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Introduction

This report serves as a total reflection and demonstration of the academic skills acquired and applied throughout the duration of the module [2]. It points out the development of essential skills required for higher education and professional practice, ranging from effective communication and presentation techniques to strategic planning, time management, and the use of digital tools for data analysis.
The document is structured into four main sections:
Section 1 evaluates the experience of creating and delivering a personal presentation, identifying key learning outcomes and areas for future development. 

Section 2 presents the findings from self-evaluation exercises, highlighting personal learning preferences, strengths, and weaknesses, alongside structured action plans designed to address identified challenges using the SMART framework. 

Section 3 demonstrates project management skills through the creation of action plans and Gantt charts for both personal development and academic assignments. 

Finally, Section 4 showcases the practical application of software tools, including spreadsheets for financial management and data visualisation techniques to represent information clearly and professionally.
Throughout this report, evidence is provided to illustrate competence in these areas, with the aim of demonstrating readiness for further study and future professional environments.


1. Presentation skills & reflection
1.1 [bookmark: _Toc227756023]Presentation Evidence
[image: ]Figure 1: Introduction Slide
Figure 1 shows a mood board-style visual slide, utilising images that portray the interests of the author
Figures 2-4: Content Slides
Figure 2 is a slide used to present what the author likes textually. [image: ]


Figure 3 is a Trivia slide that contains several facts about the creator of which they could tell their peers about. 
[image: ]
Figure 4 is a visual slide showing several Pokémon, of which the author regarded as their favourite. It was intended to serve as a visual showing of their interests in Pokémon as they verbally spoke about each one. Including their disapproval of the Pokémon who is referred in the slide as a “blue bum”. An attempt at humour that fits the casual purpose of these slides.
[image: ]

1.2. [bookmark: _Toc227756024]Key learnings from presentation
- The importance of clear slide design
Having a set intention for a slide's design is a foundational step before making the entire presentation. In doing so, the creator is aware of what needs to be done to convey whatever they are trying to get across, procure the right digital resources, and produce the right text. 

- Limiting text & use of visuals
Presentations are a common method of presenting information to one’s peers in a short, digestible manner. So naturally, It is pivotal to try to limit the use of long ‘walls’ of text in presentations as much as possible. Prime examples of this include: 
- Using short, concise, bullet-pointed sentences
- Using relevant images within each slide or dedicating entire slides to an image, providing or elaborating on necessary context.

- Clear and Confident Speech
A presentation becomes much easier to digest and mentally take in if the one presenting it conveys its information with confidence and clarity. The clearer and more confident a presenter is. The more likely their audience is to wholeheartedly take in the information being presented. 

- Audience Awareness
The content within a slide needs to be presented in a way that its target audience can understand. Knowing what level of understanding your audience has about the theme/topic of the slide results in an effective presentation. 

[bookmark: _Toc227756025]1.3 areas for improvement
Having looked back on the presentation and feedback from peers. Several areas of the author's presentation skills could be improved.

- Adhering to time constraints
The author went over the presentation's time constraints. In the future, they should be more aware of how long they must perform their presentation, and do their best to create their slides and script to fit the time given. 

- Lack of key information
The author left out key information that would’ve been ideal to have within their slide. In the future, they should be more aware of what information is necessary within a presentation and perhaps work on it first before moving on to additional content. 

- Slurred or Incomprehensible speech
In certain parts of the presentation. The presenter slurred their speech and or talked to fast for their peers to comprehend. In the future, they should take extra care to be more conscious of the words they speak, the rate at which they come out of their mouth, and the clarity of their voice as they’re spoken. 

- Lack Of Confidence in speech
The author's confidence in several parts of the presentation was lacking. Listeners could not properly hear what was being said or fully engaged with what was being said. The author should learn from this and further improve their confidence when presenting. 

