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INTRODUCTION
This report will be a reflection of all that I have learnt within these two semesters, particularly in the Academic and Employability Skills module. This would be done using Gibb’s Reflective Cycle proposed in 1988 (Sewell, 2017, p. 7); where events would be described, and feelings shared. These feelings will then be analysed and evaluated to understand the likely actions required to be taken in recurrent and similar situations.  I would be taking into consideration what I have learnt from studying this module these past terms and how it has impacted me. I will also include what I already knew in relation to the topics I would be treating.

The topics I would be reflecting on are the ones I have found to be the most beneficial. These are report writing, paraphrasing and summary, referencing and plagiarism, analytical thinking skills and Personal Development Plan (PDP). I would thoroughly analyse these topics as well as reflect on events that are related to the topics that would be addressed and state how these will be applicable in my daily life. 






















REPORT WRITING
Academic writing as a whole is an aspect of the English language that I have found to be a little challenging. I like reading and even writing stories, but academic writing has always been generally more demanding and tedious.  
 
I am reminded of my last year in secondary school when I was the Library prefect and Assistant preparatory prefect. As prefects, we had to submit a weekly report of all activities and a monthly one as well. I dreaded the weekends when I would have to write and submit the report. Looking back now I realise I did not like report writing because I had little knowledge about it.     
 
Last semester was good as I got to learn about report writing and I added on to my very little knowledge on the topic. I found out that report writing is "a short, sharp and concise document which is written for a particular purpose and audience" (SkillsYouNeed, 2020). Prior to this, as can be drawn from my secondary school experience, I thought report writing was generally about stating or describing a sequence of events. It is, however, more than that and involves, in relation to my library report, analysing the events that took place in the library and making recommendations or solutions to the problems that were encountered. I should have also factored in the points of view from those I worked with in the library. More importantly, reports should be well-structured and easily understood by the readers and the audience being addressed.  From here onwards, every report I have to write will be properly addressed and structured to meet and appeal to the minds of those it was intended for. 
 



PARAPHRASING AND SUMMARISING
[bookmark: OLE_LINK5][bookmark: OLE_LINK6][bookmark: OLE_LINK7][bookmark: OLE_LINK8]“A paraphrase is rewriting a piece of text in your own words, while retaining the meaning” (Western Sydney University, 2016). According to Mindtools (2020), summary refers to a short outline of a discussion or argument. Prior to this module, summary and paraphrasing was unclear in my memory as they were used interchangeably. I always felt I was good with words until we started these topics. During the first days of studying paraphrasing, we were given a passage to paraphrase which made me reassess my strengths and weaknesses concerning this topic. My inability to convey my thoughts and expressions into words and sentences was a much-needed awakening to read more often and widely. 

With regards to summary, in high school, we were often given passages to read and summarise for our English end of term examinations. I was quite good at it and did not struggle much to review the passage and give a suitable summary. With this in mind, I felt very confident in my summarising skills only to be discouraged by my first attempt this semester. Through further reading of the article by Kearney (2020), I realized that summary was not entirely about briefly reiterating the paragraph/text. It was also about answering any questions that may arise for people who have not read the original piece.  Also, by watching a video on “How to summarise”                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      from YouTube, I learnt not to include my opinions and interpretations to the summary. This was the most important lesson I got from this topic last semester. 

In order to clear the haze between these two topics, I read an article from Difference Between.com (2020) which explained that paraphrasing involves rewording and restructuring a text while summary refers to outlining the main points of a text. With this and more in-depth explanations from this site, I understood the differences between these two topics. 

By the end of the first semester, I understood fully the difference between paraphrasing and summary. I would apply both paraphrasing and summary writing appropriately to all essays that I would write in the future as it complements essays and shows how learned you are.

  




REFERENCING AND PLAGIARISM
Referencing was a new topic for me last semester. This is because it was not taught in high school. At the beginning of the seventh week, when this topic was taught, I was mostly confused. I did not understand why there were different types of referencing styles based on the source of the text in question. I was also confused with these two terms; referencing and plagiarism. I, therefore, took it upon myself to critically study these two terms after lectures.

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]According to Samuels (2019), “Plagiarism is a deliberate or accidental use of someone else’s ideas or words without acknowledging them.” On the other hand, referencing according to Open University (2020) is “when you acknowledge other peoples’ work and allow the reader to locate the sources you have used.” From this explanation, I learnt that the failure to reference someone else’s work is what is referred to as plagiarism. This can be avoided by summarising, paraphrasing and simply acknowledging the source from which information was retrieved; by referencing. I also learnt there are different types of referencing styles. At UWTSD, the Harvard style is used. 

 Through lectures and personal studies, I have mastered the different styles of referencing under the Harvard system. This knowledge would come in handy every time I need to submit an academic writing. 


