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1. INTRODUCTION
This writing reflects the author's experience through the module Academic and Employability Skills over carefully selected topics such as time management, referencing and online learning experience. The paper employs Gibbs reflective cycle highlighting the primary phases and relativity to enable strong structures at each stage of the process. Over time, management has played a pivotal role in the execution of work efficiency with enormous output. Dissecting the subject using the Gibbs cycle outlines a vivid evaluation and future action plans. Jarrow (2019, p4) supports that time is ubiquitous to all; however, successful individuals and corporations differentiate themselves from others with efficient management to time, adding more value to their advantage.
On the other hand, referencing appears an essential aspect of academic writing that alienates a publication's originality without infringing on the author's copyright (Pears and Shields, 2010, p1). The essay details the connection throughout the author's journey at each phase of the cycle (Description, Feelings, Evaluation, Analysis, Conclusion, Action Plan). Finally, since the dynamics in experience have shifted from traditional classroom teaching, society has adapted new learning methods over different platforms enriched with a quality experience. Although online learning can reach a large audience over a comprehensive geographical location at a particular period, the awareness requires a significant echo, as expressed in the cycle.
2. MAIN BODY
2.1 Referencing
The originality of one's published art, ideas and gathered thoughts about a specific craft or topic and the legal ownership is the genesis of copyright. Since the inception of copyright laws in the early eighteenth century, according to Patry (2012, p2), the symbiosis of crafts and directions has grown proportionately stronger with a breach tantamount to severe repercussions. Copyright shields an author's work and any related content, which essentially requires permission to either replicate a part to formulate another one's craft of a similar fashion. World Intellectual Property Organisation (2016, p4) supports copyright as a deed of respect to authors' original work such as films, books, music, paintings and similar.
Before starting my course, I was aware of the need to reference or 'give credit' to any source of information used for academic purposes. However, my referencing knowledge was very scanty and would never have stood out if I had to write an essay academically. Our lecturer introduced us to referencing at week six of our study, detailing the various academic referencing styles and each university's need. I discovered our university and for this course the Harvard referencing style is required. In terms of books, academic referencing, one is expected to acknowledge other people's work by referencing them in a recognised and consistent format when producing an academic assignment.
Referencing can be defined as the need to acknowledge other people's work by referencing them in a recognised and consistent format when producing an academic assignment (UWTSD: library and learning resources version 1.2 pg 3). In the lecture, we had to watch PowerPoint presentations on the Harvard Referencing style while we equally had to undertake exercises. It was quite challenging due to my laptop's absence at the time of the class and only listening through my headphone presentations. Our lecturer got us to engage in the exercise, which triggered my attention towards referencing. I realised I could answer a question from my lecturer just by listening and the lecturer's positive feedback from my response got me more interested and engaged.
By the end of the lesson, we engaged in more complex and challenging referencing activities, thus raising my curiosity to know more and understand this significant academic writing section. I realised that there are many referencing and citation styles outside the Harvard style (author and date system), including the Vancouver style (mainly numeric), the APA (American Psychological Association), the IEEE (Institute of Electrical and Electronics Engineers) and MHRA (Modern Humanities Research Association). In my research, I found out that my university uses the APA, Harvard, IEEE and MHRA, which varies across all universities in the UK, as emphasised by the lecturer in class. 
Regards this module, we are required to use Harvard Referencing, as was highlighted in the lesson. The Harvard Referencing Handbook shared in a class by the lecturer helped me realise the basics of Harvard Referencing: in-text citations and a reference list. Areas such as paraphrasing, and summarising made me realise I needed to work on my vocabulary and synonyms. It was when all the lessons from the previous weeks started sinking in. There was equally necessary to know how to reference specific types of resources such as e-books, journals and newspapers, books with multiple authors, to name a few.
In a nutshell, the entire lesson and personal research helped me understand the importance of appropriately referencing academic writing. "It is essential to acknowledge or cite the sources of ideas and information. Such citations allow readers to refer back to the sources for themselves" (Stella Cottrell. 2019, p249). I equally saw the need for an appropriate reference list at the end of the assignment preventing intellectual theft (plagiarism). It also shows the length of topic understanding, gives supporting evidence, helps other readers have confidence in my work, and helps me in future fact checks if the need arises. It equally helped build my knowledge in differentiating between a reference and a bibliography.
2.2 Time Management
In the trajectory of modernisation, management has migrated from an older way of supervision to the present-day individual productivity measure index to attain team objective and overall corporate strategic goals. Although, Jones (2019) supports that management is now individual than a group or team, Cottrell (2019, p77) argues that leadership is fundamental to team growth and not personal.
Understandably, time has played a distinctive catalyst in the overall success of many outputs of management. In the daily lives of social care and social work, time management plays a centre stage ( Hafford-Letchfield and Gallop, 2012, p37). Koch (2013, p14) highlights the benefits of time management as crucial evidence to the Pareto principle. The scholar further adds that the 80/20 principle substantiates the difference of an individual or team throughout a period.
This module has come to terms with time management as a crucial factor in so many arms, including presentations, assignments submission, and group class exercises. To remain crisp and intact with robust time management has given me the confidence to match my roles at work. Time management helps to prioritise and optimise work and personal productivity (Pettit, 2020). In relativity to the individual presentation, time management played a significant role in preparing and presenting the day. I was able to proportionate my presentation from structure and content to reference effectively.
Reflecting on my past, I have leapt massively with management in terms of time, remarkably similar to Cottrell's (2019, p205) steps in time management which include: 
· Be systematic
· Find out
· Clarify
· Decide
· Prioritise
· Plan
· Do it
· Apply
· Manage distractions.
This module has taught me many things about time and the essence of preparation to bolster my job role and personal development. I can now schedule activities according to my daily, weekly, and monthly forecast to suit my job role. In my quest to better myself through time management, I have decided to set specific, measurable, and achievable objectives aimed within a realistic timeframe. However, to be able to assimilate the goals, I have categorised them into three terms, including:
· Short – term objectives – aimed to be achieved within the shortest possible time to foster my education and job roles. For example, progress in information technology and its associated programmes to be abreast with the current scopes of delivery. Zoom and Microsoft Teams have served as a great platform in this COVID-19 pandemic period where face-to-face meetings are very minimal.
· Medium-term objectives – aimed to be achieved not as urgent as the short term, although necessary to assist in my ultimate journey to become a social worker. Thus, getting the proper assistance and modules completed as I aspire to become a social worker.
· Long–term objectives appear to be the ultimate picture aimed in the next three to five years. 
Similarly, Scholars like Covey et al. (2015) suggested a time management matrix that I came across in this module and has been helpful in keeping my glue to quality personal management.      
	
