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1. INTRODUCTION

This report aims to reflectively analyse my experience and to summarise the learning outcome from the module “Academical and Employability Skills”. The topics on which I will reflect are academic writing skills, communication, time management skills and PowerPoint presentation. The reflecting period is from October 2019 to April 2020, covering terms one and two of my first year in the University. In the report, a brief description of reflective cycles as Kolb (1984), Honey and Mumford (1986), and Gibbs (1988) are presented. The Gibbs’ cycle (1988) as framework is used for the report. Acknowledging my feeling, the situation is described, the evaluation is made, analysis on the situation are performed, conclusions are made, and an action plan is presented. 

2. MODELS OF REFLECTIONS

In 1970 Terry Borton created a simple and straightforward reflective framework of only three questions: ‘What?’, ‘So What?’ and ‘Now What?’(Borton, 2020). John Driscoll (Physiopedia, 2016) further developed Borton’s framework as matching those three questions adding additional questions that can be used in completing the reflection cycle (Dandrea, 2009).

In 1984 Kolb developed the Experiential learning model. According to his model, the reflection on experience leads the person to form a concept about it. He resumes from one experience to another and moves to the next step of planning actively what needs to change next time. Kolb (1984) identified different types of preferred learning styles Activist, Reflector, Theorist, Pragmatist (Williams, Woolliams and Spiro, 2012). 

Honey and Mumford (1986) adapted the ideas and models of Kolb and developed a theory where the preferred learning styles are linked to the phases of that learning cycle (Williams, Woolliams and Spiro, 2012).

In 1988 Gibbs developed his reflective cycle adapting the Kolb cycle, acknowledging the feeling and emotion in learning (Williams, Woolliams and Spiro, 2012).  Gibbs’s cycle (1988) presents a structured analysis of the situation using prompt questions at each stage (Dandrea, 2012). He emphasised the importance of the ability to summarise, to transfer the knowledge and to gain insights from situations. (Williams, Woolliams and Spiro, 2012).

The steps of Gibbs’ (1988) cycle are Description, Feelings, Evaluation, Analysis, Conclusion and Action plan (Williams, Woolliams and Spiro, 2012). Gibbs (1988) framework is most frequently used in the Health and Social Care sector (Williams, Woolliams and Spiro, 2012). Gibbs cycle is the framework I will be using to reflectively analyse my learning experience of the module. 

[image: Diagram of Gibbs' Model of Reflection.]
Figure 1. Gibbs’ reflective cycle (Source: Gibbs, 1988)

Gibbs (1988 quoted in Williams, Woolliams and Spiro, 2012, p90) says: “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 feeling and thoughts emerging from this reflection that generalisations or concepts can be generated.”

3. ACADEMIC WRITING 
For several years I was managing my own business when I realised that if I want a better feature for myself and for my family, I need to get back into education and obtain a degree from University in the UK. I lastly enrolled in formal education a long time ago. However, I was very much enthusiastic about going back to study. October 2019 when my courses started in University of Wales Trinity Saint Davis (UWTSD), I felt excited. Everything I was hearing was new to me. Because, the English language is my second language, I always had concerns about me able to write and communicate well in English. Moreover, in University the level of writing is academic. At the beginning of my education in UWTSD, I had no idea of what a structured report means. I did not know about the structure of the report, how to write an academic, reflective report, and finally how to write a paragraph. 
According to the VARK questionnaire’ results, my learning preferences are Aural. I like listening, discussing, talking, questioning. According to ‘Honey and Mumford Learning Style Questionnaire’ (Williams, Woolliams and Spiro, 2012), I have a very strong preference for Activist style of learning, strong for Pragmatist, low preference for Theorist and very low for Reflector. With those learning preferences it was difficult to concentrate on reading and understanding the module’s materials.
Writing the assignment reports in term one was challenging for me. I was under a lot of pressure. I took the advice from our lecturer. I asked my friend, an English teacher to check my reports. I was embarrassed, as I had many grammar mistakes. However, I learn from that experience and next term I was able to write much better in the English language. I know now more about the structure of the paragraph: the topic sentence, supporting sentences and concluding sentence. I feel more confident now, but I appreciate I still, need to improve my academic writing skills. I will concentrate more on reading the materials from the module’s topics and reflect on them during the preparation of my assignments. 
I also started reading more materials and books to improve my academic writing skills. I found the series ‘Pocket Study skills’ very useful to me – ‘Reflective writing’, ‘Reading and Making Notes’, ‘Writing for University’, ‘Referencing and Understanding Plagiarism’ and ‘Brilliant writing tips for students. I learn and practised how to write a reflection report during the second term. That was an excellent opportunity to develop my theorist and reflector styles of learning.

