Nazia Kousar Rafiq
2030249








Name: Nazia Kousar Rafiq
Student number: 2030249
Module code: BMSW4001
Module title: Academic And Employability Skills
Lecturer’s name: Soban Sadiq
Assignment title: ACE Practical Portfolio












Time management is when your able to organise time you have and planning how you would divide it between activities. Time management skills gives you a chance to get more things done in less time, no matter how tight your time is or however high pressure is. Example of time management skills are prioritizing important tasks, organising your work and problem solving. Time management and organising study has been useful to me at university allowing me to see clearly on what tasks must be completed and to identify what assignments must be prioritised looking at closest deadlines. Being organised by making notes and creating folders has helped me save time on finding things. Outside of the classroom, I have my online business where I sell paintings and furniture. This gave me practical experience on time management as I had to schedule a time where I can work on my paintings and advertise them effectively alongside complete my assignments for university(Jackson,2009)
Public speaking is when you speak Infront of many people. Example to this is when giving presentations which is done in a formal manner to sell a product, advertise or influence the audience. Having given presentations in class, has boosted my confidence in speaking and has been useful as it allowed me to gain good communication skills when interacting with people outside my comfort zone, motivating me to speak more. Public speaking has been useful for my English speaking as I sometimes struggle to speak English fearing I may say something wrong. Therefore, having reflected on speaking in public for my presentations, had made me see what I am capable of and try harder(Barnard,2017)
Reflection is when you look back at your work or actions, and identify what you did and didn’t do well on. Mock exams are used to help students see their areas of learning so that they can gain good grades. Reflection has been very useful for me as it motivates me to participate more and be confident that I can move forward making improvements. What I already knew was that reflection shows your strengths and weaknesses, however, from learning in and out of classes, reflection also involves opportunities, threats and produces a plan for future improvements.
Paraphrasing is when you use a source of information from someone else’s work in your own work but in different wordings to avoid plagiarism and meet your own personal understanding level. This has been useful during my independent study when completing coursework to avoid copying, help understand my work and gain support. When paraphrasing, you must include references to avoid illegal actions. When advertising my paintings outside the classroom, I have learnt how to paraphrase item descriptions to make my products unique and stand out from other sellers who sell the same products(SkillsYouNeed,2011)

There are many strategies of reflection which are used to reflect on past experiences. Example to this is the Gibbs reflective method. This famous model of reflection divides in six stages exploring an experience. These are description, feelings, evaluation, analysis, conclusion and a clear action plan(Hopkinson, 2020) Within the past two months at university, I have studied different modules where I have completed more than one assignment at the same time with close deadlines. This challenged my time management skills as I had short time to complete both tasks. Before this situation took place, I felt stressed and worried in case I don’t complete the work on time. During this situation, I felt like my work was not at the best of my ability which stressed me out thinking I will get low marks. After the situation, I felt relieved as I completed both tasks and had enough time to look over it for corrections. Although I completed it, I now think I could had looked over the mark scheme once more to correct my work. Furthermore, what I believe was positive about this experience was gaining experience knowing what is expected of me at the university and now I will be able to prepare myself for future. However, the negativity was that I did not challenge myself to get high grades as I had short time. 

What didn’t go well was finding time for myself to complete assignments due to home environment and background noises which was a disturbance. I contribute to this situation by booking libraries to have quite space to focus. In conclusion, this could had been a more positive experience by starting work earlier instead of last minute. What I would do differently in the same situation is be organised with notes and spread work out in more days, rather than pressure myself in one day. To do this, I would need to develop my time management, independent skills and be organised. My action plan is to make a timetable showing how long I should spend on a task across the days I have till the deadline(MindTools, 2009)

At tuition, I have used PESTLE analysis to write a speech using academic writing to make my point clear to sell my business, be focussed, structured and give evidence to aid the reader’s understanding using a formal tone/style. This resulted with being persuasive and having professionally presented work to my class members. Before starting my speech, I felt nervous as I wanted to make sure my speech is the best I could make it. During the academic writing, I felt creative as I thought outside the box for new ideas. At the end of writing my speech, I felt confident due to handling the situation well even though I felt nervous at the time. This experiences allowed me to gain independent skills and communication skills. What didn’t go well was my time management as I took longer than I needed and was left with no time to practice my speech. This could had been more positive experience by memorising my speech rather than reading off the page. What I would do differently is to give more evidence to influence audience. My action plan is to attend academic writing training.

