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Time management
· Allocating time to study
· Using that time effectively
· Balancing the time requirements of different aspects of life
Basic time management principles 
-the effort must be appropriately towards the tings are more important
-we should reduce time wastage.
Being organised as a tool in effective time management 

· Diaries
· Action logs – work plans/ trackers
· Lists
· Tidy workspace
· Organised paperwork
· Filing systems
 Skills for effective learning
· Research skills
· Referencing skills
· Writing skills
· Reflective & creative thinking
· Critical analysis
· Memory                           
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What is a clause?
A clause consist of : subject + verb 

Analysing a clause
Any clause can be analysed into the following constituent parts:
· Subject is the person, place thing or idea that is doing or being something.
· Verb describes an action, a state or an occurrence.
· Object or Complement (not always required) is the person or thing receiving the action described by the verb.
· Adverbial (not always required) is a word or phrase which tells us how, where or when something happens.
What is a sentence?

· At least one clause
· A clause consists at minimum of a subject and a verb
· There may also be an object or complement of the verb
· There may also be an adverbial (where, when, why, how)
Four sentence types:
1. Simple
2. Compound
3. Complex
4. Complex-compound 

 


[bookmark: _Toc80722511]Week 3
What is reflection?
Is the process of making some sense of an experience in order to learn and improve as a practitioner.
   Reflective writing
· Evidence of reflective thinking (looking back at something - idea, something that happened
· It s about what you learn in theory and what you need to do in practice.
· Looking back at something 
· Analysing the event or idea
· Thinking carefully about what the event or idea means for you
    Reflective report
-is a piece of writing that summarises a student s critical reflection on a subject 
-provides an opportunity to gain future insights from your work through deeper reflection on your experiences 
      
Perspectives in reflective writing 
Even if is based on personal experience , it will also need to draw on other sources and types of  evidence .
Possible sources of evidence 
1. Other thinks I know
1. Personal aspiration
1. Application to other modules
1. Academic theory
        Reflective observation
Reflection involves thinking about what we have done and experienced.
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Group class work practice exercise 
Exercise b 
It "began" in France and Germany , but "took off" in United States
Began-started, launch into, 
Took off-set out, started, 
 
 
Exercise c
 
Adapted -becoming, fit, modify, conform, shape, prepare ,change
Production -making, building, manufacture
Motor-engine ,drive, mechanism
Thus- although
 
 
Practice 6
 
Management-control, conduct, influence
Helped -assist, aid help out
Focussed - concentrate, centre of attention
Dominate-control, influence 
-idea of another person in your own words
-is useful when you are using the word of other to support your own view.
-you need to change the words and the structure but keep the meaning the same
-when you paraphrase someone s work you must provide reference
 
Techniques 
-using synonyms
-changing word class
-changing word order
 
 
Using synonyms
· Argues-claims
· Eighteen century-1700s
· Save-economise
  
 
No matter what technique you use ,remember that your sentences must :
· Retain the meaning of the original
· Have a different structure
· Be grammatically correct
· Have correct spelling
 
 
When paraphrasing a text
-read and understand  the text
-make a list of the main ideas
-change the structure of the text
-change the grammar of the text
-rewrite the main ideas in complete sentences
-check your work
 
[bookmark: _Toc80722513]Week 5
Referencing correctly is an essential skill. When writing an assignment, you will be expected to acknowledge other people’s work by referencing them in a recognised and consistent format. On this programme, you are expected to use the  Harvard Referencing Style.

How can you avoid plagiarism?
· by summarising
· by paraphrasing
· by always referencing your sources
Full references:
1. Author’s surname and initials
2. Date of publication
3. Title of book, paper or article
4. Place of publication
5. Publisher

Incorporation of sources
What, why and how?


What sources can be used in an academic piece of work?
· Textbook
· Academic books
· Studies
· Academic articles

Why do we use sources written by other authors in our assignments?
· To provide support for what we want to say.
· This adds weight to our arguments - helps explain to the reader why we are right.
How should we incorporate sources?
· Quoting
· Paraphrasing using your own words to express someone else’s ideas.
· Summarizing is providing a condensed version of someone else’s key points.
· Synthesizing involves combining different information and ideas to develop your own argument.
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What is a report?
· A document written for a clear purpose and to a particular audience, with specific information and evidence presented, analyses and applied to a particular problem or issue. 
· It has a clearly structured format making use of sections and headings so that the information is easy to locate and follow. 
 