ANALYTICAL THINKING SKILLS
This refers to the ability to analyse information, solve problems and make decisions. Although these skills are more often perceived to be technical, they are everyday skills. These are the skills needed in making real-life choices and settling issues that arise daily. For instance, picking the right type of clothing for a particular weather is an everyday decision which requires analytical thinking. From this example, we see that analytical skills are consciously or unconsciously used frequently.  
 
 Analytical skills include problem-solving/decision-making as stated above, critical thinking, research skills and communication. At the first instance, I felt I may not have these skills, but after carefully studying each of these skills I realised these skills are quite rational. They, however, need to be improved upon and enhanced in order to be used practically. For instance; critical thinking is the act of analysing facts to understand a problem or topic thoroughly. An example is understanding global warming; its pros and cons. Research skills refer to the skills required to find solutions to a problem or an answer to a question. A personal example will be looking into universities I can apply to for a law degree after this course. Communication refers to sending messages and getting feedback. This skill is the most used as we all, as humans, communicate in various ways; through speech and writing.  
 
While studying this topic, I felt I was not very good at any of these until I realized that I used these skills often. I was also a little confused about critical thinking and analytical thinking. However, from reading an article from Critical Thinking Secrets (2020), the difference is clear now as analytical skills look more at arriving at decisions based on personal opinions deduced from a topic while critical skills merely looks at both the pros and cons of a particular topic without necessarily arriving at a decision. These skills when improved upon will be an indispensable factor when securing a job and in my everyday life. 


 
PERSONAL DEVELOPMENT PLAN
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]A Personal Development Plan refers to a person’s aims and objectives in life; be it one’s short, medium or long-term goals. (Chartered Management Institute, 2020).  The PDP is an important aspect of planning one’s life for the present or the future. This comprises setting and prioritising one’s goals with deadlines; recognising the threats and opportunities surrounding one’s self and making use of a support system. This is done by evaluating and consciously examining one’s self in order to register progress. 

This topic was quite new for me last semester. However, I presume that a PDP is a rather typical strategy used by most people unknowingly. I say this because it reminds me of a New Year’s Resolution; where people set goals or resolve to cancel bad behaviour for the coming year. For instance, in January 2019, my short-term goal was to become the Library prefect. By April 2019, I had achieved my goal by meticulously following the steps involved. I believe a PDP is much like this as it also involves writing or drawing a realistic plan and following the steps involved to achieve that set goal. 

This topic is very significant and a necessary tool for life in general. I have benefited substantially from PDP; this is because I have taken time to write/plan my short, medium and long-term goals for my life which I am actively pursuing (See Appendix). 



CONCLUSION
Studying new things has always been exciting yet quite challenging for me. This takes me back to when I was learning how to ride a bicycle. It was one of the scariest yet crucial moments in my life. After I grasped the concept, it became my favourite pastime. That being said, I love learning new things and adding on to my knowledge base. 

At the end of these two semesters, I can say that I have benefited from a variety of new topics that were taught in this module and I have also added on to my knowledge on the topics I needed refreshing on. I have always seen myself as an English guru, however, these past months studying this module has caused me to reconsider. Most topics introduced last term such as report writing, paraphrasing and summarising were not so new to me and were easily understood. However, topics such as referencing and plagiarism were very new to me and I needed some further studies to understand fully. With all this being said, these topics will be used extensively in various aspects of my life; academics, jobs and even in personal affairs. 
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APPENDIX
PERSONAL DEVELOPMENT PLAN
NAME – AKIRA JACOBS-ABIOLA

Main objectives…

Goal 1 (short-term goal): CertHE (skills for the workplace)
Goal 2 (mid-term goal): LLB Law
Goal 3 (long-term goal): LLM Law
Current strengths that will help me achieve each goal…

Goal 1: Discipline, teamwork and determination 
Goal 2: Multi-tasking skills and critical thinking skills
Goal 3:  Discipline, public speaking skills and leadership skills
Key areas for development with my goals in mind…

1. Time management
2. Procrastination
3. Public speaking
Skills/knowledge/qualifications I need to gain…

Goal 1: Business and Entrepreneurial knowledge
Goal 2: Degree in law/ internship 
Goal 3: Law-related job

What I need to do… 

	Objectives
	Action 1
	Action 2
	Action 3

	Goal 1 CertHe
	Complete 1st semester
	Complete 2nd semester
	Complete 3rd semester

	Goal 2 LLB Law
	Get into London School of Economics
	Start 1st year
	Start 2nd year

	Goal 3 LLM Law
	Get into Oxford university
	start 1st year 
	start 2nd year


 
Date I’ll achieve each goal…

Goal 1: February 2021
Goal 2: September 2024
Goal 3: September 2028
Progression… 

	Objectives
	What I’ve achieved so far
	Roadblocks I’ve faced
	What I need to improve 

	Goal 1
	Completed 2 semesters at UWTSD
	Switch to virtual class
	Time management

	Goal 2
	None
	None
	None

	Goal 3
	None
	None
	None


Adapted from: https://www.google.co.uk/amp/s/www.reed.co.uk/career-advice/personal-development-plan-template/amp/ 
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