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Across my first semester, I have been pleased to learn about  ACE (Academic and Employability Skills) module. It has been a great opportunity to build up my insight and comprehension in every one of the different topics included in ACE and furthermore for specifics viewpoints identifying with my progressing proposal. It has empowered me to make associations and ideally extend my discussion later on.
 
The module as a whole has enabled me to look further into specific topics which are important to me and into those which I did not have the confidence to discuss in the classroom. Undertaking my study skill into a university and working with others on some of the tasks has made this study experience more interesting, furthermore it has helped me develop my communication skill as well as other skills such as listening and empathy. 
One of my most developed skills during this term was becoming more confident in asking more questions whenever I did not understand the commands.
The motivation and the encouragement provided inside the classroom, even if during these difficult times the location of my learning was behind a computer, was irreplaceable.
I have noticed that I have learnt a lot from a professional view as sharing ideas and thoughts about many different issues provided into the lectures– seeing different perspectives and encouraging me to develop my own reflection.
 
I decided to use this model of reflection, within a number of topics covered across this semester for a range of reasons. Firstly, I had to decide and discuss from these 10 topics covered (listed below) and reflect how useful they have been to me, but also taking into consideration my own knowledge of them and any learning that I have undertaken outside of the lessons.
 
1.     Time management/ Organising study
2.     Academic Writing
3.     Paraphrasing
4.     Summarising
5.     Referencing
6.     Reflection
7.     CV writing
8.     Cover Letter writing
9.     Public speaking and giving presentations
10.  Online learning experience
 
What I had to add was that for each topic chosen I have to explain my chosen model of reflection and apply it to each of them.
My decision of the topics was based on what I felt I had an interest in but also, I chose topics that I thought would challenge me. 
The topics I have chosen for this report are the topics that I have also decided to include in my oral presentation, these topics are:
 
1.     Time management / Organising study 
2.     Academic Writing
3.     CV writing
 
Personally, I think that these topics would challenge me due to the fact that I still need to improve in each skill related to the module, therefore I think these will aid my professional’s development.
 
Through these three months, these topics have been enjoyable to complete and learn from. It was a continuous process through the module with the majority of them being completed in a specific duration of time. 
I feel that by focusing on these aspects, it has reduced my stress by making me feel less anxious and able to feel more confident and as well as taking out the feeling of being nervous.
 
Furthermore, ACE, Academic and Employability Skills, as a module has enabled me to analyse published literature relating to specific topics or subject areas and to produce a fully referenced, appropriately structured academic report, but it has also helped me to reflect on my learning using a recognised model of reflection.
 
Reflection itself is a purposeful activity in which I need to analyse experiences or my own practice, skills and responses in order to develop my learning and take it as an improvement, this therefore ends up into a reflective writing as an evidence of reflective thinking.
Personally, I took it as an opportunity for me to gain further insights from my work through deeper reflections of my personal experiences, and further opinions of perspectives and theories from other peoples.
 
“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated.”  -(Gibbs, 1988)
 
Gibbs model, by using his 6 models helped me to identify my strengths, areas for development and actions that I can take to enhance my professional skills. 
In his cycle, from step 1 to 3 description, feelings and evaluation are included and from 4 to 6 is where analysis, conclusion and action plan take place.
 
“Time management is the process of organising and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder- so that you get more done in less time, even when time is tight, and pressures are high. Falling to manage your time damages tour effectiveness and causes stress.”
 
It refers to the efficient use of time in order to make the most of it. Is one of the most important skills of self-management as it involves controlling and budgeting the time.
Managing time has also helped me into identifying my goals, setting priorities and creating an actual plan; by determining which task should be done first and overcoming procrastination enabling me creating success in future.
Before focusing on this topic, my time-management schedule was messed up, I did not take control of time efficiently, I did not plan everything before actually doing the task for me required to do, but now, a quote that I have met during my studying of the module has made me focus more on organising my time. 
 
“Let our advance worrying become advance thinking and planning.” – (Winston Churchill)
 
It is common for me to worry about what will happen after or next while doing something, but by changing this worrying habit into planning and thinking thus, will reduce unnecessary worrying and cultivating habits of my forwards planning.
The module itself has helped me to organise my time by setting SMART goals, by creating To-Do lists / Checklists or by prioritising and reviewing my progress.
Checklists provided me simple and effective way to draw together and to keep track of everything I needed to do, managing my work hours with my study hours and my life as a mother and as a wife has been easier with the use of checklists as it has saved me time rethinking my basics such as tracking my daily and intentions (e.g., shopping list) and as well as establishing new habits and behaviours to interact with everyone else. 
 
