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Introduction -
The purpose of this report is to fulfill the requirements and guidelines for the second assignment of the Academic Skills module. To do this the report is broken down into four sections which are presentation and reflection, self-evaluation and progression, action plan, use of tools to enhance productivity. These sections also include visual representations shown in the appendix and commonly refer to and discuss them as to follow the requirements of the assignment.

Presentation and Reflection -
[bookmark: _Int_QVziTj8s][bookmark: _Int_bEll052C]In the student’s presentation it shows, the student’s hobbies, interests and aspirations. Some of these include that the student finds themselves to be good at teamwork, working under pressure and problem solving. From this presentation, feedback was given from peers and given to the student. Screenshots are given of 4 of the slides within this presentation as shown in Figure 1-4 within the appendix. Some examples of the feedback given were that the slides and the background were too busy, which the student disagrees with, as the student believes as it seems to be a good balance between busy and lack of content. Another point in the feedback was that there was too much reliance on reading from the presentation from the student, which is a valid point and one that the student will improve upon. However, there were many good points given about what was good with the presentation, such as it was very interesting and had all the necessary information on it also the presenter was funny and engaging. Another point that was frequently given was that the presentation included ambitious goals and the presenter was ambitious which is a surprise as the student thought the goals were realistic and achievable and if anything not ambitious enough. All these good points were expected, however some points such as the presenter being funny were not. The student learned many things when creating this PowerPoint and when given feedback such as how much the student had improved in communication and presenting skills from previous experiences in doing so. However, something that could have been improved with the presentation was including more slides and spread out the information over multiple slides use more pictures so that is more appealing and more readable to some individuals who may prefer less information on each slide.

Self-Evaluation and Progression-
For this evaluation the student first asked themselves what they think they are good at and to describe their personality as, this resulted in gaining a list to compare to the personality tests conducted. These personality tests are shown in figures 5 – 7. The list the student created was that the student felt they were hard working, good under pressure, quick learner, ambitious, strong-willed and strived to be the best. Some bad things the student felt about themselves was that they aren’t talkative enough and cannot usually forget about minor mistakes, which the student also added that they are actively improving on both of these. Figure 5 shows that the student is above all else emotionally stable, which is accurate, as one of the main things the student is good at is working under pressure in most scenarios. However, the intellect was expected to be at a higher score. This personality doesn’t seem to be as reliable due to the vagueness and unclear and definable results given. In Figure 6, the chart shows that the student is realistic above all else, the student believes this to be an accurate trait they show and feel it is a strong one and is more important above all else to be where they want to be in the future. Also in this chart it shows the student lacking artistic traits, the student finds this accurate as they do not value art or things in relation to that and they don’t really like coming up with new ideas which is also something they should work to improve upon. In figure 7, it shows the student is more of an introvert but at only a minor level, the student finds this to be an accurate depiction of themselves. Another test was also taken with a similar format to figure 7 but it stated the student was INTJ rather than the result from figure 7 which was ISTJ. [1] The student finds the result of INTJ more accurate due to INTJ being a more independently focused mindset rather than ISTJ which has a more selfless approach. The student finds both apply to them but INTJ is more accurate. It is much harder to compare these results to the student due to the student having a lack of knowledge about themselves and one of the traits of the student is finding it hard to talk about themselves and emotions. They also prefer to do work independently and as efficiently as possible and often get irritated by others both of which are somewhat reflected in the INTJ result in the last test.

The student also conducted a learning style test to find out what learning style best fits them. This is shown in Figure 14. It shows that all results have high scores apart from reflector with Theorist being the highest. This seems to be accurate due to everything the student has stated about their personality such as being focused on more academically challenging things, hard work and striving for success in life, also requiring a challenge to be interested in day to day life. but many other scores have a few points difference which was actually expected due to the student feeling that they are adaptable and can learn in many different manners and feels it is mostly about hard work, dedication and concentration rather than a method to learn a specific way.

