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"Learning without reflection is a waste, reflecting without learning is dangerous." 				         ~ Confucius

“We do not learn from experience … we learn from reflecting on experience”                  ~ John Dewey
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[bookmark: _Toc28839600][bookmark: _Toc39229534][bookmark: _Toc39229764]ABSTRACT
Academic and employability skills are invaluable to the success of academic pursuits and later career prospects. This report reflects on my progression in the course relative to my disposition before the exposure. Four key topics were examined; Academic writing, Communication, Time management and Teamwork, utilising the reflective and assessment tools of Kolb’s Model of Experiential Learning, Jasper’s ERA cycle, Oelofsen three-stage reflective cycle, and the SWOT analytical tool respectively. While academic writing, communication and time management exposed me to quite novel dimensions of conceptual understandings, team working remained familiar in its concepts to me. Notwithstanding, upon reflection, the later posed the greater challenge as evidenced from class dynamic and continued work must be undertaken for all four concepts relative to their peculiar challenges for further progression. Books, journals and internet webpages were also perused and discussed in relation to the topics examined. The general outcome of this work is that, I have progressed, both in my professional and personal development as well as possessing a more superior critical thinking skills with respective to where I was before coming into these studies.




[bookmark: _Toc28839601][bookmark: _Toc39229535][bookmark: _Toc39229765]1.0 INTRODUCTION
Jasper et al., (2013) underscore the core significance of reflective writing as a strategy for demonstrating accountability, guiding professional and personal development, as well as enhancing the development of critical thinking and holistic outcomes for professional practice. This report will therefore, critically and analytically link and trawl all the pieces of learnings and experiences that I have gone through so far in my career pursuit, both within and outside of the class settings. Four main topics taught in the module (Academic writing, Communication, Time management and Teamwork), will be employed to highlight how these experiences have either enhanced, changed or modified my understanding for the present, impact my employability hereafter and my future professional practice. Relevant and acclaimed models of reflection common to the health care profession will be employed in these reflective processes, while also underlining relative alignment of my experiences to published submissions. Due references to in-class exercises will be made where applicable, and scanned copies of these and feedbacks from lecturers appended (Appendix 1).

[bookmark: _Toc28839602][bookmark: _Toc39229536][bookmark: _Toc39229766]2.0 METHODOLOGY 
Class activities, notes and lecturers’ feedbacks were the primary resources for this report. Where applicable, situations outside the classroom were referenced. Published works were also analysed to buttress claims on the topics. These were sourced from books and journals, as well as credible web pages, explored with dependable internet search engines such as google and google scholar. Recommended readings from the UWTSD databases were accessed through the online library. Books and journal articles were however prioritised over web pages to ascertain their credibility. 
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[bookmark: _Toc28839604][bookmark: _Toc39229538][bookmark: _Toc39229768]3.1 Academic writing
[bookmark: _Toc39229539][bookmark: _Toc39229769]Most people can and do write, as the importance of writing down stuff is a generic paradigm (Elbow, 2000). Prior to taking this course, I thought I was a good writer; I wrote notes, letters, applications, reports, class assignments, etc. However, my experience after a few lectures was quite epiphanous. Smith’s (1996) depiction of Kolb’s reflection model demonstrates its applicability in a reflective learning construct (Figure 1). 

Figure 1: Kolb’s Model of Experiential Learning
[image: ]
Source: Smith, 1996

Therefore, in my concrete experience, I started the course with mixed feelings, unsure of what to expect. To my excitement, academic writing presented a mega package of interesting learning concepts alien to my perceptions. Its contents include language, grammar, advanced vocabulary, plagiarism, referencing, paraphrasing, planning, structuring and writing a wholesome essay, etc. I learnt of the various types of writing; descriptive, analytical, critique, reviews, reports, etc., and their distinctive language, structure and style (Hartley, 2008). I learnt to shed my former free writing style, avoid using contractions such as ‘don’t,’ ‘can’t,’ etc., replace words like ‘so’ and ‘but’ for more formal ones like ‘therefore,’ ‘however,’ ‘furthermore,’ ‘moreover,’ etc. (Friedrich, 2008). I also learnt to constructive writing, in clear, grammatically correct sentences, using appropriate punctuations. I practiced sentence structuring (topic, supporting and concluding sentences) and paragraphs alignment to achieve a unified style (Morgan, 2017; Na and Nhat Chi Mai, 2017). 

I came to understand the crime of plagiarism in writing, which at lower levels, disqualifies students’ assignments, and in serious circumstances, could result in expulsion from universities. Students commit this crime when passing off other people’s work or idea as their own (Carroll, 2002; Morgan, 2017), an issue which is evaded by employing the concepts of paraphrasing and appropriate referencing (e.g. APA, OSCOLA, Harvard, etc.) (Hartley, 2008; Craig, 2013; Morgan, 2017). Where paraphrasing is not possible for certain reasons, the words must be cited in quotation marks (Na and Nhat Chi Mai, 2017). At UWTSD, the Harvard system (or the author-date system) is the method of choice. 

