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1. Introduction 

The goal of this report is to analyse my academic and employability skills and show my improvement after completing term 1. I will be using Gibbs reflection model to reflect on my understanding, how I felt throughout and after learning about the following four topics: time management, academic writing, paraphrasing, and public speaking and presentation giving.

2. Time Management 

The ability to plan and arrange your work and goals is known as Time Management. By allocating tasks and establishing a deadline, it enables you to finish your work quickly and meet your goals. By starting and finishing activities promptly and eliminating non-essential duties, you can learn to fulfil your tasks effectively by practising time management. (TUMANISHVILI, 2021)
 Being able to manage time is essential in the work and student life, you can benefit from learning effective time management both inside and outside of the classroom and you feel less stressed after completing the job on time, this provides one a sense of confidence, accomplishment, and inner calm. 
I am not so confident with managing my time, I have always struggled to get to appointments early, give homework/coursework by deadlines and attend social gatherings on time. It wasn’t so bad before my mental health started deteriorating but I noticed it had gotten worse over the years. My coursework was affected due to this, and I became very frustrated because I left my work up until the very last minute and started to struggle. I normally do the hard things first and then the easiest but once I start to struggle with the hard things, I end up giving up and coming back to it when it is too late. Through my time learning about time management, I discovered some helpful things.

2.1 Pareto Principle 

Focusing on time management I learnt about the Pareto Principle. Vilfredo Pareto developed a time management theory known as the Pareto principle, which is currently widely used. He was an economist who postulated that 20% of all causes account for 80% of all issues that people experience. When it comes to the topic of personal time management, it could appear that this is a theory that is too challenging to put into practise. However, I realised Pareto 80-20 rule can be very beneficial to you when applied to problem solving of any form. I like the Pareto Principle it was good to learn about and I find it very useful because it taught me to start of with the things that are more difficult instead of starting with the tasks that are easier. According to the 8-20 rule, I get 80% of my results from 20% of my actions.

2.2 Eisenhower Method 

I also learnt about the Eisenhower Method. Dwight D Eisenhower was the 34th president of the United States. Eisenhower was faced with a mammoth task list each day, and often had to make difficult decisions regarding which of these duties he should prioritise on any given day. This epic task management conundrum led Eisenhower to invent what is now known as The Eisenhower Method/Matrix. I find the Eisenhower method very easy if I am honest, there is a simple understanding. The Eisenhower Matrix is a system for classifying and ranking tasks according to their criticality and urgency. Do, Decide, Delegate, and Delete make up its four quadrants. I can sort my tasks out from what is urgent and non-urgent which will help me do all my work on time. 

3. Academic Writing 

Academic writing is defined as writing that conveys research, information, and ideas to the larger academic community. It is classified into two types: student academic writing, and expert academic writing. I will be focusing on student academic writing. To be understood by all readers, academic writing must be formal and well structured. Complex thoughts are difficult to govern, and they must be backed up with correct references. To keep the text academic, I've learned to avoid using abbreviated forms of words and changing word order. I also gained a skill of paraphrasing which I learnt during academic writing.
3.1 Paraphrasing

Paraphrasing is the act of using one's own language to convey the ideas or facts of another person. The key points must be conveyed in a paraphrase, but the wording must be your own. The ideas and meaning of the original source must be preserved. (Vineski, P. 2022). I didn’t really have much of an understanding when it came to paraphrasing during this module. I learned that I could be done for plagiarism if I don’t paraphrase. Plagiarism is taking someone else’s work and passing them off as your own (work/words). I struggled to grip the understanding of paraphrasing, I found it very hard in class and during the activities until I went over the slides of week 4 after lectures to do some more studying. I found some useful steps such as using synonyms, changing words and the order of the wording. After practising I am now confident in paraphrasing. 

Before completing this module, I wasn’t good at writing academically for example, writing formally, paraphrasing, writing emails etc and it made me feel less confident in doing my work. I was also afraid that I wouldn’t be able to complete my reports or presentations due to my lack of knowledge in academic writing and I would lose marks when it came to being assessed but now after completing the module, I can now say I am confident in writing academically and it makes me very happy and hopeful. I am happy because I can now complete reports, paraphrase with no difficulties, reference and I can now look forward to completing my other reports and class activities that may involve academic writing skills.









