

Page 1 of 7


                                         Academic and employability skills report







Module name: Academic and employability skills
Module code: BMSW4001_LON
Module teacher: Anita Nan
Student name: Marian Salca 
Student number: 1915301








































Table of contents

Introduction........3
Description ........3
Feelings .............4
Evaluation..........4,5
Analysis.............5
Conclusion.......5,6
Action plan.......6
Final conclusion..6
References ........7 


































Introduction

The purpose of this report is to reflect on the skills that I learned so far since I started university. I will reflect on the skills which I studied as time management, communication, referencing and paraphrasing. In order to reflect on those skills I will use Gibbs reflection Method(1988).Gibbs reflection cycle consist on description ,feelings ,evaluation ,analysis ,conclusion and action plan.In the first term, since I have started to study at university I have learned about more skills on my four modules which I am studying. However, in my report, I will reflect on time management, communication, paraphrasing and referencing.

Description

Time management is the skill that I have learned so many helpful things about it. I learned that I have to organize myself in order to succeed at university and I have to use my time effectively. Prioritizing activities is very important if I want to be effective regarding time management, so I learned that I have to deal first with my most important activities first and after that, I can do the less important. Moreover, I learned that is very useful to reward myself after completing a task so this way a keep myself motivated. Being on time in the class, at an appointment or at work is another important aspect related to time management that I have learned, being in time will make me look responsible and this is important.

Communication is another skill that I learned about. During both terms which I already completed, I learned that communication is a skill that will help me to graduate at university but will also help me to get a better job. I learned that communication is not just spoken words; communication can be made by writing letters, text messages but can also be an interaction using body language, signs using our hands or facial expression. We learn different communication theories, for example, Shanon and Weaver communication model (1949) which says that communication is only effective by receiving feedback in order to make sure that the message arrived at the receiver accurately.

Paraphrasing is a skill that I learned about during my studies. I learn that I can paraphrase if I want to use somebody idea using my own words so I can avoid plagiarism. I learned about paraphrasing that I can do it by reading somebodies idea, or listen at it, taking some notes and us it later on when I need it on my assignments, but most important, if I paraphrase somebody s work, I have to reference it so I can avoid plagiarism.

Referencing is was unfamiliar for me before to start university. Since I start  I learned so many aspects of referencing. I learned that there are more referencing types, but we are mainly using the Harvard referencing style. I found out that there are in-text citation and citation at the end of the assignment as a list of reference. The citation has to be put in alphabetical order as well.

Feelings

Learning more about time management it made me feel sometimes under pressure because I know about myself that I am not a very responsible person when it comes to time management. On the other hand, sometimes I felt better when I was able to do in a short time so many things, as an example, finishing my assignment in time. I had times when I felt bad about myself when I get late to the classes because of the traffic, so in those moments I thought that I could do better regarding time management.

When it comes to feelings regarding communication skills I can say that sometimes I felt that is hard for me to communicate with my classmates as sometimes I am a bit shy with new people, so the teachers asked us to talk to each other so I had to break this barrier. After I start talking to my classmates I felt better, more comfortable and it was easier for me to work with them in groups. 
Paraphrasing is the skill that I felt that I already have done before but without to know that it is called paraphrasing. I felt very confident regarding that skill because I use paraphrasing very often, even if I want to use what somebody said to me so I can say it in my own words using the same idea. Sometimes I felt also that I am struggling with paraphrasing as I tried to use words with the same meaning or to formulate my own phrase as my English vocabulary is not that complex.

I felt about referencing that I am very familiar with it it. I did not learn about referencing before but I have seen this kind of practice very often especially when reading books or journals etc. I was really enjoying to learn about referencing as I know that it will help me a lot with my assignments. In the beginning, I felt very insecure regarding that skill as I was unsure if I am doing it right or not but after I get feedback from my teachers and I been told what I have done wrong and what I have done right about it I felt more confident as I was knowing how to do it.

Evaluation

Learning about time management made me be more effective with my time, so after all what I have learned I am able to do more in less time, I know better how to prioritize my activities. In the same time, I have learned to take extra time when I am going at an interview or somewhere I have to be in time. I also know that I am not the most responsible person so I still struggle sometimes with me time management but all I have learned it has improved my time management by now. 