4. COMMUNICATIONS
Communication is a very important topic, and I was happy to learn about it. Having a good communication skill is essential and is the key to success. I did not know much about the theory of communication and types of communications (Maund, Schrek and Tinkler, 2015). It was very useful information about verbal and nonverbal communication and components of effective communications. Although I have good verbal communications, it was very helpful to me to learn the about component of communication, para-linguistic cues speed of speech, volume of speech, pitch and intonation change (Morgan, 2017). 
Active listening is a very important communication skill. I realised that I still need to improve my active listening skills. Now I am improving them using the HURIER model – hearing, understanding, remembering, interpreting, evaluating and responding (Brownell, 1994, 1996) in (Maund, Schrek and Tinkler, 2015). In my conversations with others, I try to focus and to understand exactly what the others are trying to say. In addition to that I need to work on conflict resolution and negotiation to be an excellent communicator. I need to keep practising on writing and upgrading my nonverbal communications. I have to keep attention to the details. After writing, I need to read the message/text loud to myself, correct it in case of need and then send it to the recipient. I need to do more reflection work on each topic and subject I study. I will keep asking the lecturers for feedback on my work, as I found out their comments helps me to identify my weaknesses or wrongdoing. 

TIME MANAGEMENT 
From that topic, I learn about the importance of time management for studying and for the workplace. I understood what good time management is. I learn about prioritisation and what means to be focused. I understood how to prioritise activities as important and less important. We study the ‘To-do list’ and Eisenhower priority matrix. A similar approach is used by Stephen Covey in 1989 in creating the Time Management Matrix (Morgan, 2017). I learn about RAC method (Recording-Analysing-Changing) and how to use it. 
When at first, I heard the lecturer telling us about time management and the fact that most people do not have good time management skills, I was shocked. I was thinking and evaluating myself as good in managing my time. I always manage to finish my job on time and meet the deadline. However, I was not aware of the various techniques that are required to prioritise and for setting goals. I was happy to know about the most important rule – to set the priority. I learned about Pareto’ principle 80-20, one of the most useful models of theory used in management. In that topic there was information about the additional time management techniques as planning, setting goals, motivations, procrastination, multitasking and waiting time usefully (Morgan, 2017). 
It was a very useful topic, and I am very pleased that we learn in detail about time management. The knowledge I get from that topic will help me to plan my time more efficiently than I can study and work with no stress. For time management, I still need to learn how to prioritize and schedule my time more effectively. I have to make my routine using the priority rule: top 20% of all activities account for 80% of the results. 
[image: ]
Figure 2 Time management Matrix (Covey, 1989)

The Covey Matrix (Fig 2) is very useful to plan and organised my study. I started writing a diary. Now I am using the three principles: how much time will take for the project/activity; ensure there is flexibility in the schedule; and to be sure I use my plan and stick to it (Morgan, 2017). 

5. POWERPOINT PRESENTATION
In Terms one and two we learn how to do a PowerPoint Presentation. Although in my previous job I had experience with doing PowerPoint presentation, I was very happy to know more about that topic. That topic learned in term one and term two, taught me about presentation of the presentation and its structure. We learn how to speak in front of the audience, about the body language we use, and how to behave, how and when to use questions and the important rules about the length of the presentation (Morgan, 2017). 
There was information on how to make the slides more presentable. I was glad to know the simple rules for texts on a slide. We used that while making our presentation in Term 1. At that time, we had arguments over the rules. I was not doing it right and my colleagues were correcting me. I felt upset and frustrated. However, I listen to them and corrected my part. The presentation went well, and I got a very high mark. 
However, I did a mistake at the performing. I did not concentrate on the details of the task. Each of us was given a topic and time of 5 minutes to talk on the subject. I had to take two topics. I assumed that if I was presenting two topics, I had to talk for double time. I talked to the lecturer after the presentation and it was clear to me that I was wrong. I learn from that mistake and now I am reading more carefully the tasks. For me is helpful to discuss with the lecturer and ask for feedback. In addition to that, in group presentation next time, I will ask my colleagues to clearly set the rules and discuss more openly the task.

6. CONCLUSIONS
‘Academical and Employability Skills’ was a very useful module for me. I understood more and in details about the structure and how to write an academical report. Now I have more knowledge on how efficiently to manage my time, how to make good presentations, and how to communicate better. Analysing my feeling and actions I realised that I need to pay more attention on reading and writing during the term time, not only actively listening in class. 
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Your preferred learning styles
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STEPHEN COVEY'S TIME MANAGEMENT MATRIX
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