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                   I-INTRODUCTION



In this Report, I will be covering three topics that I have learnt during Academic and Employability Skills, lectured by JOANNA WALSH. These topics are Time Management- Public speaking And Presentation- Reflection.
However, before doing this course I was clueless, my Time Management was awful, speaking in Public or doing a Presentation was very stressful and hard for me and finally reflect on my past experiences never happened.
Actually, this course enabled me to explore different sides of myself by doing my SWOT Analysis, learn about strengths, weaknesses, opportunities and threats; then be able to have a decent public presentation without stress, losing my patience, and at last reflect on previous experiences.
I will develop in more detail all three topics in my main Body.









                    II-MAIN BODY

A) TIME MANAGEMENT

Time Management is one of the hardest skills to have because you have to manage your time accordingly and well to be able to achieve and reach success. This skill learnt in class will allow me to strengthen my weaknesses.
Time management is the most important in any organization, within a certain time or frame we have to be able to complete a quality workload.
Successful Time management consist of proven tips and technics to help anyone access and review your Time Management and utilise new practical solutions and checklists (Patrick Forsyth,2013).
To be effective, Managers must possess a strong Time Management skill in order to have the team working efficiently and effectively by using the most of every hour of working day (John Eric Adair, 2009).

Time Management allow me to do my SWOT (Strengths- weaknesses- opportunities- threats), and then plan ahead,
See table below:

	STRENGTHS
	Good computerised skills (word-excel-power point), Good communication skills, Reliable.

	WEAKNESSES
	Bad planning skill, bad Time Management, hate criticism.

	OPPORTUNITIES
	New career direction, new experience, moving forward.

	THREATS
	No experience working in new environment.





Before starting Academic and Employability skills, I was a bit worried about it and I was thinking about all sort of things, as I have experiences but from different studies then I decided to prepare myself and stay focus, ready emotionally.
In week one, we spoke about the programme, the structure and the assignment.
However, what really took my intention was Time Management because mine was not on point at all, we also talked about Punctuality at work or university and general housekeeping.
· Join online class on time.
· Join 1to 10 Mn before to be Present.
· Join 1to 40Mn later to be Late.
We spoke about the learning outcomes:
· Analysing Published Literatures.
· Reflect on Learning using Models.
· Research and Present Findings
All these methods brought a few questions marks:
· Do I use my Time wisely?
· Do I waste Time?
· What or who distract me from achieving my Goals?
· Do I make the best of my Spare Time?

But what I could say about my two or three weeks into this course is that I manage to organise myself better, I make sure I revise better, I am on Time for Class and I set my priorities right.









B) PUBLIC SPEAKING AND PRESENTATION

The best Public speaking and Presentation consist of having the ability, clear speaking, be fluent and persuasive (Joan Van Emden, 2016).
The public S peaking and Presentation Skills is really demanding, and you need to be well prepared before:

· Pre-talk.
· Handouts if necessary.
· Opening speech.
· Speech.
· Body Language.
· Conclusion.
· Questions.

To present well we need to:
1. Arrive on time.
2. Dress appropriately.
3. Turn off mobile phone.

During a Public Speech or Presentation, things can go wrong examples:

· Distraction.
· Waste of papers.
· Audience will read ahead.

We had to prepare a presentation as an assignment in this Module and the course has helped me achieve it by going through all tips and technics I have learnt, talk to a natural rate of speech, speak clearly so that the audience can hear me, repeat critical information, not to read the slide.



      C)REFLECTION

This chapter was the most prolific, important for me and my future career, and Reflect on previous experiences allowed me to forecast ahead and change a lot of bad habits, behaviour, failed technics.

We studied a few reflective cycles in class like GIBBS Reflective Cycle, KOLB’s Experimental learning Cycle.

a) KOLB’s experimental:

KOLB’s Experimental learning Cycle reflective model referred to as an Experimental Cycle which works based on an individual’s own experience and then reviewed, analysed, evaluated systematically in three stages. The KOLB’s Experimental Learning Cycle involves Four steps: Concrete Experience-Reflective Observation- Abstract Conceptualisation- Active Experimentation (Morris,2019).




                                                     Figure 4: KOLB’s Exp Cycle
                                                     Source: (Li and Armstrong,2015)



The main reflective Cycle that suit me and my aspirations is GIBBS Reflective Cycle which I will develop in this Report.
This particular Model is used to help people learn from a situation which they have experienced before on the daily basis.
We need to reflect in general on previous experiences from theories, principles, or rules to guide us properly, to be working in the right direction all times (Husobø et al 2015). 

GIBBS reflective Cycle has six steps: Description- Feeling- Evaluation- Analysis- Conclusion- Action Plan.

1) Description: describe what happened, don’t draw any conclusions, all we are trying to do is to set the scene and provide the context.
2) Feeling: Describe the feeling, don’t evaluate my feelings, simply state what they are.
3) Evaluation: evaluate the experience, determine what went well and did not go according to plan.
4) Analysis: what we think might have helped, explore options including Academic models or Tools.
5) Conclusion: it is time to draw some conclusions, what will be done differently next time.
6) Action Plan: Create a Plan based on the Conclusion and take action.

Action Plan is for me the most important in a sense that you plan ahead by forecasting or projecting ahead the conclusion.











III- CONCLUSION



In conclusion to my report about the three Topics that I have learnt in Class, I will send praises to JOANNA WALSH for sharing her knowledges and teaching us well, to have a great and positive outcome on our future. In my case I intend to be working for the NHS as an administration / logistics manager.

Therefore, I need to maximize my knowledge by applying every single module into my professional life, work on my SWOT analysis, Reflect from previous mistakes to better myself and skills.

It was an honour and pleasure to have participated in the module.
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