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[bookmark: _Toc101882093]Introduction
Throughout the year I have been improving to move from a level 3 student to a level 4 student who is able to correctly do university work. This includes report writing such as referencing, report layout, and grammar. I have also improved with things such as folder layouts and focusing on making my study area more conducive to learning. Another area that I have been improving is my employability skills such as researching into what skills are required for different IT jobs and what skills that I need to improve on. 

[bookmark: _Toc101882094]University
[bookmark: _Toc101882095]Report writing
[bookmark: _Toc101882096]Layout
In the change between level 3 and level 4 the layout of the report has become important. In level 3 I didn’t look at the layout of the report outside of having a cover page and a table of contents at the start. The lack of care with the layout of the report lead to it looking unprofessional and difficult to follow. One way I neglected my report layout was with paging with me not creating new pages to make the work easier to read and easier to follow. For example, there were paragraphs that were cut in two because they would run over the page or new topics would begin on the same page as a different topic this would make the report very difficult to follow especially if it was printed out. Also, I didn’t dedicate a page just to the table of contents meaning work would be on the same page as the table of contents. Another way the reports would look unprofessional in level 3 is that the text would not be justified, the text would be left at the default left-aligned which makes it look unprofessional. Another part of a good report layout that was ignored was page numbering. In level 3 I didn’t use page numbering which would make it difficult to read and follow if it was printed out. 
All these problems have been solved with my first round of level 4 assignments. I have used words new page shortcut to help with the structure and I’ve added both a page number and my name to the footers of my assignments so if they get printed out the order can be easily found if it gets mixed up. These techniques have improved the quality of my reports and have made them look more professional and easier to read.
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An example of my level 3 work would be my assignment two in operating systems.
[image: ]
As you can see the work would begin on the same page as the table of contents. You can also see in the image that the text isn't justified.
[image: ]
[bookmark: _Int_shVwYdfF]Another example shows how a paragraph would be split into two mid-sentence. This was standard for my work in level 3.


An example of my level 4 work would be my assignment 1 for Data Analysis and Visualisation.
[image: ]
As you can see the table of contents is separated from the content of the report. You can also see that page numbering has been used as well as putting my name on the bottom of the report to make it easier to sort if printed. 
[image: ]
As you can see in the image paragraphs that would be cut off get put on a new page. 


Another part of report writing that was neglected was how to deal with tables in a word document. This is shown in the mock assignment for Computer systems in level 4. When using a table I would leave the page orientation as portrait which could lead to the table being distorted to fit in the page.
[image: ]
After receiving feedback on how to deal with tables I changed the page orientation to landscape in the actual level 4 Computer systems assignment. 
[image: ]
[bookmark: _Toc101882097]References and research
Referencing wasn’t attempted in level 3 as I didn’t lose marks for not doing it. This led to it being difficult to know where I got the information from, and I didn’t check to see if the source that I would use was a correct and accurate source. This led to me not knowing how to correctly reference at the beginning of level 4 using the correct referencing structure which is IEEE [1]. This is shown in the mock assignment for Computer Systems at the beginning of the year.
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[bookmark: _Int_ycT1PBU8]As you can see it mostly follows the IEEE but the date accessed isn't written which could lead to some problems if the web page gets deleted or the price of the product changes. 
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After receiving feedback on referencing, I have improved by adding the date accessed to improve the referencing leading to fewer problems if a lecturer wishes to check my sources. Also, since the assignment requires prices from online retailers which can change daily the date accessed is even more important.
[bookmark: _Toc101882098]Vak test
To find out how I best learn as part of a lesson I did a VAK test. VAK stands for Visual, Auditory and Kinaesthetic. It works by giving questions and answers and you choose the answer you would give to the question. When I did this test, I had more Visual answers than either auditory or kinaesthetic. This means that I learn best by seeing the material being taught.
[bookmark: _Toc1697687350][bookmark: _Toc101882099]Backups
In level 3 I didn’t backup my work which put me at risk of losing my work. I also occasionally didn’t upload my work to my one drive which means that I couldn’t take my work from college to my house which caused some issues. In level 4 I now begin all assignments in word online so I know if anything happens to my PC, or I want to work both at home and at college I can. Also, with my assignments I have been making backups occasionally meaning if there is data loss I can recover to a point. 
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[bookmark: _Toc1026965362][bookmark: _Toc101882100]Folder structure and location
A good folder structure is important for various reasons [2]. It allows me to be able to find my work quickly without needing spend time searching for documents. It also reduces the risk of me losing work because they were saved in an awkward place. Also taking a conscience effort to save it in the correct place will mean that I will remember where they are saved instead of just clicking save and not checking where it was saved. 
[image: ]
My folder structure is separated into different modules allowing me to access them easily. I also believe that I have found a good balance with how many folders there are, so I don’t have to navigate through many folders to get what I need.
[image: ]
For example, my notes are in the module folder and then it is separated more into each topic and assignment.
[image: ]
As you can see on my level 3 folders there are a lot of documents that aren't organized leading to me spending time trying to find the correct document.

