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Introduction
This is a reflective writing report that will reflect part of my learning experience in the Module Academic and Employability Skills, this report will show some of the topics covered and how this will or has already started to shape my academic life performance it will also show some expert advice that I have taking into consideration, at the end of this report there will be an overall conclusion.
Reflective writing 
As this report is a reflecting report, therefore a deeper reflection on my experiences lived in this module will be presented, to support this report, I will be using Gibb’s ‘Reflective Cycle’ model of reflection as I find it the most suitable, it is very clear and concise, this is useful to me as Gibbs presents a comprehensive module easy to understand and use.

Organising Study Note Taking 
On this lecture we learn usual methods of note taking, but before that we reviewed situations on when we would normally take notes, how we take notes and the importance on taking notes, we had groups discussions were we discussed each individual ways of taking notes, we answer the key questions, when? Why? & How? we saw for example Linear Note Taking and Diagram Note Taking. Diagram Note Taking was shown to us as trees/spider webs. Linear Note taking was simpler, headings and bullet points all it takes with e few twitches. We also learned which method applies better to each learner also the advantages and disadvantages of each style, the lecturer showed us key strategies like reviewing material before a lecture, whiles in a lecture to listen closely when tones of voices go up as well as nonverbal clues, we also learned how to use symbols and abbreviations when taking notes. 
My initial felling was of familiarity with part of the lecture as I have learned part of this in the past, I also felt reassured and confident about my previous experience as whiles in lecture it seemed so familiar. 
Overall, it was a positive experience as it reinforced my current skills the way this lecture was taught, I found outstanding and relevant. giving good examples and doing e few activities. 
Note taking is an essential skill to have as mentioned by (Cottrell, 2019) ‘Helps exam Revision, Helps completing assignments and helps memorise information’ I believe we all need this in our lives but more importantly in our careers and academic lives because this will make our lives easier when revising for exams or reports/essays, most of my fellow classmates had similar view when discussing about styles of note taking. 
After receiving this lecture and further research I had concluded that via taking quality notes additionally adding strategies that suits better everyone it will help understand the topic/matter discussed, because it will be easy to review information on a later date. 
This lecture has been very handy for my career development, as it has helped solidify my current note-taking skills, by now there is no doubt that without notes there will not be an upward learning curve in my studies and everyday life, by reflecting on the whole experience in class as well outside it (reading material). 
In the future I will be perfecting my note taking skills by taking quality notes also by following some key strategies learned in this module, I will also be adding symbols as well as abbreviations, this will help step up my whole learning experience, in class and outside class as I will be able to do further research on my own time.

Time Management
In this lecture we learned about time management and how it affects our overall productivity, we had an activity right at start of this lecture to review how we managed our time up to that stage, following that the lecturer started to describe how an efficient time management helps improve performance, there were e few points discussed, some of them were effective time management, daily/weekly to-do lists, how to set SMART goals, we also had an interested discussion about activities that are a lost cause in our life. 
Specific - unsure you know the activities                                                                              Measurable - this must be tested                                                                                        Achievable - there should be short sections                                                                         Realistic - this should be sensible practical and expected                                                    Time-bound – this should be withing an specific period of time
In this lecture I had mixed feeling as soon we started to do the class activities, I felt that there are ways to use my time a lot more efficiently because until that moment I did not have a weekly/daily plan for my activities, I also felt in a way I was being told off (in a positive way) as this should have been fixed some time before. 
It was one of the lectures I enjoyed the most, as it was so beneficial for my future academic life as well as my career and personal life, I had a positive experience as all the points covered were well explained, there were clear examples that showed the effective control of time spent.
Wilson advises that ‘getting up early’ ‘planning to work on a number of evenings’ ‘Finding time to study in between other activities’ (Wilson, 04/01/2013) are ways of using time to your advantage, this does depend on each individual activities as some people might have early shifts or late shifts at work. 
As an overview a functional time management plan leads to effective and productive tasks, this can only happen if an adequate process is conducted by taking in consideration a good, structured plan has been put in place using tools like weekly/daily do to lists as this will help visualise what lies ahead. 
Personally, time management is an essential skill that I have not considered in the past after being part of this lecture I have learn different skills for example, setting SMART goals, planning to do lists daily as well as weekly, this will help me manage my time efficiently as this will increase my overall performance in my academic life as well as my career and personal life. 
My action plan started e few days after receiving this lecture as I implemented what I learned in my career and academic life, I planned ahead in order to carry out this reflective report using tools learned in this lecture I created a to-do list in order to help me with the research and allocated time to write it down, I will continue to use this tools and do some further reading as there is always room for improvement. 