To improve the areas that the student was weak in such as lack of communication and worrying about small mistakes a plan was created in which these issues would be improved mostly with time, experience and more interaction with scenarios that would encounter these issues the most. The plan shows clearly how the student should improve and exactly when and how long it would take this is useful to be efficient in improving and prevents procrastination in most cases. The plan shows that the student must improve and work until June 2026 which will greatly help to get used to talking to people and helping strangers due to the work being a food delivery rider which is a more social choice compared to many others as you would be more likely to talk to strangers similarly to a retail worker but if any obstacles occur you would need to communicate to work through the issue such as someone cancelling an order, this would be one of the top choices to strengthen communication skills which is a necessary and crucial skill to have both in personal life and in the workplace. This also improves the second issue due to it being such a shared issue with the first as more experience would help you feel more confident and in which would minimize the worrying about minor issues such as embarrassing moments. These are measurable due to the student not having to worry about these things and it would be known when that stops happening or lessened. But if not measurable, a definite measurement to do so is to do a public speech afterwards which would clearly be an achievement if able to due to it covering both the issues and in front of a vast amount of people which would be a possible over achievement and could be considered too ambitious.

Action Plan –
An action plan and Gantt chart was created for the personal goal of moving to Japan this can be shown. This goal was broken down into 9 clear parts being: saving money, learning Japanese, plan and budget, trip to Japan, find a job in Japan, obtain visa, finding accommodation, booking flights and finally moving there. This shows that planning and budgeting would take the longest due to it being an ongoing process that may face obstacles along the way and over time. Many of these goals have a wide range of completion due to it being such a long term goal and many things could change on short notice such as availability and price of flights also finding a job isn’t guaranteed so a long duration to achieve that would be needed to guarantee a job and one which it would be possible to obtain a visa from. The Gantt chart may not be as effective in this scenario due to it being a long-term and more flexible goal and something short term may be more visible on a Gantt chart as this Gantt chart doesn’t look like a typical one due to extreme values and some long dates and short dates in comparison which also may make it harder to visualize making longer dates seem longer and shorter dates seem shorter. 
An action plan was created to ensure the student would complete the assignments in a timely manner and one that isn’t rushed as shown in Figure 8. The goal is broken down into 7 actions them being: planning, creating the structure of the report, writing each of the 4 sections and then adding the finishing touches and submitting it if pleased. In this it shows that the assignment should be completed by January 19th and it is planned to be completed by December 20th so it should be completed in a timely manner and with room for error if something unexpected becomes an obstacle. Planning would be completed promptly within 2 days to ensure a detailed but efficient plan. Then the structure of the report would then be created within one day due to it being a relatively simple task that could be completed with ease. Then the main body would be created including the introduction and each section which should take 8 days as this seems to be a realistic goal but also could be a bit too long for this scenario but it provides a strong plan. After this the final adjustments would be made such as adding the images and references and making sure everything is factually accurate and includes all the necessary details, also making sure all the information is concise and to the point.  [2]

Use of Tools to Enhance Productivity -
An e-portfolio was created and the structure for the files stored is shown in Figure 10, in this, the sections include Professional Development, Personal Development, Academic Development and Self-Evaluation. Also, a calendar was created to aid in keeping track of assignments and deadlines and incomings and outgoings for student finance and accommodation costs shown in figures 15 and 16, this helps to be reminded daily via notifications on phone so that it is harder to procrastinate and so you can keep on schedule and complete the assignment before the deadline. In figure 11, is an example of storing finances in a table and graph format and in figure 12 it is in pie chart format. In this, skills such as using the sum format were used and using the select data option to manually select the data to be put onto the graph was used as required to make the Gantt chart also in excel. The tools are all greatly beneficial to visually show data and makes it easier to compare multiple sets of data to see if the result is as expected or adjustments needs to be made as shown in a finance calculation if you spend too much it can be made easier to see in a graph and will allow you to adjust. Gantt charts are also very beneficial in productivity as you can stick to a plan visually and if you don’t it is easier to see the realistic date of finishing and easier to stick closer to a deadline and plan due to having dates to finish specific topics. In figure 13, it shows another example of using a table, pie chart and bar chart to plot the number of people walking in a specific area it also shows the difference between a bar chart and pie chart in representing data as it is viewed from a different perspective and can make the data look more clear.
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