs as follows;
· Paragraph that covers the introduction and where the job was advertised and it draws the employer’s attention to the CV being enclosed.
· [bookmark: _GoBack]The other paragraph was the one used to sell the person, going further to describe previous job experience, and the skills they have that would let them meet the criteria needed for the job. 
· The third essential paragraph was the one used to say something about what the person has research about the company and explain their ability and the skills they have that has make a positive impact on their current job.
With the final paragraph of a cover letter, it should be use to let the employer know that one will be available for an interview and say thank you for the time spent to read their letter.

Conclusion:
To conclude my reflective report, I will like to highlight how much my analysis above has demonstrated how my learning on the module has help me developed new skills, which have impacted positively on both my academic journey and my personal life. I have also, learnt how to analyse literature reviews and theories and incorporate them in to my report writing. Saying this, I do understand that, I still have a long way to go with my academic and career development and the skills I have learnt will help me to progress toward a successful career in future. 
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Cover letter2.pdf
The reason | embarked upon my degree course is because | have a love of learning. |
would very much welcome the opportunity of an interview to explain how | can
combine my enthusiasm for learning, art and drama for the benefit of children in our
community.

Please find my CV attached.

Yours sincerely, -

Lucy Marcus
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Example of a cover letter

Flat 3A,
18 Floral Place,
Ash Lane,
Normanton,
NM8 6AY
18 May 2013
J A Parsons,
Headteacher,

Alderton Primary School,
Thistle Avenue,
Normanton,

NM8 1GX

Dear Ms Parsons,

| am writing to apply for the position of Learning Mentor, as advertised on the
Prospects website.

During and since completing my BA in Learning Studies | have been working as a Play
Leader for Top Tots to gain practical experience of working with children. This
experience has been invaluable in putting into practice some of the educational
theory | learned in my degree.

In particular | have learned how to respond to a range of children's needs and to
understand that their behaviour is not always a rational response to their
circumstances. For example, | worked with a child who was behaving aggressively
towards other children and another who was withdrawn and unsociable; through
play activities | learned that it was the former child who lacked self-confidence and
who needed the most encouragement of any in the group.

My previous employment in arts administration and retailing developed strong
interpersonal skills and my capacity to deal with multiple demands on my time and
resources.

In retail work it was not uncommon to be dealing with one customer as another
sought help and as the phone began to ring.

In arts administration | had to balance the requirements of the funding bodies with
the users of the website while, at the same time, organising exhibitions and artists. |
found that | have both the stamina and the organisational ability to thrive in these
circumstances and feel sure that the skills | learned will be an asset to a busy primary
school.
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