Upon reflecting, my experience has been varied and profound. I am a better and more confident writer because of this course. Learning comes from feedbacks from the lecturers during class activities, such as, question times, discussions and assignment feedbacks. 

I am learning that, diligently integrating corrections into my writings, enhances my scope, professional and personal developments as well as augments my critical thinking acumen. I am more confident in actualising my career dreams considering my progress so far. 

I am actively experimenting my learned concepts and I am certain that my performances in my essays this term, will manifest to a large degree, an improvement on those of term 1. In order to improve further, I intend to study scholarly works, taking time to critically appraise them under the structures underscoring good academic works. This will make me conversant with the dictates of good academic writing. 

[bookmark: _Toc28839605][bookmark: _Toc39229540][bookmark: _Toc39229770]3.2 Communication
In retrospect, as in writing, I thought I was a good communicator, because, I could speak confidently even in public. I am charismatic, a good orator and good looking, easily attracting audiences, which in my naivety, where the essentials of communication. However, while my conceptions were not altogether wrong, they were very diminutive in perspectives. The ERA cycle (Jasper, 2013), consisting of three main stages; Experience, Reflection and Action (Figure 2), is quite appropriate to effectively reflective on my experience in this regard.

Figure 2: The ERA cycle
[image: https://libapps-eu.s3.amazonaws.com/accounts/47330/images/ERA.png]
[bookmark: _Toc39229541][bookmark: _Toc39229771]Source: Jasper, 2013

My experience was that of awe, after I came to understand the expansive intricacies of communication. Good oration is just a verbal aspect of communication, non-verbal forms, such as body posture and even a silent form termed active listening are all very impacting (Ivy and Wahl, 2014). Communication, which involves imparting or exchanging information is achieved in various ways; speaking, writing, signing, typing, etc., as well as Information Technology processes (Maund et el., 2017). For efficient and effective communication to be achieved, there is a complex interrelationships of several elements beginning with the encoded information from the sender, through processing mediums or channels (e.g., email, hard copy, telephone call, a face-to-face conversation, etc.), to the receiver who must decode the message appropriately to give it the requisite meanings. Any form of distortion to the message causing dysfunctions to appropriate decoding by the receiver is termed ‘Noise’ (Griffiths and Dunham, 2015, cited in Maund et al. 2017). The Belor’s model gives a good depiction of the basic interrelationships of these elements (Appendix 2). 

[bookmark: _Toc39229542][bookmark: _Toc39229772]Several modes of learning were employed by the lecturer; class discussions, online presentations by professionals, reading materials (e.g., pages 52-55 of Maund et al., 2017), written assessments, etc. Feedbacks were mostly verbal in class and these were quite interesting sessions where students would act out the different dynamics of communication modes and indeed, aspects such as body language and gestures, thus demonstrating the relative effects of these methods.

On reflection, I feel very sorry that in my ignorance, I must have been causing some form of offence, because, I could sometimes be careless with my body language and gestures. The health care sector is a very sensitive and challenging environment, a diverse socio-cultural public domain where excellent communication skills are imperatives (Veirmeir et al., 2015). I am therefore, so grateful for the opportunity to learn these things so that I can best prepare myself and be ready for the field. 
[bookmark: _Toc39229544][bookmark: _Toc39229774]
The immediate action plan is to work on my body language and gestures. I have enlisted my family members, friends and classmates to call me to order if they feel I’m doing things I should not do respecting good communication in this respect. I will also act on improving my IT skills and writing skills, especially reports to further my professional development.   

3.3 Time management
I took ‘Time’ for granted though fully understanding its implications and despite numerous resolutions to better manage my time, it never happened. Particularly, I procrastinated much while abhorring lateness to appointments. Hence, I usually arrive for lectures 30 minutes earlier at the least. This course is changing this idiosyncrasy for me, through the understanding that, time is a continuum and relegating in one aspect directly affect all other dynamics of one’s life. The simple three-stage reflective cycle of Oelofsen (2012) (Figure 3), is particularly befitting as a reflective tool here, because, I was really curious to see ‘the what’ to teach and ‘the how’ to help people to be good time managers.
My curiosity caused me to be very engaging in lectures and my gains were invaluable. I learnt that time management was a core concept and an essential life skill, that ‘time stealers’ (e.g., social media, unnecessary activities) must be recognised and managed (University of Birmingham. 2014), that there are time management strategies and techniques, including setting SMART goals and always planning a to-do list (Morgan, 2017), prioritising activities by employing techniques such as the 4Ds or the Pareto’s 80-20 rule (University of Birmingham. 2014; Siddiqui, 2015). Overall, through class discussions, my proper understanding of the concept of time management underscores the scheduling, planning and consciously controlling the time expended on specific undertakings so that available time is effectively utilised (Morgan, 2017).