Before to start to attend the university I was not the most communicative person but the good thing about learning that skill is that it has challenged me to break the barrier and be more confident on talking to the people and to not be afraid to talk to the public. Learning about communication it was an advantage for me as I can use that skill on my workplace when it comes up. Sometimes it was challenging but that was not a bad thing because I can only improve experiencing those situations.

Paraphrasing is a skill very useful. I am very happy that I have learned about it as now I have a better understanding of how to use somebody else ideas without to be accused of plagiarism. Paraphrasing someone in a wrong way can lead to plagiarism so I need to be careful how do I use that skill but it was a good experience for me to learn about that skill.

Referencing is a skill that I can not avoid within the university environment. Learning about that skill it was good for me because is part of my student life so it only can help me in the future. I have learned that there are more ways on how to reference and some teachers gave us a very complicated method of using referencing but I picked up the way that I understand it better and that will help me to be more efficient on doing my student work.

Analysis

I have learned about time management but I think that could of do more about it. I should have used time management better after all what I have learned about and to apply the theories that I learned about. I think that because I am too relaxed sometimes it will not help me to manage my time very efficiently but I think I have to pay more attention to the theories and to apply them. I think I have to consider and apply Pareto 80/20 rule ((Koch, 1998) which seems efficient for me.
 
I think I can do more about communication and not try to avoid to talk to the people. The fact that I am a little bit shy sometimes it could make me struggle with the communication but I think I have to challenge myself and do more about it so I can use that skill more efficiently.

I do not use paraphrasing as much as I should because I rely too much on what I already know.I think that I have to do more about that and I have to rely more on research and use more sources and practice paraphrasing more as I don t have enough knowledge to rely only on myself. If I use paraphrasing my work will look more credible as I refer to another author and will put my work in a new light. (So Why Do You Need To Paraphrase? - Academic Writing Experts Blog, 2020).

When it comes to referencing I can say that I have not paid enough attention to all the referencing methods and I just picked up the easier one. I should of engaging more on learning whatever was possible to be able to use it later.

Conclusion

I could do better and I could be more punctual when it comes to time management but I think I am on the right way and there is always room for improvement. Time management is the skill that can change the way I look for the other people and the way that I live. 

Communication is the skill that will help a lot at the university and at my workplace. I will use that skill every day so that way I can have an analyse on me to see how much I have improved after learning more about that skill. 

Paraphrasing it has helped me writing my assignments. I just realised after learning about that skill that I can not write an assignment without to use paraphrasing. I am saying that because I can not only use my knowledge, and i don t have enough knowledge to write an assignment, but I also have to refer to somebody else work in order to do it right.

I have to use references to all my assignments so I will use all that I know about it to make my assignments as good as possible. I think i have done it right but can do better.

Action Plan
 
I am willing to learn more at any time when I have the chance so I will pick up any tips and ways that will help me manage my time better. I will refer more to the theories to have better time management so I can use my time more efficiently. I need to improve my time management as sometimes I postpone things that I have to do, but I plan to do things as soon as possible so can release myself from stress.

Whenever I will have the chance I plan to learn more about communication but at the same time, I plan to practice it more so I can get familiar with it to improve that skill. I will try to find more ways on how to have more effective communication and in the next years at university I plan to engage more regarding that skill. 

Whilst I will write my other assignments I will try to paraphrase more than I have done it on my previous assignments. Moreover, at any time in class, I will have the chance to pick up more tips to use paraphrasing i will pay more attention so I can improve my paraphrasing skills.

I think that I have not paid enough attention when I been learning about referencing. I will try to learn the ways of referencing so it might be easier for me in the future. I have to improve my skills on referencing as I am not always very confident about what I am doing so that might affect my assignments. According to the journal of Hyytinen et al (2017) student are failing to reference right citations and that will affect me if I do not do it properly.

Conclusion

Learning about all these skills it has not only improved my life at university but also at my workplace as well. Now I am more confident as I know how to manage and what I have to improve on my skills. More than that, I know where I am and I know what skills I have to improve.
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