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[bookmark: _Toc89847033]Task 2: Report
[bookmark: _Toc89847034]Introduction 
Academic writing is a type of writing which needs different kinds of skills. While learning I can understand that in some skills, I have strengths but there are skills in which I need to bring improvement. In order to have a deeper understanding of this fact, I will discuss three topics with the help of one of the recognized models of reflection. I want to incorporate the Gibbs model of reflection because it has six components through which the reflection is much easier. The three topics are time management, referencing, and academic witting. I will elaborate on what I knew about those and what I developed from and outside the classroom. 
[bookmark: _Toc89847035]Reflection on Time management
Description
I know that time management is very much important. I tried to manage time in a proper way but I was not able to do it. However, from the classroom, I can understand a lot of factors regarding that. This is due to the fact that there are various kinds of learners in the classroom (Adeani et al. 2020, p.140). In this context, I want to mention that time management was a strength of many classmates of mine. I understand that time management helps in completing many subjects within a short period of time. I think I will know more factors in the near future. 
Feeling 
After completing some of the classes, I really felt good because I was able to overcome this problem within a short period of time. I did not think that it was possible for me. However, I think I need to focus on this matter more because it will be helpful in the near future when I will choose a career. In this context, I want to mention that I helped one of my friends in this regard and it was also a good feeling to me. For this friend, it took some time to overcome this problem. 
Evaluation 
In order to turn the weakness into strength, I took help from both online and offline sources. The importance of video can be mentioned in this context. Based on these videos, it can be said that I am confused because various kinds of people have shared different kinds of points (Ibrahima et al. 2017). However, after that, I listen to these videos only in which learners share their experiences. I also took help from some of the other types of online resources like articles and journals. In this way, the overall procedure was both good as well as bad to me.   
Analysis 
In this section, it is important to mention that if anyone wants to know about time management, incorporation of theories or models is one of the most effective ways. The importance of the time management matrix can be mentioned in this context.  Parkinson's Law and The Pickle Jar Theory are some of the theories which can be used (Dressler et al. 2018, p.492). This can be used for teachers as well. Time management is the factor which is required for both teachers as well as the learner. I developed different kinds of knowledge about time management as well. I think it will help me if I become a teacher.   
Conclusion 
Based on the above discussion I can conclude that I was able to overcome the problem. It can be considered as a means of developing skills. However, I saw that if some complex problem arises and it is required to complete all these tasks within a specific time period, managing time becomes very difficult. This is something which needs to be overcome. I took the help of my friends but it was not very effective and therefore I need to take some other initiatives in this regard.  It can be achieved within the timescale which is decided. 
Action plan 
The problem related to time management has already been mentioned in the above section. In order to overcome the problem, the importance of an action plan can be mentioned. I want to take help from templates of action plans. In the past, there was less availability of it but in recent times, availability is not even an issue. Therefore, I want to take help of this. The classroom helped me a lot to search for the right kind of template. This is due to the fact that there are different kinds of templates and some of these are extremely complex (Bowman, 2021). 
[bookmark: _Toc89847036]Reflection on Referencing
Description: I had an idea about referencing but I did not have an idea about types of referencing. From the classroom, I could understand some types. The importance of the outside classroom can be mentioned in this regard. In this context, it is important to mention that it is observed that for most of the cases, Harvard referencing is used. It is also important to mention that these types of referencing and citation are very easy. I also conducted one of the papers and in this, I used Harvard referencing. I learned the importance of online software to make citations from referencing.   
Feeling: The overall feeling with respect to learning referencing was good.  This is because I prefer to learn something new all the time. I had very little idea and I heard that it is extremely important for higher studies. Under higher studies, I have to conduct more research papers and in this time it will be very useful. The teacher was good and therefore I did not require much effort to learn this thing. Like time management, I also gave learning about referencing to one of my friends and the friend thanked me for this help. 
Evaluation: There are different kinds of platforms through which reflecting and citations can be created and “Cite this for me” is one of them (Fisher, 2020). It was one of the easiest ways to get referencing and citations. There are different kinds of sources from which reference can be taken. I want to mention that “Google Scholar” is one of the easiest sources. However, “Pro-quest” is another source and the use of it is not as easy as the previous one. Considering all these factors, it can be said that there are both good and bad related to learning it.  
Analysis:  I had a desire to learn more types of referencing which is quite unusual. However, this is not possible for me. The time factor can be mentioned in this regard. There are benefits of online sources and with the help of this; I will learn it in the near future. This will be helpful for me to develop knowledge. The skill development is the thing which also should not be ignored. I want to mention the significance of research skills because, without the relevant referencing, a paper cannot be successful. 
Conclusion: Considering the above discussion, I want to mention that I have developed my knowledge a lot about referencing. One of my friends has told me that it is better to search for references after the compilation of writing. However, I do not think that this is the correct way. It is important to choose a proper reference first and start writing. I think this is very much important for getting good marks. The ethical aspect should also not be ignored. There are differences in citations. In other words, it can be said that the style of citations depends on the type of references. 
