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[bookmark: _Toc668636281]1. Presentation Skills and Reflection
[bookmark: _Int_wOSECJEU]This section reflects on the development of presentation skills during the module, particularly through the creation and delivery of an introductory presentation using PowerPoint. Presentation skills are a key academic and professional ability, as they support clear communication of ideas and confidence when addressing an audience
During the initial presentation task, several important principles of effective presentation design and delivery were learned. One key learning point was the importance of clarity and simplicity in slide design. Slides that had minimal text, supported by bullet points rather than full sentences, were more effective in keeping the audience engaged. The use of consistent fonts, colour schemes, and slide layouts also contributed to a more professional appearance. Visual elements such as images helped reinforce spoken content rather than distract from it.
Another key learning outcome related to presentation structure was the recognition of its importance rather than its full application. During the task, it became clear that some slides lacked clear organisation, which occasionally made it more difficult for information to be followed. This highlighted the need for clearer sequencing of ideas and better flow between points in future presentations. As a result, greater emphasis will be placed on planning slide order and transitions to improve clarity and audience understanding. Time management was also identified as an important aspect of the presentation delivery, as rehearsing beforehand helped ensure that the presentation fell under the given time limit.
In terms of delivery, confidence and body language were recognised as areas that strongly influence audience perception. Marinating eye contact, speaking clearly, and controlling pace were all identified as skills that improve audience engagement. It was also learned that effective preparation can reduce presentation anxiety, as increased familiarity with the content allows greater focus to be placed on delivery rather than recalling information during the presentation.
Several areas for improvement were also identified. One area is improving vocal variety, such as adjusting tone and emphasis to maintain listener interest. Another improvement is reducing reliance on slides by developing improved speaker notes and practicing without reading directly from the slide. These improvements will enhance future presentations by making them more engaging and professional.
Feedback received following the presentation was used to support reflective learning and identify areas for improvement. Comments relating to slide clarity and delivery style highlighted the importance of clearer organisation and more confident communication. Consideration of this feedback helped to recognise both effective elements of the presentation and aspects requiring further development, informing a more critical understanding or presentation skills and how they can be improved on in the future.
Screenshots from the initial PowerPoint presentation demonstrating slide layout, content structure, and visual consistency are included in Appendix A
[bookmark: _Toc1747916270]2. Self Evaluation and Progression
Self-evaluation tests were used to support reflection on personal skills and behaviours related to academic performance. The Big Five personality test and the Open Extended Jungian Type test were completed to provide insight into traits that may influence communication style, confidence, and organisation. These tools were used as reflective aids rather than definitive assessments, allowing strengths and areas that need to be worked upon to be considered objectively.
[bookmark: _Int_UUI05as0]The results of the Big Five personality test showed tendencies linked to work ethic and openness, suggesting a generally organised approach to tasks and a willingness to engage with new ideas. These traits were reflected in the preparation undertaken for the presentation and the effort made to understand the task requirements. However, areas related to emotional response and confidence under pressure were also highlighted, helping to explain feelings of nervousness experienced during the delivery of the presentation. Awareness of these traits supported a clearer understanding of how anxiety may affect performance and how preparation can help reduce its effects.
The Open Extended Jungian Type test offered further insight into communication preferences and decision-making style. The results suggested a preference for structed information and advance planning, which aligns with reliance on slides and noted during the presentation. While this approach supported accuracy, it also highlighted a need to develop greater flexibility and confidence when speaking without direct prompts. This understanding reinforced the need of practising verbal delivery independently from visual aids.
Overall, the self-evaluation tests contributed to a more informed reflection on personal strengths and weaknesses. By finding patterns in behaviour and communication style, clearer development goals were found, including improving confidence, reducing dependency on slides, and enhancing vocal delivery.
Based on the self-evaluation results, two areas of improvement were identified, public speaking, and maintaining consistent focus during complex tasks. To address these areas, structured action plans were developed in line with the SMART guidelines to support personal and academic development.
The first area of improvement relates to public speaking skills, particularly in developing greater comfort and clarity when speaking in front of others. Although the self-evaluation results showed a prominent level of calmness under pressure, public speaking was identified as an area where further development is needed. Improvement will be supported through regular practice of speaking aloud in academic contexts, such as answering more questions and explaining ideas verbally. Progress will be measured through increased confidence when speaking, clearer verbal expression, and feedback received during group discussions or future presentations. This approach is achievable, as it involves practising short spoken explanations and gradually increasing exposure to speaking situations. Developing public speaking skills is relevant to academic study and future professional environments. This action plan will be followed over a six-week period, with success demonstrated through improved confidence and clarity when communicating verbally.
[bookmark: _Int_OAa7f4Ca]The second area of improvement focuses on maintaining concentration and organisation during complex or extended academic tasks. This will be addressed by adopting more structured study methods, such as creating clear task schedules and limiting distractions during study periods. Improvement will be measured by increased task completion rates and a reduced need to revisit work due to loss of focus. This goal is achievable through the use of planned study sessions and regular progress checks. Maintaining focus is relevant to academic performance, as sustained attention supports deeper understanding and higher quality work. This action plan will be implemented across the remainder of the academic year. Success will be demonstrated by more consistent study habits and improved efficiency when completing coursework.    