[bookmark: _Toc1671244065][bookmark: _Toc101882101]Studying area
[image: ]
To improve my productivity at home I bought a second monitor. This monitor allows me to have more things open without needing to switch between different applications to see them all. It especially helps when doing the website assignment because I could have the website open on one screen and notepad++ open on the other so I could easy see the changes that I was making to the website. I have also made a habit of turning off my phone while doing work to make sure that the habit of checking my phone occasionally stops me from getting off task. This has increased my work ethic
[bookmark: _Toc1729872829]

[bookmark: _Toc101882102]Notes
When in level 3 ICT I didn’t take any notes during the lessons. This was because it was mostly unnecessary in level 3 because I would research online to do assignments rather than use the knowledge given by the lecturers. In level 4 I have begun taking notes to help me remember what was discussed to be used in the assignments. This was also useful because lecturers would discuss things that they want answers to in the assignments to making notes ensured that I am doing the assignments correctly. To take notes I would use a word document on Microsoft online. This was useful because I could access it anywhere. This was especially useful in software development to remember different commands and their syntax, or what different variables can hold when doing the assignment.
[image: ]
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[bookmark: _Toc101882103]Timetable
To ensure that assignments would be completed on time and so I knew what I should be doing I made a simple timetable.
[image: ]
This is an example of one of my timetables for the week beginning December the 13th. It shows what assignment I will be focusing on and what to do within those assignments. What I would do was decide the week before on the Sunday where I would write it at the bottom of what I want to do. I would typically focus on one assignment per day since the workload wasn’t to bad. I would highlight the task in green when it's finished and yellow if I failed to do it by the end of the week.
[bookmark: _Toc1159820549]

[bookmark: _Toc101882104]Employability
[bookmark: _Toc101882105]CV
In level 3 ICT as part of the enhanced course we had careers advisors help us make our CVs, so the layout of my CV hasn’t changed for level 4. All that has changed within my CV is updating the text to the work that will be done in Level 4 of HND applied computing. Also updated the text to show that I completed my Level 3 course.
[image: ]
[bookmark: _Toc101882106]Skills
As part of improving my employability I investigated what skills it would be good to have [3]. The main part I investigated were the technical skills employers look for. Programming skills that are desired by employers are in programming languages such as C++, Java, Python, HTML, and JavaScript. By doing this level 5 course I will be improving my employability and increasing the number of desirable skills that I have. 


[bookmark: _Toc101882107]Conclusion
As I have gone through this module and learnt how to be a good student and have been putting more consistent effort into my assignments. The biggest changes between Level 3 and Level 4 have been effort put into report writing such as justifying text and referencing, and work ethic with making timetables to ensure that I am not doing all the assignment on the last day.
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Graphs
There is one graph visible in the infographic which is in the top right. It shows the reduction in chance
with 5 different diseases. The box around the diseases reduces with the percentage reduction. This is a
misuse of a bar chart as bar charts are used when you wish to compare the data points [5]. Comparison
is unuseful in this case s all the reductions are equally useful to the viewer so comparing them does’t
help the viewer.