When making my presentation at university, I used paraphrasing to avoid plagiarism, make my work unique and give full detail on UK companies without false information. I presented this to teachers and students allowing them to understand the NHS while taking notes. This resulted in a dept understanding on how technology had affected organisation. Before paraphrasing, I felt confident in being able to find resources based on the NHS business. During paraphrasing, I felt under pressure as I could not think of ways to paraphrase data which made me stressed. After the task, I felt confident as I managed to look over my work and check for plagiarism. What went well knowing what to write due to brainstorming plans, which prevented me from missing out important information. However, I did not have enough references as there were less resources to use. This could had been a positive experience for everyone if I used more paraphrasing rather than reading off websites. In future, I would use more paraphrasing in my speech rather than just in my work. To do this, I need to develop creativity skills and have an action plan such as brainstorming ideas before starting my work.

To finish off my assignments at university and to explain an issue to doctor, I have used summarising skills by briefly explaining the issue and creating a short conclusion to give the audience a recap of what I’ve speaking about which resulted in leaving them to think about what has been said. Before summarising, I felt like I had lost the attention of the audience, then during summarising, I felt like I could engage them by asking a rhetorical question as I felt the audience bored. However, after the summarising everything, I felt like I caught the attention of the audience again. The positive thing about the situation is I made the summary clear and short so that others understand my point. However, I kept repeating the same things again. To overcome this, I would get straight to the point instead of talking around it. An action plan I will follow is to make key points beforehand to summarise everything.

Before using references in my university application and assignments, I was very confused as I wasn’t experienced in using Harvard referencing. Then me and other students felt like we were doing it wrong and was not confident about our work. After completing the task I compared my referencing with theirs and felt confident on using Harvard referencing. The positive thing about the situation was having a guide through every step. However, the negative part was only finding websites with no name and date. To overcome this in future, I could use textbooks and library resources rather than google. The skills I need to gain for this situation is independent skills.  An action plan to use for future referencing is gathering resources such as blogs, articles and textbooks before starting the tasks.

Before submitting summative submissions, I submitted formative assessments to get my work checked before final submissions, allowing me to look back at my work for reflection and see what I need to improve on. Before reflecting, I felt happy with my work as I tried my best. During my reflection, I felt as if I need to correct a lot which stressed me out as I did not have enough time. After my reflection, I was confident that I had no plagiarism and was capable of doing better. A positive part of this experience was identifying my strengths and know what I can improve. What didn’t go well was overcoming threats to get a high grade therefore, what I would do different is to make an action plan outlining my personal SWOT analysis to remember my reflection.

Making a CV and cover letter(CL) to apply for jobs has gave me the opportunity to gain experience in the practical life and show what I have to offer. Before creating these documents, I felt worried on how I should start it as I wanted to talk about the most interesting facts first to catch the eye of the employer. When writing these documents, I felt motivated to keep writing and show everything I have to offer. After completing it, I felt concerned that my CV and CL was too long which may bore the employer. The positive side of creating these documents was knowing I can write anything about myself and nothing can go wrong. However, I wasn’t being formal enough and going off topic. To improve this, I will make an action plan by noting down everything about me such as qualifications, skills and experiences and then narrowing it down to what is relevant for my role.
I have had public speaking and gave presentations when presenting with my team members explaining how businesses have been affected by technology. Before this experience, I felt nervous but during the experience I was motivated by my team members to speak more.  After the experience, I gained good communication skills and felt much confident in my English speaking. The positive part of this experience was being able to have many practice before presenting and having team members help me out. However, we had a downfall when team members were absence which resulted on having to speak on their behalf. To overcome this, I would understand other members work and not just focus on my own. My action plan is to have a backup plan in case of any team members being absent.
I have gained online Learning Experience by having online classes for university studies where I logged on Moodle and submitted all tasks on there. Before online study, I felt worried as I did not know how to use a computer. During the online classes, I was feeling relieved as I was guided by my teachers. After my online classes, I felt comfortable using technology. The positivity about this experience was having clear guides given to you beforehand. Whereas the negative part was having slow typing and having background noises. To overcome this, I would find a quite environment and set an action plan which is to take technology training.
Time management behaviours relate in positive ways towards control of time, health, job satisfaction and negatively towards stress. Time management training enhances time management skills. However, this does not transfer to a better performance in time automatically. (Classens, Van Eerde, Rutte, Roe, 2007) Public speaking and presentations are known to be a career advancement which helps you boost confidence and CV writing. It has been shown to be a way to think critically 2,500 years ago where public speaking had begun in ancient Athens. Which was when men were required to give their speeches as part of their civil duties. This included speaking at court and in legislative assemblies to defend themselves due to the lack of lawyers (Dom Barnard, 2018) The feedback I received on the presentations in class, were that I had good time management skills, however, I was weak in teamworking communication as my team members were struggling and did not attend most sessions. 
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