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INTRODUCTION

The purpose of this report is to reflect on my learning experience on academic and employability skills. All companies prefer university educated employees along with transferable skills which this course offers through activities like research studies, academic writing, digital skills, group projects and presentations. It goes without saying that this course is a good chance for me to gain new skills and pursue my academic education further which can often lead to a better opportunity. The first semester process of learning was something new and a very interesting experience, which included course materials on Moodle along with virtual learning class. Although the learning is through online classes I enjoy listening to the lecturers and I also enjoy how the lessons are taught during the classes; activities and discussions and a good explanation from the lecturers on the subjects. I discovered that I need to develop my academic and employability skills which are needed for the workplace to move forward. In order to do this Gibb’s reflective model (1988) will be used.
Gibb’s model by Graham Gibb’s is a cyclical reflection model giving structured six stages from learning experiences. Repeated experiences which can analyse and learn from to understand learning situations that happen, why they happen and what to do in those certain situations.
Gibb’s model six stages are: description, feelings, evaluation, analysis, conclusion.











DESCRIPTION

1. TIME MANAGEMENT
In order to manage my time effectively between different activities on a daily basis to become more productive, it is important for me to ensure that I have enough time for each task along with a focusing on using different time management tools that will help me with expanding my time management skills knowledge and further development. We had a lesson about this topic where I have learned about how to manage my time daily and how to stay organised as well as what techniques can be used to help me. As a matter of fact, I tend to procrastinate. These bad habit have its consequences which resulted in me not being able to submit my reports on time.

2. PARAPHRASING
I have learned that the purpose of paraphrasing is to prove a correct understanding of another’s persons ideas and rewrite their ideas into my own words without changing the other persons meaning. To do this correctly, I need to make sure that I understand the text properly and I am able to express the text in a different way. Examples of paraphrasing are: changing the sentence structure, grammar, finding alternative words, changing nouns to verbs or adjectives to adverbs and also break up long sentences or combine short ones: these are what I have tried to apply to my work in class during our practise on paraphrasing.

3. PUBLIC SPEAKING AND GIVING PRESENTATIONS
Speaking face to face or online to an audience that is watching me is not an easy task, not just for myself but many other individuals as they experience the same issue. Due to the fact that nowadays it is a very common way of communication and sharing ideas across, it is seen as very valuable skill in most of the business employments. This makes me more motivated and determined to learn how to speak publicly with more self confidence. Unfortunately, my first public speaking did not go well, I was trying to calm my nerves before but when I turned my camera on and began speaking, I got nervous and started to talk faster and I could not wait to finish my speech to turn off the camera.




FEELINGS

1.1 I felt quite stressed out and miserable but I had to accept the fact that this negative experience happened and that I need to improve my time management skills and promised myself that I am never going to miss another deadline again. I am still quite struggling although I feel my time management skills improved because I initiate to use the tools I have learned in class more often.

2.1 I felt that this is a more important method used in academic education as it helps with both; academic writing and plagiarism. However, paraphrasing skills are also used within active listening, where someone is trying to say something and I want to clarify if I understood the point they are trying to get across so I will ask questions using different words to get my response.

3.1 I felt very anxious and my voice was shaking. The worst part is that the more I spoke the more flustered and nervous I was getting which made me feel so embarrassed and angry with myself. Now, I am more scared that my next presentation will be completely the same or even worse. Even though I have a fear of public speaking, a bad experience is always a good learning experience in some ways as it helps with overcoming personal and individual obstacles. Practise always strides towards self improvement. 















EVALUATION

1.2 In class we discussed many tools that can be used to help me how to control my time and one of these tools are TO-DO-LIST and Pareto’s Rule. I have never heard of Pareto’s eighty-twenty percent rule which is a simple and powerful management tool that focuses on improvement particularly in business situations. I have learned that ‘eighty percent of a result comes from twenty percent of an effort’. For me at this point in time while studying Pareto’s method will lead to 80% of an end result which will play a crucial part in organising and managing my time.
“Pareto’s Principle rule states that eighty percent of the required work can be completed in twenty percent of the time.”
(Vacarro, 2000)

2.2 My learning experience from paraphrasing topic made me confused in regards to summarising as it sems to me that there was no difference at all among these two techniques at first, but with the lecture’s helpful explanation on these two particular topics I have now understood the differences. What I have understood is that with paraphrasing I have to change and rearrange the whole text into my own words, whereas with summarising it is shortened version and both must keep the basic main points of the text.