Action plan:  Chicago and MLA are the references which were not learned by me in the proper way. Therefore I want to include it under the action plan. I want to set the objective as well as the timescale. It will help me in achieving my goal within a specific time. The aspect of time management will also be examined in this respect (Wang, 2020). I do not want to use any templates for completing the task. However, I want to include my teachers in this process to get proper guidance. I do not want to take a lot of time for that. 
[bookmark: _Toc89847037]Reflection on Academic Writing
Description 
I had very little idea about academic writing. I could understand that a lot of factors are required to be considered while writing an academic paper. Any type of words cannot be chosen. There are restrictions on it. I did not know that phrases and idioms cannot be used under this type of writing. There are different forms of it. The structure is quite different. It is very complex for dissertation writing. I could understand all these factors with the help of both the classroom and outside of it. The significance of reference can be mentioned as well in this context (Dressler et al. 2018, p.492). 
Feeling 
At first, it was not a good feeling to me because a lot of things are required to be considered by me. However later I started to enjoy these factors. It took some time to understand the structure but later it was a smooth process. After doing one work, I did not feel good but it was a good feeling after doing three or four papers. I think I will also prefer to do it in the near future. It will be really a good feeling for me if I will be able to teach it to some other learners as well. 
Evaluation 
In order to conduct academic papers, a lot of skills are required. I did not have all these skills. However, I can say that after doing so many papers, I have developed a lot about all these skills. This will really help me in choosing a proper carrier (Awodun, 2020, p.471). There are different kinds of words which can be used in writing. Under the usage of these words, the writing becomes better. However, due to restrictions, I could not use it and that was not good. However, I cannot disobey the structure which is followed. 
Analysis 
I observed that I use fewer pictures in writing but this is something which I can change. It will be better if more graphs can be incorporated. I did not have any idea about this factor. It is very beneficial for the reader as well. With graphs, writing can be formed in a better way. This is also advised by my teacher. A table of contents is also an important part of academic writing (Sekarwinahyu et al. 2019). It also helps readers to understand about the components of the writing piece. It can be presented in the hierarchical form with the use of different headings in the worksheet. 
Conclusion 
Though it was like a problem at the initial stage to grab all the factors. However, with the progression of time, I was able to learn a lot of factors. I am also able to implement those factors successfully in academic writings. The skill development factor will help in pursuing higher studies as well. 
Action plan 
I want to focus more on report writing. This is due to the fact that for the rest of the writing, I did not face much problem. In order to overcome the issues, I need to see some reports and want to improve them accordingly. The significance of online sources like videos or articles can be taken (Tawanwongsri and Phenwan, 2019, p.7). However, I think taking the help of videos will be more preferable to me. This is due to the fact that I have seen that I can remember something well from seeing videos. 
[bookmark: _Toc89847038]Conclusion 
There are different kinds of models of reflection. As the components of Gibbs's model of reflection are very clear and this is the reason for which I have chosen it. All the three topics have helped me a lot to improve various kinds of skills. The aspect of knowledge gathering can be mentioned in this context. All these factors will be helpful for me both on the ground of choosing higher studies as well as careers. From time management, I can handle so much work and in this way, I may achieve career growth within a short span of time. 
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ntroduction
The purpose of getting involved with an academic environment is strongly connected with
the   employability   of   an   individual.   Every   individual   wants   to   make   him   stronger   for
employability by being a part of higher education. I am also on the same track and I want to
be a care home manager in future. It is important for an individual to have enough practical
and theoretical knowledge for preparing himself for that particular role. It is not only about
gathering the concepts of academic and employability skills but also about being able to
make the  application   of those.  There  is  a  requirement  of continuous  self-assessment to
identify the strength and weaknesses of an individual and make progress according to the
result   of   that   assessment.   I   am   also   familiar   with   a   few   self-assessment   tools   like   a
management   tool,   personal   development   plan,   SWOT   analysis   for   my   personal   and
academic   improvement.   This   presentation   is   for   the   analysis   of   my   academic   and
employability skills with the help of those tools
Introduction:The purpose of getting involved with an academic environment is strongly connected withthe   employability   of   an   individual.   Every   individual   wants   to   make   him   stronger   foremployability by being a part of higher education. I am also on the same track and I want tobe a care home manager in future. It is important for an individual to have enough practicaland theoretical knowledge for preparing himself for that particular role. It is not only aboutgathering the concepts of academic and employability skills but also about being able tomake the  application   of those.  There  is  a  requirement  of continuous  self-assessment toidentify the strength and weaknesses of an individual and make progress according to theresult   of   that   assessment.   I   am   also   familiar   with   a   few   self-assessment   tools   like   amanagement   tool,   personal   development   plan,   SWOT   analysis   for   my   personal   andacademic   improvement.   This   presentation   is   for   the   analysis   of   my   academic   andemployability skills with the help of those tools
[image: ] Academic   skills   are   completely   connected   with   various   activities   of   the   academic
environment such as the completion of assignments, following the policies on academic
integrity etc. These are helpful for the development of maturity for an individual and they also
become more capable of identifying their future objectives. It will allow them to think critically
while handling any situation and they can also develop a problem-solving mind-set. There is
both a long-term and short-term impact of developing academic skills. It is necessary for or
being able to get good scores in an academic environment and basic challenges of future
employability can also be identified through it
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Success in a professional environment depends on the ability to strategic thinking and make
the best decisions as per the organisational requirement. Managerial responsibility needs to
focus on the improvement of both the standard of the employees and the organisation at the
same time. I am required to work in partnership with the employees and other stakeholders
for  making the organisation  successful.  It  is  only  possible if I have  the ability  of conflict
management and I know how to motivate others during tough times. The skills of organising
and managing projects are also necessary but this can only be gained through real-time
practices. It is because  the project management knowledge depends on  the commercial
area of an organisation.
