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Introduction
The following report's intention is to reflect the learnings which have been presented during this module's sessions. The usefulness of the learning will be reflected in the preparation of this report, as well as how these learnings will be applied as a key in professional life. Some significant published material will be taken into consideration when evaluating the topics covered in the module. However, since this is a reflection report, one of the most prevalent reflection models will be used in each of the topics discussed.
The model used to guide this following report will be Driscoll’s What Model which analyse experience and learn from that. I will be reflecting about some topics I learnt on the lessons as part of the main elements of academic and employability skills. It will be the following, Reflection of my Paraphrasing skills, Reflection of Summarizing skills, Reflection of Time Management/ Organising study Skills, Reflection of Public Speaking and Giving Presentations Skills.

A Reflection on the learning in this module, using Driscoll’s What Model
Reflection exercises are an important part of effective service learning because they link service activities to course content and extend the educational agenda beyond rote learning. (Robert G. Bringle and Julie A. Hatcher,1999). Furthermore, inspire ourselves to upgrade our practices by techniques taught in the class as well as critical self-analysis.
Rather than avoiding confrontation, reflection provides a focus and an opportunity to become more self-aware of the contradictions that exist between our personal ideas for practice, or how we would like to practice, and the way we practice. (John Driscoll) By reflecting we develop strategies to improve our experiences analysing what happened, then what we did and to conclude what we learnt and what we predict that will happen based on what we learnt. Moreover, it allows us to behold our mistakes in the past and correct them for the future as part of self-analysis and focus on the best results by personal development view.
Driscoll’s Model is based on three questions: What? So What? Then What? Basically, it makes us think about these questions and answer then as reflective experience model. So, the first question What? Describe and narrate the past event, in this case which experience I had in this term? What happened in class? How did I do? 
So what?  I should evaluate if I manage to do well, analysing the event and how I reacted to the specific event. Furthermore, how the people around me react as well. Did I have a positive impact? Did I fail to get the solution to the challenge? 
The last question is: Then what? In my opinion the most important part of the process is what I learnt with this experience. Should I change my actions and reactions? Should I adapt or prepare myself if something similar happen again in the future? How Will I use this experience for my career or for my future professional goals? Which lesson I have learnt from this experience? How this experience will strength my future challenges?
Reflecting on this model term I realized that I have learnt many important topics that I have not known before like Time Management, organising study, Paraphrasing, Summarising, Public speaking and Giving presentations among many other topics taught in class. 

A reflection on my Paraphrasing Skills
As part of any report, I found paraphrasing a good exercise and it means I understand the source well enough to write on my own words. Paraphrasing is the process of transferring ideas and information into your own words while using as few words from the original as feasible. (University of Guelph 2010) Therefore, to write a good report I need to dominate the technique of paraphrasing well to expose my ideas by keeping the original meaning.
I have never studied paraphrasing as I have never been on university before. When our lecturer guided us on this topic and explained the importance of it on critical reports, assignments, and academic journals I realized that I had not experience on that.  I began to read more about it, and I began to practise on the lessons. At the beginning, I had difficulty to find synonyms equivalents and write in other words the sentences. However, I really perceived the importance of expose your ideas and support your arguments with author’s idea by my own words. 
At the beginning I had to learn how to search, articles, journals, websites, and books. I had to learn how to select useful and sensible information, reading, analysing, and using my critical sense to evaluate if the primary data it was reasonable enough for my report, especially for final assignments and official presentations.
I had to learn to find synonymous and see if they are appropriate to replace the words. I had to learn to rewrite the words in another way, changing the nouns to verb, adjectives to nouns etc; which it is a good way to change the sentence with no change of the meanings. Furthermore, I learnt that I could change the sentence from active to passive and vice versa, which it is simple and efficient method, as well as changing the order of the words.
I noticed that all the topics connect as part of the whole understanding. Paraphrasing and summarizing are so important to academic writing papers as research and digital skills are so necessary to collect the primary data for any report written. Moreover, before any paraphrasing I needed to use my research skills to access information and contents for my tasks.
As I practised many times it became automatic the exercise of research material, read many times to understand and analyse if fits my work. Then, transferring my own words to explain the authors ideas, expressed by me.
 I overtook my own expectations on one of the most important topics of academic and employability skills. I still need to practise as this it is just my first assignment and report in my academic life. I know that if I continue writing, searching, reading I will improve even more my knowledge, and this will open doors for my professional life and will improve my general writing skills as well as academic writing and understanding of reading.
Furthermore, this skill will encourage me on my future goals of conclude the business degree and be a successful business manager as it is an essential skill for my role and career.


A reflection on my Summarising Skills
. A summary's goal is to give the reader a clear, objective picture of the original lecture or material in about a third of the length of the original article/lecture. Above all, the summary merely restates the main points of a text or lecture without offering examples or details like dates, numbers, or statistics. ( Bauer-Ramazani, C. 2006) 
Since I was at school I always enjoyed reading and making notes, highlighting the main parts and keep in mind the overall idea from books, articles, and journals. Now in university I realized that there is an academic topic and a reason to do this. Summarizing is helpful to organize the main idea and combine with paraphrasing allows me to acknowledge the author’s idea by expressing them in my own words.
Basically, in the lessons I have learnt useful strategies to ripen this skill. First, I learned to use the right texts, as.  I mentioned before I had to learn how to research before any writing work. So, evaluating if the text, article, or book is what I am looking for one specific content, if the context is reasonable and enough for my report.
Secondly, I realized that I need to organize the ideas and thoughts and how I want to express them. As I am a book lover, I tend to go to deep to the content which it is not necessary. So, with practice I became more practical and efficient on summarize the main idea. I started to highlight and rewrite with my own words, keeping the main idea however with my point of view.
More than that, I the lecturer told us about plagiarism, which is a huge offense, and we need to avoid at all. That is why we must write with our own words without copying. It is a good exercise as we naturally tent to use the same words as we read. As a result, this strategy I had to practise several times to improve my performance.
I will continue summarize and organize my ideas which helps improve my knowledge and have a main idea of any content. I will use the strategies taught at the lesson as research, analyse, highlight the main topics. Furthermore, interpret and determine what is relevant by providing evidence to support my work avoiding plagiarism.

