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[bookmark: _Toc70348577]Introduction
[bookmark: _Hlk70068420]Studying at the University of Wales Trinity St David was my first international study experience. I had never come across terms like reflective learning, plagiarism or critical writing before. When I first started the course, I was a little bit nervous as to whether I would understand a lot of the terminology and language. This report will examine my experience in a reflective way. I have chosen to focus on three main areas, Presentation skills, Academic Writing and Time management. The reflective model I am going use is Gibbs. As he points out “It is not sufficient simply to have an experience in order to learn. Without reflecting upon the experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated” (Gibbs, 1988)  As Gibbs goes onto explain his book, and something we learned on the reflective writing week, the model will ensure I firstly describe what happened and then go onto describe my feelings and then evaluate what was good or bad about the experience and make value judgements (Gibbs, 1988)



[bookmark: _Toc70348578]Public Speaking and Presentation Skills
[bookmark: _Hlk70238805]In week six we were introduced to public speaking and presentation skills. We were asked to put together a 5-minute short presentation which outlined the three things we were most proud to achieve in our lives. It was great the group were able to share stories and I felt after the exercise that everyone had grown in confidence. It also gave us all the opportunity to get to know each other a bit better. It was able to provide the feeling that we were all in same boat. Public speaking is known to be one of the scariest experiences some people ever experience (Gazipura 2014). In fact, Gazipura (2014) suggests that we’re scared to speak in front of a group because we’re scared people will disapprove of us. We’re frightened of social disapproval (Gazipura 2014) Upon reflection this is absolutely true, the thought of having to stand up in front of your peers and present to them often fills me with dread. I found that after the first five mins I gained the confidence to be able to look people in the eye and slow my talking pace down. I could see the other members of the group also grew in confidence. In the next task we examined some videos of various famous public speakers. All of them had their own style of presenting and the exercise taught us how to best stand up and present. It is important to maintain eye contact but to also have a convincing and strong tone of voice, depending on who your audience are. For example, if you were presenting to a room full of businessmen your tone would be different than if you were presenting to a classroom full of children. Hand gestures and body language are also paramount to a successful presentation (Gleeson 2017) It imperative to rehearse, rehearse and that “Nothing becomes muscle memory unless you practice relentlessly” (Gleeson 2017) In his article ‘20 Tips for Mastering the Art of Public Speaking’, Gleeson (2017) also advises to prepare content well ahead of time and make time for daily practice – even if it in the car or on a plane.
[bookmark: _Hlk70239176]These tips are really going to help me moving forward with my public speaking and fear of it. As Gazipura, (2014) states ‘Overcoming your fear of public speaking is the first step to becoming an effective public speaker, a powerful communicator, an influencer. This skill is essential in any area in which you want to have an impact (Gazipura 2014)
Garr Reynolds (2011) on his Presentation Zen blog included a quote from Anton Chekhov about how important it is to be relevant within the presentation "Remove everything that has no relevance to the story. If you say in the first chapter that there is a rifle hanging on the wall, in the second or third chapter it absolutely must go off. If it's not going to be fired, it shouldn't be hanging there."
To reflect on how I felt about public speaking before the class and how I feel about it now, I can genuinely state that I feel more confident in knowing that if I practice and know my material well I will have more confidence in delivering it. I know that public speaking will also have a huge impact on my work life too. Even if in my chosen profession, I am not required to stand up and speak in front of a large audience, having the skills and confidence to deliver a message well will help build up my credibility amongst my peer group. 


[bookmark: _Toc70348579]Academic Writing.
In the academic writing lessons, we were taught how to write in a structured and formatted way. The first slide presented to us was ‘What is an academic essay” and we were provided with a definition “ An academic essay is a formal piece of written English that addresses a particular topic and produces, through reading research, a response which indicates to the marker that the student understands the question” (Moodle 2021) We were taught how to read about the topic and make notes following on from brainstorming ideas. One of the main lessons I took away from the lesson is that its very important that we read more than one source. We need to plan the essay and know what to say paragraph by paragraph so that my view develops into a logical conclusion. Wellington (2003) explains that you need to factor in time to gather, absorb and plan your arguments before composing text and that this has been identified as one of the key practices of good writers. This is an opinion also expressed by Cottrell (2003) in her book The Study Skills Handbook. She explains that most experienced writers rewrite their work over and over, refining their thoughts, finding a better way of saying something, making a long-winded section a bit briefer, or adding more detail to develop an idea.’ (Cottrell 2003: 146)
In the article How to write better essays: ‘nobody does introductions properly’  Niemtus (2017) describes that the art of good academic writing is being able to poke holes in the content and not just regurgitate what you’ve read. He goes onto state that “You need to be using your higher cognitive abilities” and that “you are not just showing understanding and recall, but analysing and synthesising ideas from different sources, then critically evaluating them. That’s where the marks lie” (Niemtus, 2017) After extensive research into academic writing it is clear to me that moving forward, I need to make a plan, structure the essay and then critically evaluate what my chosen sources are suggesting and how it fits into my argument. Another interesting and very important point to consider is to know the question. There have been a few reports and essays I have started to write and then gone back to the question and realised that I hadn’t fully understood what was required. As Cottrell rightly states in her book “However they are worded, all assignment titles contain a central question which has to be answered. Your main task is to apply what you know – however brilliant your piece of writing, if it does not ‘answer the question’ you may get no marks at all.’ (Cottrell 2003: 154)