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SWOT analysis
Strengths
● My academic skills in terms of academic reading and writing are very strong. I am
also able to make appropriate applications of my skills (Bhagra and Sharma, 2018).
● I always feel confident about myself and it allows me to get involved with different
learning environments without any hesitation (Sulphey, 2015).
● My problem-solving and decision-making skill is also in progress 
Weaknesses
● I do not have enough professional experience which is important for the role of a care
home manager
● The skills of leadership can only be gained through continuous practises by involving
oneself with different work environments (Osmani et al. 2019)
● The   standard   of   my   time  management   skill  is   moderate   and   I   need   to   work   on
improving as I am not able to complete multiple tasks during pressure times
My current standard of academic skills is strong enough and it is only because I have gone
through the completion of learning activities properly. I have utilised the learning resources
and that is not only beneficial for my academic development but also for creating a positive
characteristic of myself. I always try to involve myself in difficult situations and solve the
challenges  on my  own. The   primary obstacle   for me  at  this time  is connected   with  my
professional   experience.   I   know   the   importance   of   leadership   but   I   do   not   have   much
experience of leading others. Whenever  I take any responsibility of completing any work
then I get too focused on that and it forces me to invest more time in that work than required.
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Cont. SWOT Analysis
Opportunities
● I have the opportunity of getting attraction from the employers of distinct care homes
by diversifying my portfolio of skills (Rowe and Zegwaard, 2017)
● I am also getting the opportunities for gaining continuous theoretical and practical
knowledge during the completion of my learning in this module
Threats
● There   are   continuous   possibilities   of   internal   and   external   distraction   during   the
completion of study and development of skills
● In the field of employment, there are many existing candidates with a higher level of
skills and it is very tough for all of them for reaching the intended career
I have the ability to get the intended job in the future as I have already developed a few
necessary skills for it. It can attract employers towards me but I need to be more competitive
as well. There are many more candidates with the hire skills and competencies than myself.
If I need to complete them then I must have an equal amount of practical skills. I need to
diversify my portfolio of skills as per the existing weaknesses. Only then, I can become more
compatible with the changing pattern of employment requirements and fulfil my dream of an
intended career in the role of care home manager.
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The application of time management skills is connected with the productivity of an individual.
I use it  to  avoid  the existing distractions  and procrastination. It is also helpful  for me  to
complete the existing assignments and other learning activities within due time. I can also
focus on the processes like self-reflection and self-assessment by allocating specific time for
those. The primary benefits of these are also connected with the development of positive
mental health as I can remain free from anxiety and stress by completing all the work within
time.
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The   personal   development   plan   is   used   for   helping   an   individual   to   recover   from   his
weaknesses   through   the   utilisation   of   his   strength.   For   example,   if   I   am   good   at
communication but my problem solving is not appropriate then I can use my communication
skill to discuss with others regarding the improvement of my problem-solving skill. It is like
the   use   of   existing   resources   for   further   development.   I   allocate   specific   strategies   for
specific weaknesses and select a deadline to get recovered from those weaknesses. It has
also made it easy for me to reflect on my personal experience. This strategy of reflection is
used by me for finding out the weaker areas of myself in real-time. 
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Conclusion
It   is found that the availability of academic and employability  skills  makes an individual
stronger for being a part of his intended career. It helps me to be more confident and handle
the   existing   obstacles   on   my   own.   Skills   like   communication,   time   management,   critical
thinking ability, teamwork are all crucial parts of an academic environment and it helps an
individual   student   to   get   compatible   for   future   professions   as   well.   Moreover,   the
development of employability skills such as   leadership,  organisational   skills,  and   conflict
management can also be learnt by being a part of the academic environment. As per SWOT
analysis, why academic skills are mostly strong and my weaker areas are connected with
time management and problem-solving. My personal development plan is also helping me to
work on the improvement of existing weaknesses within myself. The continuous application
of it will surely make me ready for my intended career as a care home manager.
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