[bookmark: _Toc39229547][bookmark: _Toc39229777]Figure 3: The three-stage reflective cycle
[image: Reflection …. the key to achieving person centred care by ...]
Source: Oelofsen, 2012

In looking closer, I deduced that time impacts everything else, and while I may be good with punctuality, procrastinations and failure to plan and prioritise activities exert undue pressures on me which invariably, negates the positive effects of my punctual attribute. There must be integration, a wholesomeness and a balance in managing time (Nasrullah and Khan, 2015; Sahito and Vaisanen, 2017). 

To effect transformations, I took deliberate actions to deal with my procrastinations. Today, I habitually create ‘to-do lists’, set time frames, prioritise with the 4Ds tool; ‘Do’ important short-term tasks, ‘Dump’ unnecessary tasks, ‘Delay’ long-term tasks and ‘Delegate’ tasks that others can perform considerably well (e.g., dog walking or school runs), and  set SMART (Specific, Measurable, Achievable, Realistic and Timely) goals (University of Birmingham. 2014). Consequently, between these two terms, there’s great improvement in my time management skills, especially evidenced in the timely completion and submission of my assignments. The benefits are enormous; less pressure, less stress, feeling organised, and an overall wellbeing. I am now confident respecting my future employability, sustaining employments, and giving my best in service delivery. 


[bookmark: _Toc39229778]3.4 Team working
I understood team working since all of life is about working in teams; at home, workplace, in church, everywhere really, where people with common goals work together to achieve that singular objective (Sohmen, 2013; Maund et el., 2017). Therefore, I’ve always been a good team player. I have a pleasant disposition, not domineering and do forbear with people because of our diverse dispositions. These are necessary tools for effective team working. I therefore expected hitch free group activities with my classmates. However, when a group member walked out on the rest of us during a class activity, I realised that there was more to just understanding myself for an effective team working. Added to a negative feedback, our tutors counselled that every team member, should be prepared with the tools to cushion such happenstances, to avoid thwarting the group’s objectives.

A self-assessment tool, the Swot Analysis is here, most appropriate to analyse my inherent capabilities and deficiencies, conceivable opportunities, and the external threats to present and future progression. The acronym SWOT therefore connotes; ‘strengths,’ ‘weakness,’ ‘opportunities,’ and ‘threats’ (Gürel (2017) (Figure 4). 

Strengths – I am a smart thinker and results oriented, proactive, strength of character without being overbearing, sociable and easy-going. While these attributes always make me a successful team player, there are however, certain weaknesses.

Weaknesses – my main weakness used to be lagging behind in task completion due to procrastination. However, this situation is rapidly changing, thanks to my time management skill acquisition through this learning.
[bookmark: _Toc39229549][bookmark: _Toc39229779]Figure 4: The Swot Analysis Tool
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[bookmark: _Toc39229554][bookmark: _Toc39229784]Source: Gürel, 2017

Opportunities – being that team working is an indispensable aspect of the health care work, I will take advantage of accredited research works on the topic to explore further, the dynamics of team working at all levels, micro or macro, and equip myself with the necessary cushioning tools for any unforeseen crisis.

Threats – this external element is hard to predict and manage, such as the class example, thus that incidence highlights what is possible. Other threats could include the presence of an overbearing or domineering influence in a group who might put up the ‘know all’ act, as well as non-cooperating group members. 

I will create a personal development plan based on these issues and find out ways to mitigate them. 


[bookmark: _Toc39229785]4.0 CONCLUSION
The preceding report reflectively explored my learning in the academic and employability skills module, highlighting four key topics; Academic writing, Communication, Time management and Teamwork. The disparity in my mind-set before undertaking the lectures and how I have been impacted, modified or changed thereafter, has been profound. While team working was a familiar construct, the others had some surprising novel paradigms. While class work and feedbacks from lecturers were emphasised, learnings outside the class room, as well as sufficient appraisal of published literature were also explored to buttress and affirm claims. Reflective tools were employed in each case to highlight my learning progression and action plans for further developments. This lends credibility to the submission that, reflective writing affords the techniques of recognising and accessing empirical knowledge through the dynamic practice of writing as a learning process. Such reflections also highlight proofs of professional development that is evidenced and documented. My professional and personal developments are thus enhanced and my critical thinking acumen sharpened. 
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 In-Class Exercises

Swot Analysis
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Academic writing
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Belor’s Model of Communication
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