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This report is a summary about some of the topics that we have discussed in Academic and Employability Skills classes. This reflection contains 4 of the more relevant points (in my opinion) of the module. 
               
             
            









[bookmark: _Toc101533914]Time management

         Time Management is a helpful skill that can teach you how to use your time more efficiently. On this class one of the first concepts that Sylvia mentioned was Pareto’s rule. 
(Pareto, 1895) states that ‘’for many outcomes, roughly 80% of consequences come from 20% of causes (the vital few)”. Meaning that if I can focus on the most urgent and relevant tasks, the rest will be done by consequence.
         On the first class the lecturer mentioned ‘The Eisenhower Method’ which is a simple management matrix to understand and identify what is important and what is not, contrasted with what is urgent and what can wait. After this class we been told to read about Time Management and so I did.
         Reading articles about ‘Time Management’ have helped me with my schedule, making it more organized, giving me tips to deliver works on time avoiding distractions. For example, in his article ‘’Importance of Time Management’’ (Kashyap, S. 2022) talks about how you can be more productive in your workplace, how you can handle procrastination, how to discern what is more relevant, what things should be done immediate and what things are not that serious or important for you that can waste your time. 
         How did I start managing my time? First, I started organizing my schedule. Setting up what is immediate and what is not, being clearer and more realistic with my goals, has unzipped that pressure that kept me failing sometimes. Health is also important, having a routine of exercising helped me to release stress and gave me a routine. It is also of big importance to pay attention on how we ‘use’ or ‘waste’ our time. So, in my case I used to spend hours distracted by my gadgets which lead me to procrastinate the rest of tasks throughout the day.
         
