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Opportunities Threats

My company is expanding its new division There is a competition in the field

| can continue my work from home facility with the Company can hire new employees who are more
help of technologies eligible

Leadership and training development can help me to get

promotion




Time-Management Tools

« Scoro- It is a software which combines time
tracking with project management and e
CRM. It helps me to manage time and track ’ R
my team members, Working progress 1n a « Forecast = Completed hours » Estimated hours
single click. It also helps me to work
reporting and project management.

» Toggle- It is a time tracking software which
help me to manage many projects at a time.
By using this software | can finish my 57:08:22
works In a very short time and also allows

me to track teamworkdln online and offline Figure: Toggl Track Management (Source: Hardy et al., 2020)
mode.

CLOCKED HOURS BILLABLE HOURS EARNINGS

35:30:50 5,325 USD
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Communication skill

Team working skill

Academic Writing

Researching Skill

Analyzing Skill

Personal Development Plan

| will join some online classes to improve my
communication and also learn other languages to
communicate with other team members.

| will adopt some online tools like Flowdock,
GoToMeeting, Slack to establish effective
cooperation system.

| will practice this skill by using some technological
tools like Trello, Phrasebank to enhance this skill

| will practice this and enhance my critical thinking skill

| will use Microsoft Power Bl and SAP
BusinessObijects tools to enhance this skill




Conclusion
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> Introduction

An academic report is a piece of the report which helps to present and discuss the learning
asswell-as the research methods. Academic reports maintain a formal style and a specific
layout where researchers can present personal experiences about their learning (Putri and
Mahmudah, 2021).

This Is a reflective academic report where | will discuss my personal experience and my
learning about time management, academic writing, referencing, presenting, and evaluating
my personal experience through the reflection model.

In this reflective academic report, | will also show my development in those aspects and how
| can overcome my problems by gaining knowledge that helped me to enhance my
performance level.

| will develop Gibbs’s reflective model in this study and include my personal experience in
this model to present my learning and improvement in the academic field. Through this
reflective academic report, | will discuss my problems or weaknesses as well as evaluate with
the help of time management, academic writing, referencing, and presenting skills how | have
enhanced my performance level. The study will also focus on the effectiveness of these skills
and their importance in the academic field.



> Reflection Model

» The reflective model presents the reflection of experience where learners can understand
the learning process through experiencing the topic and by evaluating or reflecting the
experience with personal knowledge (Adeani et al., 2020). In this reflective academic
report, I have adopted Gibbs’s reflective model to present my learning process through my

personal experience.
What happaned?

Action Plan

If & rese again what
would you do?

Feelings

What ware you thinking
and fesing?

Conclusion

What else could you
have dona?

Evaluation

What was good and bad
ghaul 1ha axparience?

Figure: Gibb’s Reflective Cycle Model

Analysis
What else can you
make of ihe sduation




1.Description -At the time, | joined this course, | was very nervous because of my different
academic background. I could not understand the topics of this course especially at the time
of assignments. Because of the lack of understanding. | failed to submit my assignments as
per the deadline. However, some of my peers who are also from different backgrounds can
manage to submit their assignments on time. At the time | realize | have also had time
management issues which becomes one of the reasons for my delay. With the failure of my
assignment.

2.Feeling -1 was getting demotivated and it made my performance level poorer. At this time
my teachers to help me to understand my problem.

3. Evaluation- When | had started evaluating the reason for my failure, | discovered that |
have also some issues regarding time management, academic writing, and referencing style.
| have a lack of knowledge on how to write academic writing and how to evaluate the topic.
| have also faced problems in understanding the APA referencing style which is another
cause of my failure. In the next stage.

4. Analyzing- Then | had analyzed my weaknesses which were the major cause of my failure
In the assignment and try to understand the positive and negative impacts of my experience.
| also take some advice from my teachers and peers to overcome these problems.

5. Conclusions- Then | have concluded that | have to focus more on these problems to
mitigate them and to develop my performance level. | have also understood in what way |
can achieve success over these weaknesses as well as | had determined to avoid the negative
Impact of my experience in my future work.




6.Action Plan-1 have made an action plan where | have made a chat about which
skills I have to develop and in what way | can do so and also fix a timeline to achieve
those skills.

?f/////

Time-Management To set a timeline | will use Toggl,an
online where | can set alarms to maintain
deadline.

Academic Writing | will attend some online classes
seminairs,and workshops to acquire an
academic writing style.

Referencing | will focus on learning different styles of
referencing especially APA.