 The planning cycle:  
1. Gather information
2. Process information
3. Evaluate information
4. Plan the written document
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Giving PowerPoint presentation

To learn how best to prepare yourself for your PowerPoint presentation in terms of: 
1. Pre-talk preparation
2. Handouts
3. Opening
4. Speaking
5. Body Language
6. Questions
7. Length
8. Behavior
9. Conclusion

Employability – “A set of achievements skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy”
Employability skills:
· Communication Skills
· Interpersonal Skills
· Personal Skills
· Numeracy Skills
· General Awareness
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Cv writing
“A CV is a document aimed at convincing an employer that who you are, your qualifications, work experience and your skills makes it worthwhile for them to offer you either work experience or a chance to move forward in a formal selection process.” (Morgan, 1997: 339)

CV Presentation and Formatting
· No spelling mistakes!
· No longer than two pages
· Bold, italics, or underlining are great ways to ensure keywords in your CV stand out!
· Bullet points provide key information rather than full sentences – much more pleasing to read!
· Colour – your CV will usually be photocopied so too many colours will become irrelevant 
· Clutter – you do not need to make use of every bit of space
· Consistency – fonts, font sizes etc. 
· Power words (Morgan, 2017: 356)
· In summary, employers usually look at many CVs at the same time, make sure yours is easy to read and aesthetically appealing!
Writing a cover letter - “A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV.” (Morgan, 2017: 339)
What do I include in a cover letter?
· Find out to whom you are writing
· If you don’t know the person’s name 
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     My name is Madalina, I was born in Romania, and I decided to come in London in June 2013.When I first come, I worked in a coffee shop but I was feeling I’m not in the right place so I’ve started to look for another job.
      Then I started to work as a supervisor sale assistant in central London and this place remind  me how much I liked to be around people. I always enjoyed to help people, that’s why I was so excited to enroll in this course where I could learn a lot of new thing.
      SWOT analysis
· Strengths : education, ability to work under pression, creativity, work experience.
· Weakness : I feel I have to improve the ability of speaking in front of people I just meet as I am shy at the beginning. 
· Opportunities : to find work easier after finishing the course.
·  Threats : competition, negative external condition. 
Through this course I’ve learned how to gather information to use in writing reports, essays and projects.I learned as well how to take note during classes and from reading, how to search for good scholarly sources.Another aspect that I learned was paraphrasing. I teach how to use Harvard referencing and as well the differences between an essay and report.
[bookmark: _Toc80722518]     Report
[bookmark: _Toc80722519]  1.Introduction
      In this academic report I decided to reflect on the new information I gather during this course. With some of the terms I was familiarised, but I did not have the experience and knowledge  to apply such skills to real-life situations and function within a work setting and day-to-day tasks, as well this  course helped me develop both my academic and employability skills.
      The lecturer taught us various concepts about academic and employment skills. I studied how to develop and utilize my development plan, how to use my time as a student, how to become time efficient, and how to apply a to-do list so I can divide my time between work, home and study. I learn how to collect relevant information to use in my writing reports, essays and projects. Some of the important aspects identified included taking notes during lecturers and from readings, note taking approaches, how to discover good scholarly sources, acceptable sources and assessing information from websites.  
       In the first week we have the chance to present ourselves to the class and to get to know each other, which was nice even this is a online course for the moment. We then started to speak about few main topics of the course which as well includes: 
[bookmark: _Toc80722520]1.1. Time management 
· Is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress.
It refers to the way that you organize and plan how long you spend on specific activities.
1. Greater productivity and efficiency.
2. A better professional reputation.
3. Greater opportunities to achieve important life and career goals.

On the other side if you don’t manage your time effectively can happen some unwanted consequences:
· Missed deadlines.
· Poor work quality.
· A poor professional reputation and a stalled career.
· Higher stress levels.