4. Public Speaking and Giving Presentations 

Public speaking is now defined as any sort of communication between the speaker and the listener. A presentation, on the other hand, includes both oral and visual communication. It could be a slide display or a video presentation. Giving a speech in front of a live audience is known as public speaking. The issue is presented not only verbally, but also in writing, using charts, tables, graphics, or text to support it. 
I have always struggled with confidence due to my anxiety and have always found it hard to speak publicly. I couldn’t participate in the class presentation activity as there was only a few picked to present. During this module I learnt a lot of skills, with one being Body language. It stuck out to me the most because my biggest problem having anxiety is not being able to give eye contact or face people when speaking to them. Before this module I didn’t realise the importance of body language during presentation giving. I also learnt that your behaviour and attitude is also important. It’s good to show enthusiasm when presenting but not too much, involving the audience and sharing some humour can help the audience feel engaged. I also learnt to not write paragraphs on PowerPoint slides which was something I struggled with, through time I learnt to do bullet point and handwritten notes to go with the presentation when presenting. I also have a problem with speaking fast and this module taught me that when speaking publicly its helpful to speak at a natural rate of speech and to speak clearly so others can understand me. 

I didn’t know how bad I was when speaking to people and how bad not giving eye contact came across. I learnt that people are more likely to engage when I am speaking clearer, giving eye contact and being more enthusiastic as I can sometimes come across as very timid/quiet. I’ve also gained some new skills which will help me when presenting in my future classes and I can now say I have confidence in Speaking publicly, now I know not to turn my back on the audience, to speak distinctly and most important to not improvise at the last minute, this will only cause confusion and frustration to myself. Out of all the topics, this was one was the most useful to me as its helped me gain more confidence in speaking.












5. Evaluation

The purpose of this report was to evaluate my emotions and demonstrate my understanding of the four topics I learnt during this module. This module was very useful and taught me a lot of things I didn’t know as well as struggled with. I can honestly say I have gained so many new skills and I have been able to use these skills in my day-to-day activities. 
At first, I found it difficult to understand due to it being online (during COVID19) and was so scared I wouldn’t be able to complete any tasks or assignments that would be set. I was also afraid that my mental health would become an obstacle during my studies and tried everything I could to prevent that from happening. My lecturer was so supportive and was very well spoken and took the time out to explain things to us thoroughly. Although I was shy, I was still able to ask questions and receive help and through that I gained an understanding was able to learn as well as develop skills I didn’t have before.
Time management being one of skills I really enjoyed learning about, I found that topic very helpful because as a young independent person I have a lot of responsibilities as well as tasks that I barely give myself enough time to do. Learning this topic made me understand how my lack of time management affects my day-to-day life and important tasks that need to be done. I also realised why I am always frustrated and stressed and decided to apply the pareto principle and the Eisenhower Matrix/Method in my life. I have now been able to manage my time a lot better than I had before completing this module. I am now less stressed than I was, I can do the hardest/urgent things first before doing the easier ones and I must say it’s been very benefiting. 
 I also found Public Speaking & Giving Presentations very useful. Having little to no confidence due to my severe anxiety made it very hard for me to speak in public let alone present in front of an audience. I also realised how bad it was not giving eye contact when speaking to people and how it could make them feel like I am not listening or engaging with them. I also spoke quietly or too fast and not many people would hear or understand me. After completing this topic I’ve become confident in giving presentations, I now aim to speak clearer, with eye contact and enthusiasm. I’ve also stopped reading from the PowerPoint and started reading my handwritten notes to also eliminate writing paragraphs on slides.
Overall, I have gained some really good skills from this module, I am much more confident in things I lacked confidence in. I can now paraphrase; I now have an understanding in academic writing as well as time management. I also learned about Pareto and Eisenhower whom I didn’t know of, about or their theories. I am not using both the Pareto Principle and Eisenhower Matrix in my life. I can also write reports which shocked me the most because I didn’t think I would ever be able to understand report writing or even the structure of reports as I struggled with report writing in my first year. I am happy with the experience, and I am even happier I completed this module with new skills I can now apply to my own life. I am excited to use these skills throughout my studies.
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