         Another author (Richard Koch, 1996) argues that ‘’You should do less to achieve more’’. But ‘’less’’ doesn’t mean to do a poor job to get excellent results. By ‘’less’’ Koch means ‘focus only on the most relevant tasks and then you will get great results. In his book ‘living the 80/20 principle’ Koch mentions the importance of using time wisely and efficiently and how you can improve this. For example, he notes that if you state that a project or report will take you 10 days to finish, this will probably take 10 days, but if you can only focus on working 2 days using the most of your time focused on that job, you will overcome with it in 20% of the time. 
        Revising the article ‘THE 80/20 OF 80/20’ by the same author you can read about the essence reflected of his book and gives you a useful summary of the most important bits.
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          Reflecting thinking is a powerful skill which can help us to make an analysis of a situation that took place in the past. This skill is important to find solutions on issues that we could have experienced in our life or job. If we want to arrive to a conclusion or find a problem, reflection can give us a point of view of what could go wrong or right. This can be useful to improve something that was not done properly in our job or University or even of course at home. Reflecting is an important tool to make reports to your manager for example. If you need to write a report about a situation that have happened, you probably must to reflect on the situation, to find answers, solutions and come to conclusions.
          One of the reflective models I would like to point out is Driscoll’s. Even if his technique is not mentioned enough (Driscoll, 1994) is one of the easiest models of reflections to implement. What he rises on the method are 3 simple questions: What happened? How has it happened? And now what? You can see that there are 3 timelines here, past, present and future. I try to follow these 3 steps in order to reflect about a situation. “What happened” is the question you should ask to yourself when facing a situation (either is good or bad) to start evaluating it. The second question ‘how?’ is to understand why this situation is significant for you now and what was the reason. And the third one ‘’What now?” means what actions will you take in a future about this issue. Driscoll’s is a simple but effective method of reflection that I use in my job quite often as in my case I work with suppliers and deliveries all day and issues does not take too long to show up. So, with the simplicity of Driscoll’s method, it can take me just seconds to come up with a resolution sometimes, depending on the severity of the issue, but that is why this model is one of my favourites because is precise and concise and easy to understand. 
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            Public speech is another tool that you can find convenient in your career. In class our lecturer showed us videos about speech givers, and I have learned what could be the proper way to speak for an audience, how to use my body language effectively, for how long should I speak, and how to be prepared to give a successful speech.
            One of the assignments for this module was ‘’Public Speech’’ where I had to talk about what skills I have learned on this module and how can I apply them on my future career.
            For this assignment I prepared a Power Point Presentation to discuss the skills that I have improved, the ones I incorporated, how can I transfer these skills from one job or situation to other (The transferable skills), and what skills I still need to gain. This oral presentation was also a summary of the module where I gave examples of all the skills I have improved, and how confident I am with myself today because of Academic and Employability skills module.
            Nevertheless, speaking to an audience could be challenging for some people, so keeping my speech natural helped me to carry on with it. Also, the key for me was to be well prepared with my slides, do a proper research, study on it and practice, the combination of all of them helped me to feel more confident and comfortable when I was defending my slides. Having to improvise could be contra-productive so keeping that to a minimum was beneficial in my case.
             This videos, we saw on class about public speaking, were useful to analyse the diverse techniques that different experienced Public Speakers use, so we can take it as an example and apply some of them in our future oral presentation in class or to give a presentation in our job. 
             In the article ‘’10 tips for improving your public speaking skills’’ (Marjorie North, 2020) mentions some tips that can make our speech to look better and more professional. I would like to point out a couple: ‘Nervousness is normal’ - and is completely true. We can experience some anxiety and stress or even in some several cases, panic, when we step in front of our audience but using that adrenaline can play in our favour if we know how to handle it. Also, like I have mentioned above, being prepared enough or more than enough for our speech can be the difference between a good speech and a bad one. ‘Use humour or tell a funny story’ To release tension with something funny that had happened to you can help you to look more relaxed and hook up your audience attention. And last ‘using my voice and gestures effectively’ nonverbal communication tells more than people think, so omitting nervous gestures can deliver a good message to your audience. 
         Giving this oral speech was not easy for me, but as I followed the tips I saw in class and furthermore reading about techniques and recommendations I feel much more confident now to give speeches in the future. 
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          For Academic writing the lecturer gave us tools to understand the differences between informal and formal English, why we should use formal English in our essays, how to write a proper academic report and the structure that this kind of evaluations should have.
          Academic writing is a skill that people should be able to apply in a university context or, as this is a transferable skill too, you probably will find this accurate to write elevated or professional reports to your manager in your chosen career. 
         In our classes we have studied about the grammatical components of the Academic writing. The clauses, subjects, objects, verbs, the complement and the word order of those in a clause. We also have seen how to formulate a proper sentence, what are the components of it, the simple/complex sentences. The right understanding and implementation of all these rules can make the difference between a good quality academic report or a poor one.
        In the article ‘Types of academic writing’ from the University of Sidney is mentioned that there are four main types of Academic writing:
Descriptive, Analytical, Persuasive and Critical.
          Descriptive writing is the simplest one and most common and is good to provide facts or information, for example if you summarise an article.
            When we apply analytical writing instead, a re-organization of the facts will be necessary to a better understanding of our report.
            The third one is persuasive writing, which contains the components of the analytical writing but adds your own point of view, your own argument or interpretation about the work of others. 
            The critical writing, and the last one, is a more advanced type of writing and will require not just my own point of view but also other’s points of view, but this last one is not required for a level 4 as I understood because you have to possess strong writing skills, and this would not be the case yet. 
            To recapitulate ‘Academic Writing’ is the skill students need to write a descriptive and precise report, with a good organization and structure, that contains analytical and persuasive elements to make our work look professional and academic. 
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Academic and Employability Skills is a module that taught me the skills I need in a professional field, and to improve the ones I already have with me. Today compared with February 2022 I feel more confident about the aptitudes I have for the labour market and the University. My English has improved for better; I can write an academic report and communicate with much less insecurity. I am also able to build up a structured schedule with the organization skills I gain on the module. I have the knowledge to use my time in an efficient way to achieve my goals on time and shape. Today also, I feel prepared enough to give oral speeches, because I have learned how to prepare a proper presentation, what techniques to use to bring a harmonious oral presentation. I learnt that these 4 topics are ‘Transferable skills’, we can swipe and use them from one job to another or in different environments such as University or home. Academic and Employability skills gave me the necessary resources to feel comfortable in the University and at the workplace.
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