Assignment 2  - Academic and Employability Skills

Name: Amira Bennett
Student ID: 2008324
Institute: University Of Wales Trinity and Saint David
Module: BMSW4001




Contents
Introduction	2
Paraphrasing	2
Referencing	2
Time Management	2
Analytical Thinking Skills	2
Summary	2


																																																												

[bookmark: _Toc59222965]Introduction
In this report, I will be detailing the topics I have learnt during the Academic and Employability Skills module. It will be a full self-reflection of what I have learnt, how the topics I have learnt have inspired me or helped me to improve my own skills, and how I found my learning journey. 
My self-reflection will help me outline areas for improvement and help me identify areas where I have made great changes. Reflection helps one to assess their progress within learning. It is a great way to motivate yourself to do better. (Yocco, 2018)
The topics I will be covering are: Paraphrasing, Referencing, Time Management and Analytical Thinking. 

[bookmark: _Toc59222966]Paraphrasing
Before I began this module, I had minimal knowledge of paraphrasing and how it is adapted in academic writing, since I had never been taught the topic before. In the online classes with my lecturer, I found it quite easy to grasp the idea of paraphrasing. We were provided exercises to practice the ways in which we used different synonyms, changed word class and word order, to paraphrase texts accurately while maintaining the original meaning of the source. Paraphrasing is significant in academic writing, as it displays an accurate comprehension of the source. (Bogstrom, 2020)
 Initially, I questioned how I could paraphrase a text, while making sure that the synonyms used and word changes made conveyed the purpose of the source, however I used my online resources such as, the internet and online journals provided on my student portal library, to further my understanding. Although I found it quite challenging at first, once I began to understand how to paraphrase correctly, it became quite easy as it demonstrated my full understanding of the information that I had learnt both in the classroom and on my own accord. 
This was reflected in my first assignment, where I scored a 0% similarity mark which shocked me because, even though I knew I understood the topic completely, I was unaware how good I was at paraphrasing. 
Now that I do understand paraphrasing fully, it will reflect in my assignments during my course as I will showcase my academic writing skills throughout my work to demonstrate what I have learnt or what I transfer into my career in business.
[bookmark: _Toc59222967]Referencing 
When I started this module, I did not know anything about referencing and what the purpose of referencing was. My lecturer showed the class a few examples of references and a few YouTube videos that explained referencing in more detail, which enabled me to understand what referencing was. It is important to reference in your work so that you give credibility to the author/s and researcher/s of the source that you have paraphrased before, as this may result in plagiarism. (University of South Wales, 2019)
While in the online lectures, we were given referencing exercises where we had to reference texts in Harvard-style and put the references in alphabetical order, according to the author. I did find the exercises quite challenging because, some references had some parts of the information needed to make the full reference, such as: missing page numbers, missing dates, and missing authors. After a discussion with my lecturer and my classmates, I was able to overcome this problem with teamwork and by using other people’s understandings, to help me develop my own.
My newfound knowledge of referencing was reflected in my work throughout this module, as I was able to correctly reference my sources on my first assignment, where my sources were identified by the Turnitin assignment upload system. 
I was relieved because, through my work I was able to show that I understood what I had learnt in my class through the help of my lecturer and my peers. The most significant element of my learning was that it helped enhance to my academic skills, so that I can communicate in a formal manner with my peers. This is useful to me as a hopeful A&R manager, as I would be communicating with formal clients and business partners about my clients.

[bookmark: _Toc59222968]Time Management 
During my experience in the world of work, time management skills have always been essential in jobs I have come across. While I was in my online lecture about time management, I got to learn some time management skills, which could be applied and demonstrated both academically and in the employment world. 
There was a time management skill that I found useful; Pareto’s theory of the “80/20 rule”. Pareto’s theory teaches that 20% of what you do, effects 80% of the aftermath. (Reh, 2019)
 I found this theory quite interesting as it outlined an outstanding flaw that I have within myself, as a worker, a student – even in everyday life; I leave important tasks to the last minute, then I leave myself little time to complete my tasks. Once I identified how this time management tool could help me, I began writing schedules as we practiced in class, which helped me to plan my tasks and allocate time accurately so that I could complete my tasks on time and effectively. Although, it was not easy to set a routine for myself and stick to it, over the course of a week I was glued to my schedule and I was able to portray this as I was able to give myself enough time to re-read and evaluate this report before submitting it. 
In future, the time management tools I have learnt will be useful in the employment world and very desired as, according to (The Careers and Enterprise Company, 2020), teachers believe that, having academic qualifications are not more important than having workplace skills when preparing students for the workplace, after completing studies post-COVID. This means that not only will I have academic qualifications and skills to demonstrate, but I can also transfer the skills learnt to my workplace and day-to-day life. 

[bookmark: _Toc59222969]Analytical Thinking Skills
As an individual, I consider myself to have great analytical and critical thinking skills in general. I have the drive to take initiative and use the tools around me as well as my logic to solve any problem I may come across, either in the class or outside of the classroom. I must admit, although I considered myself to have these skills and understood why they were essential, this module helped me to comprehend the different ways of analytical thinking and different effects of using these ways. 
In the online classroom amongst my peers, we discussed ways that we could engage our brain daily, so that we could prepare for the activity of critical thinking. Some ways we found were crosswords, sudoku and other mind-trivial games.  As I am a fan of crossword games myself, I did not find it hard to start training my mind with a quick crossword game on my phone. It was a creative way to engage my brain, before starting some research and it also helped me memorise the key words I was reading, due to the meaning being display don the brain to develop my understanding of the word.

One type of analytical thinking that stood out for me was organisation; as I have stated above in the report, time management is an outstanding issue I have and the key to time management is having good organisational skills. I find that organisation in analytical thinking very pertinent in employability and academic skills as, you must analyse the importance of the organisation of the tasks at hand, to help you prioritise your time effectively. It was particularly important that I understood the importance of organisation because in the modern world of work, soft skills are the pinnacle to the digital economy. The demand for transferable skills over specific, “hard” have been highlighted recently. (Weber,2019)
In future, I will be able to use analytical thinking to help me organise my work schedules, so that I get my daily tasks done efficiently and by my deadlines. Organisation will help me to prioritise which tasks are important and would take majority of my time and which tasks are small and can easily be done.

[bookmark: _Toc59222970]Summary
Altogether, I believe that the topics I have learnt: Paraphrasing, Referencing, Time Management and Analytical Thinking, are important when it comes to the academic and employability skills, I need for my career choice. Paraphrasing and Referencing showcase your academic skills, as you demonstrate how you can communicate formally with an audience through a piece of writing. Time Management and Analytical Thinking exhibit how you use strategic thinking and make use of time to complete daily tasks or problems that may arise in daily life. Not only will I be able to use these skills to further and progress my education, but I can also use these skills learnt in the topic in my career choice too. 
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