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1. Introduction 

In my report of “Academic & Employability Skills”, I will focus on three topics: Time Management, Academic Writing and Paraphrasing. I will explain how these three different systems helped me to organise and divide tasks with different criteria. I will also share the experience that I had before and after the attendance of the course and how these lessons made a good impact on myself. In fact, when I faced all the information from different sources I needed to start reflecting, elaborating, and writing through my point of view. I realised that it is not an easy task, however thanks to this module, I had the chance to learn and gain the skills to use them in the right way within my life. I will write my reflections using the Kolb’s “Experiential Learning Cycle” plan. I will talk about my experiences, how I review them and how I will use it to create a new plan that helps me to improve how to recognize the information or personal experience and write a good essay or report. “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984) (McLeod,2022)




















2. Time management
Time management to me it is one of the most important skills you should have in your professional career. It allows me to organize and divide my duty or task during my days, weeks or months in a specific way that will give me better production and more result for my success. In this topic I will talk about which are the methods that helped me to start revaluing my priorities.
2.1. Eisenhower method, 80-20 rules
In the past, before the course started, Procrastination was a real issue in my life. To be clear Procrastination “is the act of delaying or putting off task until the last minute, or past their deadline” (Cherry,2020). Having this problem sometimes it is difficult to finish important task, that is why I was most of the time late with my programs and never achieved my goals. Thanks to this topic I have started to learn how to improve myself with better time management. One of my first approach with the subject was with “The Eisenhower Method”. In his work from 1953 to 1961, Eisenhower says “I have two kinds of problems: the urgent and important. The urgent are not important and the important are never urgent” (Kristin 2019). This concept has been the first big impact with the topics, and it was helpful to prioritize task daily. Dividing the task in four block it is much easier to recognize which are the once to do as priority and urgent, to concentrate the most in the one is take me closer to my result in the end of the day. Another method that I have been learning is the 80-20 rule or called as Pareto Principle, specifies that 80% of consequences come from 20% of the causes, asserting an unequal relationship between inputs and outputs (The Investopedia team 2019). Essentially, what the rule is suggesting is that: if I want to achieve a result, I will need to base my duty or task in a way that the 20% of all of it will cover the 80% of my result. However, this rule will not always give me the result I want to achieve, but if I evaluate the advantages and disadvantages of this theory, it results that is a good strategy how to start a plan and arrive till the end. 
2.2 Reflection
After all the learning of this topic I started to plan, dividing and investigate on the task the are important and must give me the most result, they going to be the one I will have to focus on my daily routine. After few weeks of this topic, I started with this new time management in my life, and I can see already that my productivity is increase only having a solid plan of time management. I am grateful of this, because I had the chance to learn a different methodology, that will allow me to value all the task I will have. This new method will help me to elaborate and separate with a criteria that will define which are the ones I need to succeed


3.  Academic writing
The structure of academic writing is very formal, which must be adhered to, has very specific rules. Academic writing is clear, concise, focussed, structured, and backed up by evidence. Its purpose is to aid the reader’s understanding (University of Leeds 2022).  Before starting this course, I didn’t think about that there is some rules for the academic writing I need to respect.  The first thing to consider is to be able to distinguish in a sentence the subject, verb, and objective. Arrived at the point of recognizing these points you can begin to examine the sentence, and maintaining the same structure and meaning, but changing words and giving my personal point of view.
Academic writing has different characteristics that allow me to write a proper report or document without overall the argument, I will need few points that I’m going to explain and focusing. Some of these characteristics are to be formal with appropriate languages, write with logical order, and brings together related points and material. Very important also to support opinions and arguments with evidence and is referenced accurately. (University of Leeds 2022). When writing in academic style, always have good plan and structure that make stable the idea, having formal language and stay focus to stay on the subject. These is a real important skill that will give me the opportunity to make a step forward. It is also a key to get into a new word of professional career, so instead to be limit a certain duty or jobs, I can progress and growing to arrive at the result.
Now after having a personal experience, I can thank this module because it gave me the opportunity to start to understand better how the Academic System works. In addition, another aspect on which I have improved a lot is to have learned many more words than before I started this academic path at the university. I’m very grateful for the time I’m having inside this course, I see myself more realized and more powerful of knowledge that give me the right way to succeed.