	    It outlines better solutions through a simple four-quadrant table where each table depicts a level of importance to the assessor seen in fig. 1. In the quadrants are the priority, necessity, delegation, and elimination themes. The themes enable the assessor to critically analyse a decent overview of personal analysis and group each activity to promote better time management. 
		PRIORITY
	NECCESSITY

	Information Technology
	Assess notes

	SWOT Analysis
	Complete Assignments

	Submit Assignments
	Adaptive reading

	 
	 

	 
	 

	DELEGATE
	ELIMINATE

	Secondary roles
	Social Media

	Following up faults
	Worry about external issues

	 
	 

	 
	 

	 
	 





Fig. 1 A table showing personal time management matrix adapted by Covey (2015)

2.3 Online Learning
Before starting my course, I only used online resources to answer questions I could not reply to straight away. Reflecting on my previous knowledge, I could only use Google search and got my answers without questioning its authenticity or correctness.
At secondary school, I studied in a classroom and face to face learning was the norm with my teachers and classmates, and this was very straight forward as we had to write classroom examinations at the end of each term.  
The start of my course (Certificate of Higher Education in Health and Social care) has been one of reflection, growth, anxiety (technology-related) as I approached this relatively new phase of learning. My reservation was mainly with the absence of physical contact, which is primordial in the traditional classroom approach. Still, as I approached the course, I was encouraged and, at the same time, eager to overcome my weaknesses which is principally managing my own time.
Vivolo (2020, p1) posits that "online learning is like a dessert. It's vast and full of uncertainty and mirages falsely claiming to be "high" quality". It is true to an extent as I felt I was thrown in a desert at the start of my course as I had to manage my own time and figure out where to take my lessons at home. I was not ready to give up the traditional classroom learning style of following learning instructions without someone over my head most of the time.
Moreover, my online learning experience has taught me to think critically and equally think in advance. Cottrell (2019, p253) states that "criticality is an ability that we all need and can nurture". Critical thinking helped me uncover the ways Microsoft Teams work, which has helped me follow instructions and directions to complete my assignments. Similarly, I had to plan my time to avoid internet interruption and help complete and submit my work for the lecturer.
In all, having to study online course has helped me achieve a wealth of knowledge in using technology by improving my email and PowerPoint capabilities, by working and learning hands-on with technology, which has helped build my technological skills. Online learning is flexible; it leaves behind the traditional method of carrying books to classrooms. I can log in and study wherever I am if I have the internet on my electronic device, for example mobile phone, tablet or computer.

3. CONCLUSION
This report has captured my overall experience of the module through several topics and disciplines. However, I unveiled the module week after week, and I have organised myself in many ways against time management, personal development, PowerPoint presentations, referencing and setting up for lessons virtually. Although I came across some occasional challenges, I managed to turn them into positives in the long run. I have managed to grasp the topics with confidence and hope to make good use of them over time.
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