A link to the document were the screenshots of the tests and link to the tests will be included in Appendix B.
[bookmark: _Toc587838849]3. Action Plans and Gantt Charts
Action planning is a practical skill that supports goal achievement through structured planning and time allocation. In this section, an action plan and Gantt chart were produced for one chosen personal goal and one academic assignment.
The selected goal was to improve overall academic performance during the current academic year. This goal was broken down into approximately ten steps, including identifying key modules, reviewing assessment deadlines, allocating weekly study time, and reviewing progress regularly. Each step was assigned a realistic timeframe to ensure steady progress.
A Gantt chart was created using spreadsheet software to visually represent the timeline for completing these steps. The chart displayed tasks on the vertical axis and time periods on the horizontal axis, allowing progress to be monitored easily. This visual representation helped identify overlapping tasks and manage workload more effectively.
The same approach was then applied to planning the completion of this assignment. This assignment task was broken down into sections such as reviewing the brief, conducting background research, drafting each section, creating diagrams, proofreading, and final submission. Allocating time to each step reduced the risk of last-minute work and improved overall quality.
Using action plans and Gantt charts demonstrated effective planning and organisation skills. These tools are widely used in academic and professional environments because they support time management, accountability, and realistic goal setting.
Gantt charts were particularly effective because they provided a clear visual overview of tasks and deadlines. Unlike simple task lists, Gantt charts illustrated how individual activities were distributed over time and how tasks overlapped. This made it easier to identify potential scheduling issues and adjust plans accordingly.
The process of creating the Gantt chart also encouraged more realistic estimation of task durations. By allocating specific timeframes to each activity, potential workload pressures were identified earlier, reducing likelihood of last-minute work. This structured approach supports consistent progress and improved organisation when managing multiple academic responsibilities.
Screenshots of the action plans and Gantt charts are included in Appendix C.
[bookmark: _Toc1294262345]4. Use of Tools to Enhance Productivity
A range of digital tools were used to enhance productivity, manage time, and organise data throughout the academic year. Effective use of these tools supports independent learning and professional working practices.
Time management tools such as an electronic calendar were used to schedule lectures, deadlines, and personal commitments. Setting reminders and allocating dedicated study periods helped ensure tasks were completed on time. An organised digital folder structure was also used to manage coursework files, ensuring documents were easy to locate and reducing the risk of losing important files.
Spreadsheet software such as Excel was used to manage numeric data, including budgeting. A simple budgeting spreadsheet was created using fictitious values to demonstrate functionality while maintaining privacy. The spreadsheet included formulas to calculate totals, monthly balances, and percentage allocations, demonstrating understanding of basic spreadsheets operations.
Data presentation skills were demonstrated through the creation of a table and graph. A bar chart was produced to compare multiple data points, and a pie chart was created to show proportional distribution. These visual representations made data easier to interpret and supported clearer communication of information.
Overall, the use of productivity tools improved organisation, efficiency, and data management. These skills are transferable to both academic study and future professional environments.
The use of digital tools also supported independent learning by improving accuracy and efficiency. Spreadsheet formulas reduced risk of calculation errors compared to manual methods and allowed changes to be updated automatically. This was particularly beneficial when working with planning and budgeting data, where accuracy is essential
In addition, data visualisation tools such as charts and graphs enhanced understanding by presenting information in a clear and accessible format. Visual representations made it easier to identify patterns and trends that may not be immediately apparent in raw data. The use of such tools also reduced cognitive load, allowing greater focus to be placed on completing academic tasks effectively.
In addition to improving efficiency, the use of digital productivity tools supported the development of independent learning skills. By managing tasks digitally, greater responsibility was taken for planning and monitoring progress without constant external guidance. This encouraged a more proactive approach to learning, particularly when balancing multiple academic and personal deadlines.
Furthermore, regular use of digital tools helped develop transferable skills that are relevant beyond academic study. Skills such as file organisation, data handling, and digital planning are commonly expected in professional environments. Developing confidence in these tools during academic study therefore provides a strong foundation for future employment, where accuracy, organisation, and effective time management are essential.
Screenshots of both spreadsheet, chart and graph will be in Appendix D. 
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MY BACKGROUND

I was born May 29th, 2005, in a lovely place called Bridgend

I have studied in Pen-coed comprehensive school and Bridgend
college

A little fun fact about Bridgend is that the Merthyr Mawr sand
dunes. One of the biggest in Europe, were used as a filming
location for the 1962 film Lawrence of Arabia
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MY PERSONALITY

Personally, | would describe myself as a laid back and easygoing
individual and I also belive others would view me the same way. |
tend to remain calm under stressfull scenarios. | am also quite an
adventours and patient person these traits are especially evident

when | am fishing. =y Y 7
N =
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LIKES AND DISLIKES

Likes

Dislikes
* Fishing * Cooking
* Video games « Shopping
*  Music
*  Walking

« My friends
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HOBBIES AND INTERESTS

My two main interests are fishing and music, kind of a weird combo
but they do balance each other out.

1 believe both hobbies kind of reflect my personality, fishing keeps
me grounded and patient and the music creative and expressive





