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1. [bookmark: _Toc59101082]Introduction


Before I started this course, I had  some knowledge about academic and employability skills and how can be useful for employment; however, discussing it in class with the lecture, it gave me a clear perspective of  academic world, the technicality of it and how I can use it for my studies going forward.

In this report, you would be able to find my reflection and experience about the academic and core  skills that I have learned with this module. The first core skills I learned about was time management, how significant is managing your time effectively, in order to achieve your tasks, this core skill is not useful only for employment, also can be very helpful of my day-to-day life by save time working by priority. 

There are some others key subjects that I learned which are very important in the academic world, which would help me in my high education and projects, such an academic writing, which is very complex on its own, how to reference my work, so I can give credit to other authors to avoid plagiarism.




[bookmark: _Toc59101083]Time management

During the course of this module, I was able to have a clear understanding of the importance managing your time, and the different methods of arranging and planning it, such as SWOT analysis, finding my weakness and strength, how to split my time between specific tasks and set them as priority; for example, differentiate what is important and urgent and what is important but not urgent. With my lessons, I was able to understand the vitality of organizing my time in order help me to work smarter and faster, so although time is tight and stress levels could be elevated, I can  get more things done in time. 

In my current job  as a Customer Service Operation Manager, time is money; therefore, managing my time is essential to complete the assignments and meet the daily target numbers. Most employers  are keying to find someone who can manage their time efficiently; saving time to an organization is saving money. Good time management allows personnel to assess their workload, set goals and ensure a priority on constructive efforts. (Careers, n.d)

[bookmark: _Toc59101084]Importance of Time Management in our lives

I used to think that there wasn’t enough time to complete my tasks ,because I could be overwhelmed with things to do, then I came to realise that it wasn’t about not having enough time, it was about how I was setting my task, which was not effectively.  

With module was able to learn few techniques that has worked for me, for example having a list of thigs to do daily and set them as priority, other techniques that I have put I place was Time Planner; planning  time, helps me to have a clear view of the  upcoming assignment and projects at work or at university. Work List, which is a popular one, most people do it, for christmas presents, shopping list etc. The worklist is one of the most effective method found and one of the ways to help to accomplish SMART goals. Organize by Priority; one of my favourite,  is essential, to identify how important and urgent tasks are, what can be delayed or be delegated. I also learned about Pareto Principle rule 80/20,  “80% of your results will come from 20% of your effort”. For me this rule helps to be prepare for any inconvenient that can be on the way and overcome it.

By managing my time sufficiently, I  am being able to complete my task successfully with not delays.

(Tracy, n.d.)
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(Leeds, n.d.) (Careers, n.d)

[bookmark: _Toc59101086] Academic Writing


Before taking this module, I was unaware what academic writing was and the technicality of its process, I came to learn that is a formal writing that is well-define, precise, organized and is supported by evidence. Its aim is to help the perception of the reader.

By researching deeper into the subject, I found that academic writing was traditionally sought to be exact, structured, professional and sometimes detailed. However, now academic writing maintains its formality and precision, but is considered to be a bit simpler than it once was. This is particularly since more and more people are likely to be non-English native speakers; therefore, clarity is very important.

I understood that academic writing is well structure as it has to follow a logistic which need to make sense and engage the reader.





[bookmark: _Toc59101087]Academic Writing  Structure


Learning how academic writing is structured, I was able to recognize the very first step, is to explicitly describe the objective of the writing and the reader. Understanding the assignment and know what I should be writing about, would give a clear thought of how I could start the research process and structure it, which would have an opening, main content and conclusion, by creating paragraphs to make my argument.

I discovered that some reports are for specific audiences, that are structured and rigorous way such as lab reports and business reports. For any other reports the structure usually is the same, Introduction, which give a small summary of what is to come, main body, which contain the full information of the subject that I would like to discuss, and conclusion, which wrap all points from the report and outline the important message, also giving ideas and suggestions made by me. One I have made my argument clear, is vital to incorporate any evidence of my research on the subject, where I took my ideas and thoughts (Leeds, 2020)

[bookmark: _Toc59101088]Incorporation Evidence 

I came to learn and understand how to incorporate evidence and why I should do so; academic writing should always have evidence to back up the facts, opinions, statistics, research and theories presented. Evidence have to be an element to my own opinions, demonstrating my understanding of the whole idea and theories on the subjects.

