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Introduction:

This report is mainly focused on academic and employability skills and my experience developed these skills through this module. I explained how learning in the module of “Academic and Employability skills” has helped me develop both my academic and employability skills. explain how this module helps progress on time management, researching, note making.  In this report I goanna talk about my experience, emotions and feelings writing academic report (‘what is the most effective way to motivate staff’), creating power point presentation.  Discus about feed back from the peers and what conclusions I make from the scores we get it. Investigate Personal development plan (PDP).

Reflective writing

Reflective writing answers to experience, thoughts, feelings of  your past moments, exploring what you learn, response to new information, opportunity to grow knowledge, achieve tasks and understanding. Reflect as a professional shows for other ones your knowledge and skills is in the high level. Its also helps build critical thinking and keeping mind set up clear. “the process of intentionally focusing one’s attention on a particular content; observing and clarifying this focus; and using other knowledge and cognitive process to make meaningful links,” (2021) Reflective skills are widely regarded as a means of improving students' lifelong learning and professional practice in higher education (Rogers 2001).

model of reflection 

choosing Gibb’s reflective cycle I expect look professional and knowledge.
The findings of the study revealed that Gibbs’ reflective cycle is a good framework to be used by the students in writing reflections upon literary works they are working on. The well-structured framework of writing reflection helped the students explore the literary work deeply, since the reflective cycle accommodates important aspects that can be explored from the literary work by the students. It can be concluded from this study that among the models of reflective writing developed by Kolb, Johnson, and Gibbs, the latest model is considered the most suitable to be used in literary classroom since its well-structured model enables the students to write better reflections of literary works. ( Adiani.I.S. Febriani, R. B. 2020). It is not sufficient simply to have an experience in order to learn. Without reflecting upon this 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. And it is generalisations that allow new situations to be tackled effectively. (Gibbs, 1988, p.9)
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Task 1- Academic Report 


Time management:
This allows us to monitor activities and assess how well we are meeting our goal and plan. Having a clear plan and knowing what to expect reduces feelings of stress and anxiety. Daily planning maintains a balance of life and separates working time from leisure time.
In this module I learn that time management is very important in our lives and Makes you work smarter, not harder. Time management helps me do more in less time. 
Week 5: academic and employability skills module. Using Microsoft excel program I create one week plan for my self to make progress of my time management skills. 
Monday to Friday: 9pm-7am working
Sleeping: 7am- 1pm = 6 hours 

Week 7
	 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	1pm
	 
	 
	 
	 
	 
	 
	 

	2pm
	 
	 
	 
	 
	 
	 
	 

	3pm
	 
	 
	 
	 
	 
	 
	 

	4pm
	 
	 
	 
	 
	 
	 
	 

	5pm
	 
	 
	 
	 
	 
	 
	 

	6pm
	 
	 
	 
	 
	 
	 
	 

	7pm
	 
	 
	 
	 
	 
	 
	 

	8pm
	 
	 
	 
	 
	 
	 
	 


  

	 
	cooking
	 
	 

	 
	shower
	 
	 

	 
	academic report
	 

	 
	home works
	 
	 

	 
	free time
	 
	 

	 
	academic and employability skills

	 
	digital skills and research methods


                                                                                              Author: Edvinas Statkus
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Week 8
	 
	Monday
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	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
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	8pm
	 
	 
	 
	 
	 
	 
	 


 
	 
	cooking
	 
	 

	 
	shower
	 
	 

	 
	academic report
	 

	 
	home works
	 
	 

	 
	free time
	 
	 

	 
	academic and employability skills

	 
	digital skills and research methods


                                                                                               Author: Edvinas Statkus 


Monday to Friday: 9pm-7am working
Sleeping: 7am- 2pm = 7 hours 

Week 6: integrate two hours of digital skills and research methods.
Also I was feeling that I’m not that productivity any more so I needed Extra 1 hour of sleeping, because I was no more energising like before, more rest- more productivity. Couple days latter I felt big changes- more energy, clear minds and my productivity was much better and faster. Good emotions helps me to collaborate with others professional. 
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Task 1: reflective report 

36  hours



Author: Edvinas Statkus

Reaserch:

Main question of the research was ‘what is the most effective way to motivate staff’? mostly I was using google schooler and UWTSD library, ever had experience with one of that, so it was challenging in the begging. During the research I find out that Employees never goanna work for free, but it doesn’t mean the salary is the most important element of successful and motivated staff. Couple factories like being recognised for their hard work, opportunities reach promotions, learning and step to the next level, working with positive staff (team), to be the part of the reached results. These   small facts sometimes motivate staff more than money. Employees would more appreciated individual recognition form. Be notice in workplace motivates employees to keep going. However, employees without the bonuses are still going to work but without payment employees would quit. Every employee most of the time are not happy with the recognition form that’s why companies needed recognitions in the workplace. 
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Note making:

Take the notes from the week 1, helps me recording important  sentences so that I can recall it later, its also save the time looking for important information like research methods, how to use UWTSD liberty and editing. I find out that the best strategy of notes taking for me is note just main sentences, because I know my working memory is average, with is memory of 6 pieces of information at a time. In the begging I was struggling to read and investigate my own notes, felt confused and lost, but after few moments I realise what tactic is working for me.


Drafting:

The first version of my Academic report needed a lot of editing, fixing mistakes, rewriting, rereading. I was focused on grammar mistakes. I was checking my notes and making sure all my job is in the right way. The final version of my report takes a lot of editing and fixing. 
 

Final edit:

 When I finished my report I double check everything I done. Making sure that my report have a correct title page that clearly states my name, my student number, the module code and title, my lecture’s name, and my assignment title. Double check is it typed in Arial font, size is 11, typed 1.5 line spacing.  Making sure that my submission have an appropriate structure, include page numbers, and have a reference list. 
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Group presentation week 8
Communication:
Using Microsoft team and WhatsApp we start collaborate with each other. As a team we decide what collaborate system is best for as. Almost everyone decided that WhatsApp best collaboration app for as, because of the experience with it. 
Conduction research:
As a team we decided that we need to split our job in the small tasks, to organising the work we do. Using indeed website, I found the intrusting job offer (advertisement) for a warehouse manager. Based on this job offer we make the project. 
Designing:
Using WhatsApp as a team we collaborated, desisted we decided what colours and animation we going to include in our project. Using  Microsoft PowerPoint we created the project of the job offer. One of my team member create other project by him self and as the team we make decision to add in hour project couple element from him.
Presenting:
on week 8 (Saturday) using Microsoft Teams as collaboration tool we present our presentation or other peers and our lecture. As a team we make decision that every single one of as gonna talk about 2 minutes. After our presentation we hear feedbacks from our lecture and feedbacks from the pears with the scores they gave us.
Feedback from the peers:
	 
	group:
	1
	2
	3
	4
	5
	6

	organisation of job advertisement
	 
	3
	4
	3
	4
	4

	working as a team
	 
	3
	4
	5
	4
	5

	public speaking
	 
	3
	4
	4
	4
	4

	professionalism
	 
	4
	4
	3
	4
	4


After my team (group 1) present the presentation, our peers give us the feed back. From the feedbacks I make the conclusion, that my team organisation of job advertisement skills are low and we need to improve this for the next time. The peers give use high points for working as a team. Personally I decided that I need improve my public speaking and professionalism, because I didn’t feel comfortable during public speaking, feeling stressfull. and uncomfortable. Results telling that my project was low quality and there is a lot gaps to fix.                                                                                                                                                            7

Personal development plan (PDP)

For personal development plan I ask my self four questions. 
-how will I achieve this?
-how will this improve my academic or employability?
-how will I know that I have achieved this?
-when I achieve this by?

My target to improve professionalism, public speaking, collaborate and editing. 

Professionalism: need work more on my confidence and emotional intelligence. More of professionalism would make me learning faster and  the quality of presentations would be much better. To see the progress goanna help me my peers feedbacks. Target when I achieve this to increase my scores and be better for the tasks.

Public speaking:  is a complex skill that includes body, mind, voice, gaze and even hearing. I have beautiful, strong voice, but the fear of the audience (audience, listeners) stop me to progress. I need work on confidence and mind set up. It would improve my skills for doing oral presentations. Target is to feel audience hear me and understand. When I achieve this my listeners will understand everything much better and I going to be more professional.

Collaborate: more training on how to simply pass for other people what I think, feel, see how I see myself and the environment around me. It would help better collaborate with my team going trough the projects. When I achieve this, my team going to understand me much better and the quality of the job will be much higher.

Editing: working on more projects will grow my organization and structure. This skills would let my project look professional and high quality. The lecture  good feedback for my editing skills then I goona know I achieve this. Achieving this skills helps me look more professional and knowledge on what i doing.
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