3.2 Personally, I think my worst weakness is public speaking as it prevents me from presenting properly and speaking in confidence. I want to get over this fear so I can gain more self confidence and more skills in public speaking and presenting to an audience. I am aware that the only way to overcome this weakness is to put extra effort in as well as practice speaking in front of other people to progress in oral communication. 






ANALYSIS

1.3 Time management lesson helped me realise how important it is to stay organised and that it is not helpful skill just in any employment and education but also in my life situations. Pareto’s rule is helping me to focus on most important task. As a result I have now more time for self learning, writing assignments along with less stress as well as more time for other responsibilities. It is very important to know how to use my time wisely because time is very valuable to waste it.
Erich. C. Dierdorff (2020) stated, “Three particular skills separate time management success from failure: Awareness, Arrangement, Adaptation.”

2.3 I think that it is very useful for me as a student in higher education to learn proper techniques of paraphrasing as it can help me to concentrate on acknowledging the most important piece of information from other authors on my assignments to confirm my understanding. Paraphrasing is actually helpful when I want to briefly a lot of information from a source and then correctly reference the source to avoid plagiarism. It is important to not just change the synonyms but whole structure of the sentences when paraphrasing an original text. “Learning how to effectively quote and paraphrase can be difficult and it certainly takes practice.” (Steven D Krause, 2016)

3.3 I was not happy with my presentation skills but I feel that everything can be learned from repeated experiences as I can always learn from my mistakes and improve. I feel that when it comes to learning public speaking skills in general it is very different from other skills hence the physical and emotional feelings are involved too. However, it is important as (Parvis, 2001) said “ one should become familiar with the elements of communication and use them in one’s presentations.” 
McClintock (1915) stated, “But there are few exercises which you can discipline yourself as a preparation for actual speech-making.” (p.135) 
“Effective communication is essential for business success.” (Bradburry, 2006)



CONCLUSION

1.4 I learned ho important it is to focus on my tasks daily and how to recognise the recognise the most urgent one to immediately start with. I should have started working on my report weeks earlier and put in more effort, for instance two hours spent on writing the report every day. By doing that, I am sure I would have not missed the deadline. By applying the methods of time management  I have gained control over my time use.

2.4 it is extremely important to learn how to correctly use these techniques: paraphrasing, summarising, quoting and referencing the sources of another authors. I should study and practise more in order not to make any mistakes that will impact my academic writing in relation to assignments. 

3.4 My presentation did not go well because of my feelings which made it hard for me to perform the way I wanted  but I am ready to overcome my feelings of panic attacks I experience by practising and focusing more on my slides instead of the audience. Life is about mistakes and the opportunity to learn from my mistakes and make improvements.
















ACTION PLAN

1.5 I will make sure to work on my time management and organisational skills advancement by setting goals, arranging my tasks of importance, preparing, setting up deadlines by using methods I have learned about. In addition, with the help of mobile Apps as a tool it will help to organise and prioritise my work. Mainly, I will avoid procrastination and multitasking.

2.5 I am still practising to paraphrase by reading texts and taking notes and then trying to paraphrase also how to quote accurately authors in assignments and how to correctly use Harvard reference style to progress in academic writing.

3.5 I will watch some YouTube videos on how to have a better understanding on how to go about presentations and public speaking. I will make sure to practice more and especially learn how to cope with my anxiety feelings. The best way to improve my public speaking and giving presentations is to prepare very well. I am sure that I will improve in time through practicing and I will also be able to find the way to cope with my fear of public speaking.

















CONCLUSION

During my first semester I have learned about important academic and employability transferable skills that I will need in my life to help me in my future to have the opportunity for better employment. Furthermore, this course will help me to gain confidence and new skills such as public speaking and more knowledge in other areas. I am aware what is keeping me back from achieving my goals and I am going to work on my weaknesses to improve. All of these skills that I learn about are necessary to have whether they are being used in further education or work placement.
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