2. Self-evaluation and Progression
[bookmark: _Toc227756026]2.1. Self-Evaluation Results
Using multiple questionnaires. A self-evaluation of the author was performed. Highlighting their personal strengths and weaknesses, as well as their overall learning style

Strengths
- Good organizational skills
The author has good organizational skills. They’re able to efficiently manage time and tasks, efficiently manage resources to achieve their goals, and meet deadlines and reduce their personal stress
- Strong written communication
The author can produce clear and concise wording, as well as accurately produce well-structured sentences precisely tailored to their target audiences. 

- Ability to meet deadlines
The author is capable of seeing and adhering to a set of deadlines. Working in a timely and efficient manner to produce the necessary work either before or exactly on a due date. 


Weaknesses
-  Public Speaking anxiety
The writer shows heightened anxiety levels and lack of confidence in their ability to speak towards others in public settings. Often having moments in their presentation where their speech volumes became too low to hear and speed of talking incomprehensible.
- Time management for long term projects
The author's quality of time management tends to decrease when given long-term projects. Having a habit of shirking work until deadlines were near & complicating the efficiency & consistency of their workflow throughout the project's duration.

Learning style
as seen in their results in the vark-learn.com questionnaire. The writer has a multimodal way of learning [1]. Meaning they retain what’s being taught the fastest from learning strategies that fall under 2 to 4 of the VARK learning strategies (Visual, Aural, Read/Write, Kinesthetic). This includes:

· Graphs
· Diagrams
· Maps
· Space
· Listening
· Discussion
· Talking
· Questioning
· Notes
· Handouts
· Practical exercises
· Experiences
· Examples
· Case studies
· Trial and error
· Etc


[bookmark: _Toc227756027]2.2. Action Plan 1: Public Speaking anxiety
Adhering to the principles of SMART. The writer will do the following to improve their public speaking skills [4]:

Specific: They’ll perform a 10-minute presentation to a small, familiar group of people (e.g, friends or family) at least 2 times before another major presentation 
Measurable: Success will be measured by a self-evaluation rating of anxiety levels (on an ascending scale of 1-5) before and after each minor presentation, aiming for a lower level through each session, Additionally, at the end of each session, Feedback will be asked from each participant regarding the clarity and confidence of the speaker
Achievable: Starting with a small, supportive & familiar group within a manageable time frame makes the goal achievable.
Relevant: Directly addresses the identified weaknesses of public speaking anxiety
Time-bound: This action plan will be completed within the next four weeks. 

How will the author know if they’ve been successful? they will know of my success if the self-assessed anxiety rating decreases a significant amount, and receive honest, positive feedback on verbal delivery from the practice audience, providing physical proof of increased confidence and reduced anxiety levels. 

[bookmark: _Toc227756028]2.3. Action Plan 2: time management for long-term projects
Adhering to the principles of SMART. The writer will do the following to improve their public speaking skills:
Specific: To improve time management of long-term projects. The author will normalize breaking down upcoming assignments into weekly micro-tasks and allocating specific days and times in the calendar for each task. 

Measurable: Success will be measured by the completion of at least 90% of the scheduled weekly micro-tasks on time, tracked by a digital calendar/to do list. The entire assignment will be aimed to be done at a maximum of 2 days before the final deadline. 

Achievable: Breaking down larger tasks into smaller, digestible steps and scheduling them appropriately makes the whole project less daunting and easier to achieve. 

Relevant: Directly addresses the weakness of managing time effectively for extensive projects. 

Time-bound: This plan will be implemented for the next major assignment, with the overarching goal of its completion within two days prior to its deadline. 

How will the author know if they’ve been successful? Evident success will be seen with the consistent completion of weekly micro tasks, Large assignments become less daunting, and assignment submissions are done ahead of schedule. Demonstrating better control over the management of time for large projects. 

