Reflection of 5 weeks
 
During of these 5 weeks of school, I have experienced both challenges and personal growth. At the beginning I felt nervous and unsure of this course if is what I need. However, as the weeks progressed, I began to understand expectation more clearly and gained confidence in my abilities.
One of the most important topics learned about was academic integrity, before this course I did not fully understand how serios plagiarism is.I now understand that academic integrity means being honest, writing in my own words and giving credit to sources when I use other people ideas. I realised that this is not only about following rules but about developing trust and professionalism. This knowledge has changed how I approach my assignment. I now read more carefully, take notes properly, and think before I write.
I learned how to use Microsoft Teams and Emails more professionally. Before this I only use email for simple messages. Now I understand how important clear communication is in both university and the workplace.
With email, I learned how to write proper subject line, start with a polite greeting and explain my messages clearly. I also learned how to use the calendar and add meetings, how to add more people in the email even I can add people without the receiver know that someone else is able to see the email he received.
Using Microsoft Teams helped improve my online communication skills learned how to join meetings, participate in discussions, and share file. I also learned how to use the chat future and invite more people to
These skills have increased my confidence in digital communication. I now feel more comfortable contacting tutors and participating in online learning. Learning how to use Teams makes it easier to work with others. These skills have increased my confidence in digital communication.
I also developed new digital skills, using PowerPoint, Canva, Microsoft Word, LinkedIn can help people connect with employers, colleges. also discussed how to present ourselves professionally online. Learning PowerPoint helped understand how to organise information clearly and present ideas in a structured way, create videos add pictures edit and write description, Using Canva helped explore create   while keeping my work professional, make poster for school presentation. I became more aware of colours, layout and visual balanced. Microsoft word helped me understand that I can write my schoolwork I can design adjusting layout, insert images draw and make my work look professional and structured in academic writing. These skills are important because in the workplace communication must be clear and engaging not only for the university but also for the workplace.

Another area of development for me has been time management. Balancing study with my personal responsibilities has not been easy there were moments when I felt overhelmed.However I started breaking tasks into smaller steps and planning my time more carefully.
Overall, this 5 weeks have helped me grow in confidence, responsibility and digital ability. I feel more prepared to continue my studies and apply these skills in the workplace.