    I received information on how to organise my study during this course. So I learn how to:
· Prioritize my assignments
· Find a dedicated study space
· Schedule activities for after your school work
· Diaries
· Lists
· Tidy workspace
· Organised paperwork
The next topic we speak about was 
[bookmark: _Toc80722521]      1.2. Academic Writing
         Is a formal style of writing used in universities and scholarly publications. Follows the same writing process as other types of texts, but it has specific conventions in terms of content, structure and style.
    
‘Academic writing is 
· Formal 
· Clear and precise
· Focused and well-structured
· Well-sourced
· Correct and consistent
       I gained more understanding of grammar and language use; for instance, how to borrow and use vocabulary, how to develop the sentence structure and body paragraphs. The lecturer provided us with a brief guideline to academic writing styles, the fundamental essay structures, and paragraph structure.
· Essays are used to assess your understanding of specific ideas and your ability to explain these in your own words. Are usually written in a discursive style, bringing together ideas, evidence and arguments to address a specific problem or question. 
· An essay plan can:
1. define and organise your argument before tackling your first draft
2. produce a clear, coherent and well-structured essay
3. know where you want your argument to start and end
4. stick to the main points that you want to make.’ (Anon., n.d.)
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   ‘Referencing in the Harvard style is a two–part process:
· Citation in the text: this is the brief indication of the source within the text of your work immediately following the use of the source whether quoted or summarised.
· Reference list: a complete list of all the cited references used in your work with full bibliographic details, to allow the reader to follow up these references and find the original text.’ (Anon., n.d.)
       Harvard style referencing is an author/date method. Sources are cited within the body of your assignment by giving the name of the author(s) followed by the date of publication. All other details about the publication are given in the list of references or bibliography at the end.
      Citations which are used with direct quotations or are referring to a particular part of a source, should include the page number in your citation, e.g. (Smith 2017, p. 42) or Smith (2017, p. 42).
      Summarising means briefly stating the main ideas or arguments of a complete information source or a substantial portion of an information source. Be sure to cite and reference when you are summarising someone else's work. A citation for a summary should include the author and date, e.g. (Smith 2017) or Smith (2017), but there is no need to include a specific page number.