4. Paraphrasing 
Paraphrase is it a very useful tool for academic writing: it permits to express same thing written or said in a different way, even in a simpler and shorter form that clarifies the original meaning (dictionary Cambridge,2022), for that with the right references it allows to use the intellectual works of other authors without plagiarism “Plagiarism is presenting someone else’s work or idea as your own, with or without their consent, by incorporating it into your work without full acknowledgement” (University of Oxford 2022)
4.1. Reflection
This topic has been very useful for my personal and social growth, learning methods of study on knowing how to distinguish paragraphs, knowing how to flip a sentence while maintaining the same meaning, how to add references on my documents and much more important not to be accused of plagiarism, I learned how to examine paragraphs, understand their structure and content within them. Also, how to rework its content with similar verbs, adjectives and objects giving to the contents, my reflection while maintaining the same way of view of the sources. I learned that combining words and knowing their true meaning really matters. Paraphrasing it’s really a good skill when it’s about writing document, report, essay, 
4.2. Expectative
When I started this part of the module, I had half an idea of what I was going to study, but I never imagined how fun it can be and at the same time very useful to deepen my vocabulary and deepen my reading and knowledge of the English language. I learned that for my future this skill can be very useful in term on which job I will choose, but in any case, knowing the fact that exist this opportunity to use other sources and use on your own its amazing tool to the professional career.











5. public speaking and giving presentation 
[bookmark: _Hlk100704815]Public speaking skills refer to the talent of effectively addressing an audience. Whether it is in front of a group of people I already know or a crowd of complete strangers, my ability to communicate to them with clarity and confidence. (Cleverism, 2022). Speaking in public for me its not easy, because I’m shy person and a get agitate fast. But what I learned is that if I have the knowledge and the confident of what is the topic I’m going to talk, and with practice, I will pass this barrier of my limit and I will arrive to the point that, I will speech with energy and succeed.
5.1. Important 
I think for me it’s very important to talk in front a public, client, because own my job career or own business can be very powerful skill, that allow me for example to sell product to the client because how I will present my idea, and how I will show to them that I’m confident and with the knowledge, I will sell to them because compare the others maybe, the ideas are better but because they was not good on public speaking they will not sell the product. To improve this quality, I will need to improve my body language, try to take the attention of the audience, ask always for feedback so I can improve. (Cuncin 2022) I need to remember that they need to see me secure and motivate. That’s why its important to have a good education, to have good understanding of how to communicate with client or even colleagues. 
5.2. Reflection of the individual presentation 
Before I gave my presentation in class, I thought that was something that you don’t need much to performing in front someone. During the presentation I was agitate, nervous and was difficult to explain myself in front of others. I realize that to give a good presentation, I need to get more confident on me, also I need to repeat my speech more and more time at home. I need to understand how to talk to capture the attention of the audience, something that I really need to improve.
There is a lot that I need to improve and a lot to learn but overall to be my first presentation and public speaking I will say that I did good, at list I gave my best shot I have now with my knowledge and skills.






6. Conclusion
The Journee at University of Wales (TSD) is incredible, I see myself more confident, with more knowledge respect from when I started. During this time, I had the chance to put myself out of the confort-zone more than once, but also to recognize that if I really what to achieve big goals in my life, I need to stop delayed what is important, but to start removing the ones are not productive for me. Thanks to this course I had the opportunity to learned/earned different skills that will give the opportunity in the future to use it for my own business, I’m happy because the time I will decide to start my own carrier I will have the right knowledge and mentality and I will know I’m ready to succeed. Academic & Employability Skills module it’s an extraordinary module that teach me that with a good plan it’s impossible to fail, the only reason I can fail is if I put limits to myself. The different way of understanding the value of the information I have and give more value its incredible, and as a person I start to see the different on me and see improvement for my professional carrier.
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