A reflection on my Time Management/ Organising study Skills
This topic it was the first to be discussed in the module. I found very useful even for my personal life, as well as for my future career as business manager. Good time management entails identifying what an individual wants to accomplish in life and how he should go about achieving his goals. (Rhadika Kapur 2021).in summary, time management and organisation provide better use of time, effective plan of tasks and practical effectual study calendar.
In the first lesson the lecturer asked us to be analysed how we use our time. I personally do not think about that. However, I realized that I spend too much time with social media, Facebook, WhatsApp, Instagram. It was a shock, not only for me but I think for my colleagues as well as this is a globally reality. In the modern days we do not think about how many minutes, hours we spend on the screen.
I analysed that I was spending too much time with unnecessary entertainment, among other things as work, family, home etc. it was a good exercise thinking about how we spend our precious time. From that session on I made a weekly plan to organize my studies during my busy week. I had to include some time to read, research and study combined with part time job, husband, personal hobbies.
I created a calendar with the main activities to be done. I started to use the notes on my phone to add the next events as assignments, presentations, etc. Also, events from my personal life that sometimes I forget it. It a simple thing and saves time because I could manage to fir all my commitment of course I let some time for fun and social media, however the main priorities must be done before that.
Furthermore, As I am multi focused I realized that I need to manage my time according to my tasks organizing my future and goals to be achieved. I will continue with my weekly plan to organize my studies, personal life, and work.

A reflection on my Public Speaking and Giving Presentations Skills
Surely this was the hardest topic for me. Since the first session the lecturer made some exercises and asked us one by one to discuss our point of view. Each lesson he made us discuss about Academic and Employability Skills and giving public speaking for the class. I found myself nervous and then relieved to face this weakness. During the sessions the lecturer taught us how to articulate clearly, confident. I have learnt to express the main ideas of which topic, without reading from the slides but exposing my knowledge.
I have learnt to be more analyst and critical on what I am presenting, and the references that support my work. On the presentation day I was quite confident on what I had to present even though as it was the official day, I think all of us, my colleagues as well were a bit nervous, anxious, which it is comprehensive. The presentation went well, I spoke within the time, clearly. 
I realized that as much as you know about the contents it is key to a good presentation as well as how to communicate showing the audience interest and passion about the topics. To enunciate well, perform professionally, and satisfy an audience, one should become familiar with the elements of communication and use them in one's presentations. (Leo F. Parvis,2001). Therefore, to give a good presentation I must dominate the contents and the forms of communication to inspire the public with good knowledge and enthusiasm.
To conclude as Business Manager I will have to stand on the teamwork and discuss, criticise, and support my opinions by being honest, calm however confident, with good posture and no fear to be and stand as a leader. Giving presentation made me face my weakness of public speaking and I have learnt how to give a successful presentation.





Conclusion
Reflection is an important process which allows people to think on their previous experiences and make changes as needed. I have had a range of academic experiences, including Paraphrasing, Summarizing, Time Management /Organizing Study and Giving presentations/ Public Speaking. After doing some self-reflection, I realized that I have improved however, I need to keep expanding in the above areas to thrive academically and professionally.
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What are academic and employability skills?

Communication

Motivation

Leadership

Reliability

Research 

Academic Writing































What is the importance of this skills?





connect with co-workers

solve problems 

be a part of and understand your role within the team



































What is your intended career plan?

Be a Business Manager































Skills required for this career



Communication

Leadership and Motivation

Budget Management

Problem Solving and Decision Making

Organization and Delegation











































SWOT Analysis















Strength





Weakness





Opportunities





Threats





Motivation





Anxiety





Career Improvement





Competition





Multiple focus











Reliability





Innovation





Update knowledge and courses





High rewards





Positive





Hard Worker





PLAN PDP



		What are my big goals?		Which goals need to happen first?		When do I want to achieve this?		What obstacles might get on my way?		How can I improve my chances of meeting my goal?		Where can I go for support?		Review How  Am I doing?

		Improve my career becoming business manager.
		Conclude Level 4 Skills for workplace.
Continue studying Business.		During university I can get prepared to apply for the job role.		As I am multi focused, I might get distract with other activities in the busy daily life.		I should always get focused on my plan by making planning tasks.		Lecturers are able to have academic support as well as  colleagues by sharing experiences and advance.		Learning and improving my knowledges, getting focused on the tasks to achieve my future goals.

														

				.										

														























Conclusion

Basically to achieve my goals I need to keep focused on my career that requires skills and abilities.

A good business manager needs to be able to lead people, to posses marketing, sales, negotiation with organization and confidence.
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Business Management Skills List

Communication skills G}

~Body language
-Verbal communication
~Active listening skills
-Be confident

~Be respectful

% Sales and marketing skills

- Find new and develop current
markets.

- Marketing research

- Marketing segmentation

~ Manage effectively customer service
process

&é Leadership skills

- Inspire and to motivate.

~ Analytical skills

- Conflict resolution abilities

=~ Creativity and creative thinking
- Delegation skills

~ Flexibility

- Honesty

Negotiation skills

- Persuasive skills
~ B patient and respect the other side
= Control your emotions.

- Listening skills

Time manegament
skills

-Organize
-Plan
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