[bookmark: _Toc80722523]          1.4. Paraphrasing
              ,,Paraphrasing is putting someone else's ideas into your own words. It does not mean changing the odd word or rearranging the sentence. When you paraphrase, you should restate the meaning of the original text in your own words. Be sure to cite and reference when you are paraphrasing someone else's work, e.g.:
Booth et al. (2016, pp.208-209) give the example of acceptable paraphrasing using Gladwell (2008) as their example:
This this the original quote from Gladwell (2008, p.38)’’ (Colomb, 2016)
[bookmark: _Toc80722524]          2.Description 
        For the second part of my assignment I choose to speak about psychology. Since I was little I always liked the idea of helping people. Now that I grow up I become more curious to learn about psychology and why not maybe one day my dream of becoming a psychologist will become true.
          Psychology is the scientific study of the human mind and its functions, especially those affecting behaviour in a given context, the mental characteristics or attitude of a person or group. It is difficult to capture everything that psychology encompasses in just a brief definition, but topics such as development, personality, thoughts, feelings, emotions, motivations, and social behaviours represent just a portion of what psychology seeks to understand, predict, and explain.
           The overall scholarly discipline of psychology can be divided into many different specializations, with the most prominent being the following:
· Clinical — Applying the science and theory of psychology to treat mental illness and disabilities
· Cognitive — Studying internal mental processes to understand how individuals think, learn, and communicate
· Developmental — Researching how the human mind develops over the course of an individual’s life
· Forensic — Applying psychology to investigate criminal behaviours
· Health — Evaluating how physical health is impacted by certain psychological factors
· Occupational — Developing insights about how professionals work to improve an organization’s business practices
· Social — Investigating how people can impact the psychology of those around them
      Fast facts about psychology
· Psychology is the study of behaviour and the mind.
· A person with a condition that affects their mental health may benefit from assessment and treatment with a psychologist.
· A psychologist may offer treatment that focuses on behavioural adaptations.
· A psychiatrist is a medical doctor who is more likely to focus on medical management of mental health issues.
       The most obvious application for psychology is in the field of mental health where psychologists use principles, research, and clinical findings to help clients manage and overcome symptoms of mental distress and psychological illness. Some of the additional applications for psychology include:
· Developing educational programs
· Ergonomics
· Informing public policy
· Mental health treatment
· Performance enhancement
· Personal health and well-being
· Psychological research
· Self-help
· Social program design
· Understanding child development
‘The way we perceive ourselves in relation to the rest of the world influences our behaviours and our beliefs. The opinions of others also affect our behaviour and how we view ourselves. Social psychologists are interested in all aspects of interpersonal relationships and the ways that psychology can improve those interactions. For example, their research helps us understand how people form attitudes toward others and, when these are harmful -as in the case of prejudice, for example -provides insight into ways to change them.
         Over time, social psychology research touched on nearly every face of human personality in an attempt to understand the psychological influence of perception and human interaction. The topics covered by today’s psychologists include:
· Leadership — What personality traits define a leader? What is the role of a leader within a group? How do leaders exercise influence on groups and individuals?
· Aggression — How is aggressive behaviour defined? What triggers habitual aggressive behaviour? What role does aggression play in self-preservation?
· Social perception — How does an individual develop self-perception? How is self-perception shaped by environmental factors? What is the difference between the existential self and the categorical self?
· Group behaviour — What characteristics do groups share? How many people constitute a group? What dictates the structure of a group? Why do individuals gravitate to a particular group?
· Nonverbal behaviour — What non-linguistic actions communicate thought or meaning? How are nonverbal cues developed and interpreted? What emotions do facial expressions, hand gestures, and other nonverbal behaviour communicate?
· Conformity — What prompts individuals to change their perceptions to match a group or another person? How does an individual decide to accept influence from another or a group? What is the difference between outward conformity and internal conformity?
· Prejudice — What causes someone to harbour prejudice against a member of a different social group? What is the difference between prejudice and discrimination? How are stereotypes used to build perception?’ (Anon., n.d.)
        ‘ In the modern day, psychology is recognized across the world as a respected field of study. With so many academic institutions, private organizations, and government bodies working to learn more about how the human mind operates, many new and innovative methods of study have been developed in recent years. The difficult aspect of psychology lies in the fact that thoughts, memories, and dreams are not tangible — they cannot be observed and studied. Instead, psychologists must devise and test their hypotheses based almost entirely on the human behaviours they observe.
         Armed with their knowledge of human behaviour, psychologists ask questions, collect data, and create theories or suggest a particular course of action based on what they have observed in the data. The results of these studies are then shared with professional organizations. Once a procedure is found to frequently result in positive changes to client behaviours, other psychologists may implement the procedure, advancing the practice. ‘ (Anon., n.d.)
[bookmark: _Toc80722525]3. Conclusion
At the end of this course, I use my knowledges that I learned on the module about time management, academic writing and academic referencing techniques. I have improved my skills in time management and how to develop and apply my personal S.W.O.T. analysis on my daily activities. I believe these new abilities will help me on a future job but as well if I want to continue my career as a student. I understand how to use my time effectively and how to balance the different aspects of my life. As a student, I can say I already improved my skills for an effective learning as organizing, planning and managing study, working with others and making presentation which will be helpful on future. Some of the abilities I gained during this course will help me adapt to problems, solve issues and communicate effectively and creatively using research-based evidence. After this course, I believe I have developed adequate skills in academic writing, with improved grammar, vocabulary, sentence structure, development of clauses, body paragraphs and referencing, I can write an academic paper, research project, report or CV.
4. References
Anon., n.d. https://www.scribbr.com/category/academic-writing/. [Online] 
Available at: https://www.scribbr.com/category/academic-writing/
[Accessed 2 08 2021].
Anon., n.d.. librarydevelopment. [Online] 
Available at: https://www.librarydevelopment.group.shef.ac.uk/referencing/harvard.html
[Accessed 6 8 2021].
Anon., n.d. marville.edu. [Online] 
Available at: https://online.maryville.edu/online-bachelors-degrees/psychology/what-is-social-psychology/
[Accessed 24 08 2021].
Anon., n.d. verywellmind. [Online] 
Available at: https://www.verywellmind.com/psychology-4014660
[Accessed 24 8 2021].
Colomb, G. W. J. B. J. a. F. W., 2016. In: The craft of research. 4th ed. Chicago: University of Chicago Press. Chicago: s.n.









2