5 (RHYS HARRI MADDOCK HUGHES) 7

Graphics
The poster uses pictograms which are like the ones seen in the Olympics to get the information across.
The pictograms were used to show the different activities that older adults can o to increase their
health. Using pictograms allows the viewer to take in information briefly without needing to read the
extra information written. The use of pictograms also has another benefit which is allowing people who
cannot read English to be able to understand the purpose of the infographic easil. [6]

A possible improvement is incorporating the things that the stickmen are interacting with the
pictograms by making them the same colour such as the bike, tennis ball or stairs.

Another place where pictographs are used are at the top of the infographic. These images are used to
support the text that is next to them such as the weighing scale next to the text that talks about weight.
‘These can be a bit small to read at a distance because they lose their detail such as the image of a brain
or the weighing scale.
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Data Type Description

string Text

int Integer (Whole number) - can be positive, 0, or
negative

uint Unsigned Integer (No negative number)

long Long Integer (for when int is too small)

byte Any number between 0-255

float A number with a decimal place

double Double precision float - bigger

bool Boolean — true or false

Variables need a handle (name)

Variables only exist inside of the block of code they are placed. Once the block of code ends the variable
gets lost. Blocks of code are within the curly brackets called braces.

Variables can be declared and given a value on the same line.

string studentName;
studentName = Console.ReadlLine();

string studentAddress = Console.ReadLine();

You typically cannot change a string to an Int so you need to use parse to change it

int age = int.Parse( Console.ReadlLine() );
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The Purpose of operating Systems

What is an Operating System and what does it do?

The Operating System is responsible hiding and removing the complexity of the computer system
from the user, monitors and controls the hardware and creates an interface for software to run. It
simplifies the proses by the User Interface (Ul). The User interface is designed to be used by the
user and it comes in two flavours, Graphical User Interface (GUI) and the Command Line Interface
(CLI). These do the same job that is accepting and parsing the user commands, informing the user of
critical system events by displaying error and warning messages and confirming that a command has
successfully been completed. GUI is designed to be easy to use by the average consumer by
sacrificing possible speed. It does this by using visuals to show information to help the user
understand in more than just text. The problems with the design is that navigation can be slower
than CLI, and its more memory and resource intensive than CLI. CLI uses text to show the user
information. It is designed to be as streamlined as possible to promote speed if understood. The
problem with CLI is that you need to know the commands to be able to navigate the OS, but when
understood it’s quicker than using a GUI.

4 Examples of the functions of an Operating System

Four functions of an operating are Machine Management, Peripheral Management, Security and
Task Management. Machine management means the OS controls and monitors the hardware and
software on the machine to ensure that that the resources are being used correctly and safely to
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4 Examples of the functions of an Operating System

Four functions of an operating are Machine Management, Peripheral Management, Security and
Task Management. Machine management means the OS controls and monitors the hardware and
software on the machine to ensure that that the resources are being used correctly and safely to

ensure that the PC doesn’t crash. Peripheral management means that the OS controls the different
peripherals (i.e. keyboards) functions. It does this through drivers, drivers are pieces of software that
allows the OS to communicate with the peripherals and manage them. When an application wants
to access peripherals they request its use through the OS instead of going straight to the peripheral.
The OS sends the required information to the driver and then the driver to the peripheral. The
reason why this is done is because it’s the most efficient because the OS can send the commands in
the peripherals language. The OS provides security because without it allows the system to be
damaged or destroyed by unauthorised users. The most used way is to require user authentication
when the PC boots up. This is done by asking for a username and password to identify who is
accessing the PC and to check their privileges on the system. This is most commonly done on
business and school networks to ensure that the users can only access and change the data they are
allowed to. Another way the OS keeps the system safe is with software such as firewalls and anti-
virus. This is done to stop hackers and viruses from being able get into and damaging the system. A
file management system tracks and organises the files that are stored on the computer. File
managers also have functions for interacting with the files. Examples of these functions are creating,
deleting, loading and opening the files and the data within. Also file managers automatically save the
changes to files when they are edited. Some Operating Systems come with predefined folders to
help the user to store their documents and to encourage them to save all their documents in the
same place also for the computer to find them efficiently. An example is Microsoft’s operating
systems have predefined folders such as downloads and documents under the ‘ThisPC’ folder.