 




[bookmark: _Toc70348580]Time Management
[bookmark: _Hlk70068476][bookmark: _Hlk70068500]In week three we were introduced to the topic of time management. We were given activities to carry out which helped me personally to evaluate where I really spend the most of my time. We were asked to think back over the past couple of days and make a list of how I spent my time. I then added it up and evaluated how much time I spent on each activity and then reviewed my priorities and then reviewed my use of time. Following on from that, activity three was to create a time log. I drew up a study timetable for the week and was able to identify where my studies and other responsibilities sat in relation to each other.  Time management is so important in every aspect of life. I remember thinking that this would be one of the most important lessons I would learn. Since everyone is restricted to only 24 hours a day we all have to make efficient use of our time (Humphries 2021). Whether someone is a managing director or a student what makes the difference to being efficient is the use of time (Humphries 2021). Historically, Time Management has been described using various terms, some of which include having a control over time, flexibility, balance and spontaneity (Lakein, 1973) Simpson also described it as a habit which is developed only through determination and practice (Simpson 1978) 
[bookmark: _Hlk70068525]More recently Kelly (2002) has described Time Management as making lists, organizing, goal setting, keeping to schedules and breaking down tasks into simpler parts (Kelly, 2002).
[bookmark: _Hlk70240447]An article written in Freshbooks titled ‘The Importance of Time Management: Tips for Boosting Your Productivity’ (2021) suggests that rewards are a great way to keep motivated when it comes to good time management. A walk outside after finishing an essay will help to keep you motivated and achieve a better work life balance (2021) This is something that I have started to implement at home. I will set out tasks for the day and break them down into manageable chunks and timeframes. Once one is completed, I will go for a walk or a run in the local park and its clears my head ready for the next task. 
Edmonds (2019) even recommends doing a short exercise on the hour every hour for 5 or 10 mins. He states that only does it give us a boost of energy, but it means you will try to complete the task in hand before the next enforced break. 
In addition to the above I also ensure that I take a break for lunch ad have a set time and duration for it and make sure I do something totally unconnected from my current task. As Hall (2021) suggests, you should never work through lunch; you need the time to nourish your body, and your mind! (Hall 2021)
[bookmark: _Hlk70068586]The Importance of Time Management: Tips for Boosting Your Productivity article (2021) also goes onto say that whilst multitasking seems to save time it really does not and actually decreases your productivity. I have come to realise that by being able to focus on one specific task and putting all your attention onto it results in a better outcome, rather than trying to do more than one thing at a time. A study from the University of London a couple of years ago showed that your IQ actually goes down by up to 15 points for men and 10 points for women when multitasking,( Shamis 2016) Moreover, other research has shown that constant multitasking can cause permanent damage to the brain. So instead of a skill we want to be proud of, it is in fact a bad habit that we should all try to quit. (Shamis 2016)

[bookmark: _Toc70348581]Conclusion
[bookmark: _Hlk70246293]Throughout my course at the University of Wales Trinity St David, studying Academic and Employability skills, I have recognised where my strengths and weaknesses lie. By being able to participate in group activities such as presentations and group workshops I have been able to reflectively pinpoint and excel in my current skills set. Constructing a strict study plan whilst on the time management course has been particularly useful, as well as recognising where I can improve with my presentation skills has all helped me hugely. The academic writing modules have been the glue that has held it all together. Without the ability to structure and write down my thoughts I would not be able to express or communicate my views. This course has been a delight and I look forward to moving into the next semester with more confidence and self-assurance in my abilities. 
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