3. Action plans and Gantt charts
[bookmark: _Toc227756029]3.1. Personal goal action plan

Goal: To improve overall academic performance
Steps: 
1. Set clear academic targets
2. Create a study schedule
3. Attending all lectures
4. Taking organized notes
5. Review material weekly
6. Seek help when needed
7. Complete assignments early 
8. Revise regularly 
9. Practice past papers
10. Evaluate progress
Personal Goal Gantt Chart
[image: ] 

3.2. [bookmark: _Toc227756030]Assignment Execution Plan and Gantt Chart

Task: Completing this report
Steps
1. Prompt Analysis
2. Gather information
3. Conduct self-evaluation
4. Develop action plans
5. Plan a personal goal
6. Plan assignment execution
7. Gather productivity tool evidence
8. Create Spreadsheet data
9. Generate Graphs & tables
10. Draft, Format and reference
11. Review & Proofread




[image: ]


4. Use of tools to enhance productivity
[bookmark: _Toc227756031]4.1. Time management and data organisation aids
To effectively manage my time and organize data, the author utilises a combination of digital and sometimes physical tools.

- Electronic Calendar/Diary: 
[image: ] 
The digital calendar is the central hub for scheduling all commitments, including lectures, study sessions, meetings, and personal appointments. Reminders are set for upcoming events to ensure I don't miss them.
To-Do List Application:
[image: ]
Complementing the calendar, a dedicated to-do list app helps me break down larger tasks into smaller, actionable steps. Tasks are prioritized using urgency and importance, and progress is tracked as items are completed. This provides a clear overview of what needs to be done daily and weekly.



4.2. [bookmark: _Toc227756032]Financial tracking and Budgeting
This table demonstrates how spreadsheets can be used to track income and expenses, calculate totals, and locate variances between planned and true figures [3].
Key Features:
Income Tracking: Records sources of income such as student loans and part-time labour.
Expense Categorization: Breaks down spending into categories like accommodation, food, transport, and leisure.
Automated Calculations: Uses Excel formulas to produce numerical totals and differences:
=SUM(B2:B3) to calculate Total Income
=B2-C2 to find the Difference between the budgeted and Actual amounts
=B14-B24 to determine the Remaining Balance
This system allows for easy monitoring of spending habits and financial planning.
[image: ]

4.3. [bookmark: _Toc227756033]Study of weekly hours studied per project
The bar graph illustrates the number of hours spent studying two different modules over an 8-week period.[image: ]
The bar chart allows for easy comparison between the two subjects and shows trends in time studying over the course of the weeks. It effectively demonstrates how effort is distributed between different areas of study.
4.4. [bookmark: _Toc227756034]How time is spent in a typical day
A graph showing how the author spends their time in a typical day. Showing their ability to work with percentages
[image: ]
The pie chart shows the amounts of time dedicated to each task, making it easy to see that sleeping and studying consume the largest portions of the day.
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TRIVIA

- If you haven't noticed already. Missing teeth (I swear to rnjesus if | hear one of you say that
stupid christmas joke about teeth imma tweak)

- Ambivert (search it up)

- Animal nerd and dino nerd. Specifically love sea creatures. Orca no diffs. Octopi are my
goat.

- Gemini (I'm not a star racist | swear.)
- Somewhat new to programming and coding (if any of you are vets and got tips. I'm all ears)

- Brain works overtime (I think a lot and very fast. So if | stutter a lot that’s why. And If | speak
too fast please tell me.)
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WHAT DOES BRO LIKE?

- Anime (would | say I'm a weeb? Mmm, | guess? | know quite a few animes and | like em but. |
prolly aint gonna know some random anime you bring up. So... yeah guess im a casual lol)

- Cartoons (it's nice to go back and watch shows you watched as a kid sometimes. Peak
times...peak times.)

Gaming (naturally why else would | be here?)

- Eating good food (yeahhh I'm looking at you. | hope you know at least one typa seasoning. And no
salt or pepper does not count)

- Sleeping (don't we all)

- Music (couldn’t tell you what genre specifically. Yes I'm one of those guys. Yes / can vibe to just
about anything. Try me)
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