Paraphrasing 
This lecture we learned what paraphrasing is. We also learned techniques that are beneficial when paraphrasing like the effective use of synonyms, changing words and structure of a text however maintaining the meaning, there was a highlight point that when using this skill, we must provide in text citations and reference on the last page of the report, we also learn that it is important that as well as maintaining the meaning we must ensure that the text makes sense and it is spelled correctly.

When receiving this lecture, I felt familiar with the context although I have not used it in the past, I was quite easy for me to break down the information that was provided, when it came to class activities it made more sense as practicing this skill felt so easy to perform, because I find it comfortable changing texts around whiles maintaining the original meaning. 

It was a joyful experience as this lecture was easy to absorb, the lecturer made it easy as well as she gave us clear examples and helped us to understand how to use this when writing reports, the negative aspect about this is that as English is not my first language using synonyms is challenging however the use constant use of dictionary will help me learn more words. 

Baily, mentions that ‘Paraphrasing attempts to restate the relevant information’ (Bailey, 2015), as stated previously paraphrasing is a key skill to have in our academic lives, by mastering this skill will help me when writing essays and showing other writers work in my own words, by using correctly spelled phrases and grammatically correct, lecturers will be able to process reports/essays effectively. 

This skill will help any student in academic live as this is a key skill that as it is used it will be easier in time to develop, lectures will be able to understand work quiet well if correct process is followed for example using in text citations and references.







Public Speaking and giving Presentations
On this lecture we received key information on how to deliver an effective presentation, some of the points that the lecturer mentioned were: Pre talk preparation, in this point she explained the importance of arriving on time and ready for the presentation we learn on the importance of having a backup of our power point presentation for example having it in a USB drive also having it in our e-mail address. An adequate Dress etiquette should be followed, something that can be easily overseen is not turning phones off.  Another point that was taught, was handouts and the pros & cons of having this in a presentation. The next point of the lecture was the Speaking part of the presentation, the lecturer showed us how to project the voice also how to talk at a natural rate of speech, one important part that was reiterated e few times was the importance of not reading the slides. The lecturer also explained the importance of body language and behavior for example making eye contact with the audience and to involve them with the topic that is being presented. The last point taught was the conclusion, we learned that it should summarize key concepts and important ideas of the presentation, she also mentioned that questions in the final part of the presentation should be added.

As soon as I saw the title of this lecture, I felt familiarised as I have had to present reports and give training talks at work therefore it felt so easy to understand most of the points discussed, I also felt relief as I have been following most of these tips at work. 

This lecture was educational, as I learned new presentation skills and new ways of doing future presentations, part of the best I got from this lecture is the preparation, having a backup plan for last minute complications never seem essential before as I have never thought about this in the past, the part that I believe was not necessarily negative but not essential on a presentations is Handouts as I believe this takes the attention from the audience on what the presentation is about there for the experience itself is missed. 

“Most Business presentations do not achieve their intended purpose. Worse still, they frequently achieve nothing of any value” (Bradbury, 2006), as stated on previous phrase by Bradbury most business presentations lack of essential features when carrying out presentations therefore it is essential to think outside the box in order to engage with the audience because they will easily lose interest in the presentation and the best way to do this is by having a positive body language and being aware own vocal style, last but not least adequate charm or charisma should be taken in consideration

As a general conclusion an individual will be able to deliver an outstanding presentation if correct procedures are followed and adequate practice has been carried out, points to be consider are preparation, personal presentation as well as vocal style. 

Personally, I find it quite easy to engage with the public as I feel comfortable speaking in front of an audience therefore, I will keep on doing what I do considering good pointers that have been shared in the lecture as well as the material I have read regarding this lecture, this will help me perform well when presenting in front of an audience. 

My plan will be to prepare as much as possible before any presentation practice with the same effort because this will lead to a smooth and confident presentation, having multiple backups will unsure presentation happens on schedule because by having multiple options this ensures this will happened, having a structured power point presentation with as little text as possible using bullet points and adding graphics will help maintain audience engaged. 



Conclusion 
After carrying our this reflective report I have come to the conclusion that in order to succeed in academic life key academic Skills like, organizing Studies (Note taking), Time management, Paraphrasing and Public Speaking & Giving Presentations will need to be developed in order to perform well, as shown by studies for example, this skills will also serve well in our careers and every day live, adequate practice should take place for this skills take our work to a higher level.  
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