I gain knowledge of how to include evidence in my work and being able to define each way, such as Paraphrasing, which for me, is not the simplest thing, what I think I struggle is changing the wording with synonyms without changing the meaning of the original context, I think is what most people struggle about. Summary is another way that I had trouble with, before this module, I had issues identifying key points to long text without making the whole text,  by  practicing in class I became more confident in  summarise  texts. We do summarise in our constantly in our life, without event noticing, for example, telling how your day to your family was, however summary in academic writing is slightly more structured. 



[bookmark: _Toc59101089]Language use for Academic Writing

Academic language is known to be consistent with the degree of formality required by educational and research contexts, which is something that I agree,  in this order of ideas, when writing an academic text, the author cannot address his audience in informal way, by using slang words or expressions, or direct them inappropriately, for example like we would do to our friends. In my opinion could cause that the main idea could be lost or missed understood. By writing in formal language, is certain that it would be clear, and nothing is misinterpreted. 

Rather, it must meet the standard of formality expected in the context. I believe It is not only used for formality or etiquette, in fact, the main reason to use it is that it brings clarity, precision and specificity to the speech. By virtue of this, academic language makes it easier for ideas to be transmitted in a direct, synthetic and effective way.

In my opinion, the aim is to get my voice across, and want the reader to be engaged with the topic, all points need to be relevant, always be one step forward and think about what questions may the audience have and answer them in the argument made. 

[bookmark: _Toc59101090]Referencing 

Learning about referencing my work, whether is presentation, report or essay, has enriched my knowledge about academic work. I have acknowledged how important is to make a responsible, ethical and legal use of the information that is used when preparing an academic work. By including bibliographic references, I can identify ideas and information that I have been taken from other authors from my research. I also was able to distinguish the concept of citation and how to use it, discovering that by using  a standardized citation style, the recognition of the source used is favoured so that anyone else can locate those documents, there are few styles to reference academic work, APA, MLA, Oxford, Harvard and Chicago. By referencing my work, I would avoid plagiarism. (skillsyouneed.com, 2020)

[bookmark: _Toc59101091]Academic Plagiarism 

Another important significant subject in this module, the ethical obligation to reference my work to avoid plagiarism; learning that plagiarism is using someone else's work, ideas, or words as if they were your own, without explicitly crediting where the information comes from, has shown me the impotency of recognizing other people work and gave me other prospective of how to respect others effort as I would like my work to be respected and acknowledged.

I learned the value of our words, that they are as much of my property as a car can be, our words belong to us and cannot be used without our permission; therefore, plagiarism is an infringement of copyright on a work of any kind, which occurs by copying it, without the authorization of the person who created it or who owns the rights to said work, and its presentation as an original work.
(Leeds, n.d.)




[bookmark: _Toc59101092]Conclusion  


Labour Market as per today is very competitive, having a set of academic and core skills would make a candidate appealing to employers. Most employers look for fundamental skills like the capacity to manager your time effectively, in order to meet deadline, plan ahead your task and delegate if necessary been able to reference your work and have academic ethics such a avoid plagiarism. Understanding the academic pressure and language left me confident that I would be able to continue my studies in other subjects, understand and develop all assignment given. I feel that all knowledge gain in this module, would help me not only to complete this program, but also gave me other elements to improve my performance at my workplace. 

Developing the correct skills and understanding the functionality, can not only help your build your career goals, but also give you a clarity of what needs to be done and not bridging any ethical rule. I strongly believe that this module is the foundation of any course studies, as if you don’t develop the fundamental academic skills, you won’t be able to reflect, summarise, analyse or understand any of work assigned. I learned that the academic world is complex, however there is a reason why it is like that, and that it complements within different practicalities. I’m looking forward to continues my studies applying what I have learned with this module.
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