Moreover, I personally think that the Academic Writing topic has been the most useful topic studied in this module for me, I never knew before starting this course how to write in an academic way.
I have learned that academic writing involves the use of academic essays. 

“An academic essay is a formal piece of written English that addresses a particular topic and produces, through reading research, a response which indicates to the marker that the student understands the question.”
 
In order to write an effective and good academic essay, I’ve learned thanks to this model that first of all I need a good understanding of the clause structure as well as a good understanding of the sentence structure and the paragraph structure.
I was used to formulate short sentences without focusing a lot on the use of the  four sentences type that I have learnt in these months, simple, compound, complex, and complex compound.
In this period of time I have learned that in order to write an academic essay I need to answer the question that have been asked by developing it in an argument about the topic I am looking to write, I have also learned that it the argument needs to express a point of view of the topic and it will always be supported by evidence, and the evidence that will be used to support the essays will need to be from a piece of reading around the topic chosen.
 
This has been a really useful and effective way to start thinking and putting down a proper academic essay which I’ve never been used to do before, by continuing practicing on writing it, as I have been asked as tasks during this module lessons or from my college one, I will be able to plan, write and submit a well structure and coherent essay on the topic asked.
 
Some examples of the essays I have been asked are:
Students should (or should not) be required to take physical education courses
Effective Communication in Health and Social Care
Negative effects of Social Media on mental well-being
 
One of the last topics that I have enjoyed and helped me improve my personal skills is the focusing we have put into doing “CV writing”.
 
“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.”
(Morgan, 1997: 339)
 
I’ve been learning along this module that a personal CV needs to be clear and concise to the reader without the use of misplaced and complicated words which will not bring at the end a logical sense to the job / interview you are trying to present to. 
The type of CV writing that is required here in England is different from the one I was used in Italy; the requirements are the same but the way they are presented present some differences, for example the section of the ‘ education and qualifications ’ or the way information is written.
 
I have learned that the ideal CV structure is the one which will start with all the “need to know’ personal details, like name and contact information which needs to be put at the top, in bold and easy to read for others, the details, like phone number and email address, will always need to be kept up to date in order that the communication between me applying and the people hiring will flow easily.
A personal statement, known as work history or work overview, needs to run in a chronological order, by starting from the recent job rode and ending up with the first job. This is new to me as well, as I have been used to list my previous job in the work experience section, but now by following this way, I have learned that it will be more accurate and appealing to the reader. 
Another point learned in this module is the preferred writing style and the format of the CV before submitting it.
I have learned that personal statements and cover letters should be written in the present tense, however the work history should be written using the past tense, and in order to make the CV personal and direct the first-person (me, I) will be required.
These key elements have improved significantly my actual CV and have made it outstanding in a variety of job roles I have applied to.
 
As a module overall, Academic and Employability Skills not only have developed my personal skills but also have changed something inside myself in a better perspective.
Despite the great effort it has required, it has attracted desired attention from beyond the professional development of my life.
Mainly Time Management / Organising Study, Academic Writing and CV Writing were the one that have opened in front of me many chances to take into consideration for my future life career. 


I would like to conclude this report with this quote: 
“Self-discipline begins with the mastery of your thoughts. If you don’t control what you think, you can’t control what you do. Simply, self-discipline enables you to think first and act afterward.” -(Napoleon Hill)

I personally think that this quote gives a lot of motivation, because self-discipline, which is the ability to control our feelings, enables me to think first and act afterwards, which is the correct way to get efficient results in life.





























References:
https://www.sheffield.ac.uk/polopoly_fs/1.573542!/file/ReflectivePracticeFactSheet.pdf
https://www.mindtools.com/pages/article/newHTE_00.htm
https://www.nhs.uk/mental-health/self-help/tips-and-support/time-management-tips/ 
https://ebookcentral.proquest.com/lib/trinity/reader.action?docID=6234945 
www.learningsupport.utas.edu.au/Resources/e_w_glossary.htm
https://www.scribbr.com/category/academic-essay/
https://www.youtube.com/watch?v=_fP43gcBywU
https://www.youtube.com/watch?v=MbD4xn3mNaA 
https://career-advice.jobs.ac.uk/academic/how-to-write-a-good-cv/ 
https://civilservicelocal.blog.gov.uk/2020/10/13/how-time-management-techniques-and-a-sense-of-awe-can-increase-our-well-being/ 
https://www.jacr.org/article/S1546-1440(08)00581-4/fulltext 
https://nationalcareers.service.gov.uk/careers-advice/cv-sections 





1

image1.png




image2.png