1. Time management

» Time management is the most important skill to ensure that the students are the employees
can achieve their study goal in a limited timeline (Safitri, 2018). To achieve success in a very
short time this time management skill help to manage and make plants according to
therequirements of study in a very well structured time frame. | had some issues regarding
time management which sometimes became the cause of my failure. | have started practicing
this time management skill to attain my study goal as well as to maintain my performance
consistency. | have made a timeline map where | have sorted my lessons in a particular time
frame according to the importance of the topic. | have focused more on the critical topics and
set a major timeline for those learning areas and also set the time frame in a way that helps me
to meet deadlines. Through this time management skill, | can also manage my leisure time
which motivates me to work hard and also help me to keep positivity in my academic
learning.
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2.Academic Writing

« Academic writing is a form of writing which are used for higher education and represents
the depth of knowledge of a student or researcher through formal writing style. Academic
writing presents authentic research of the students with critical analysis where students
have to incorporate arguments and opinions of scholars to evaluate the quality of the
writing (Sari and Pangaribuan, 2018). When | have joined this course | have a little idea
about academic writing style, however, sometimes | failed to incorporate the appropriate
academic writing style in my assignments which become the cause of discredit of my
assignments. After understanding my problem, | have started focusing on structure, formal
tone, and analytical representation of my research topics. | have avoided descriptive
writing and tried to incorporate analytical and evaluative writing styles in my research
work which help me to improve my academic writing skill as well as increase my
performance level.



%//////,

| have understood that academic writing has different features which help to evaluate the
writing process as well as a guide to evaluate the research topic effectively. Academic
writing has a different structure and according to the type of writing the structure change.
First, | have learned about the different types of structures of academic writing and practice
to maintain proper structure in my research works. | have also evaluated my critical thinking
process to analyze and evaluate the research topic in a viable manner and try to avoid
descriptive writing. | have also learned that academic writing needs to maintain a formal
tone and easy language which becomes understandable to the readers. By practicing
academic writing | have also developed my performance level as well as increased my
knowledge level by incorporating scholars’ opinions and arguments in my writing to make
my research work authentic and reliable.



%//////,

3, Referencing

Referencing is a feature of writing which presents the sources of the information which
students have to incorporate in their assignments and make the research paper authentic.
Referencing includes theories, quotations, statistical figures, facts and Incorporate Scholars
opinions and arguments in an evaluative manner (Putri and Mahmudah, 2021). However, |
have faced some problems regarding referencing as | do not have any idea about Harvard
referencing or APA referencing style. Firstly | was confused about these two popular
referencing styles and opening them become the cause of my assignment failures. By
practicing this referencing skill |1 have developed this skill and can understand which

referencing style needs what kind of references. Though, | am still practicing this
referencing

skill to achieve more knowledge and success in the academic field.
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4.Presenting




| am not so skilled in making PowerPoint presentations and | do not know many

features of PowerPoint presentations for which become the cause of my poor performance
In presentation.

The presenting skill helps me to develop my communication skill because a good
presentation needs good communication (Huisman et al., 2019). By developing the
presentation skill | have learned that it is very important to communicate with the audience
why presenting a research work through PowerPoint presentation. This strategy attracts
audience attention to the presentation as well as increases the audience with the presenting
topic that also motivates me to present my research work effectively. | have practiced this
presenting skill bi improve my communication skill, my body language and also make some
questions for the audience which are related to the research topic which helps me to engage
my audience in my presentation that also improve my performance level and help me to gain
more credits in my research work or assignments.



5.Conclusion

From the above discussion, it can be concluded this study is a reflective academic report

where | have discussed my personal experience and my learning experience by adopting

some skills which help me to improve my performance level as well as increase my
knowledge level. Some important skills like time management skills, academic writing skills,
referencing skills, and presenting skills help me to develop my performance as well as give
me the opportunity of self-assessment where | can understand my strength and

weaknesses. These skills also help me to build self-confidence as well as enhance my
communication skill which helps me to establish a strong bonding with my fears and with my
teachers. By adopting the skills | can also manage my stress level and without any pressure
or anxiety, | can achieve my goal in a limited time framework. In this study, | have also
included Gibb’s reflection model by incorporating my personal experience in every stage of
this model to present my learning outcomes as well as my improvement in the academic
field. Through this study, | have presented my problems regarding learning and doing
assignments however with the help of the skills | have improved my performance level as
well as gained knowledge that can help me to gain success.
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