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[bookmark: _Toc70336082]Introduction 

In this assignment, I am going to be discussing Academic and Employability skills and how important is to analyse what I have to offer, what I need to improve on and where I might find reading material and online learning to help with this. To help me with this assignment I will use a recognised model of reflection to focus on my learning in this module. 
For my essay I chose ‘Gibb’s reflective cycle’ as a model of reflection. I will be focusing on Time management, CV writing, Referencing and Online Learning Experience.
Gibb’s is one of the models of reflection. It has been suggested that model is ‘particularly useful for helping people learn from situations that they experience regularly, especially when these don’t go well’ (Gibbs 1988). 

[bookmark: _Toc70336083]Time management 

[bookmark: _Toc70336084]Description
I currently have a client who has Advanced Dementia. Due to the need for discretion, I am renaming him John. He requires assistance with personal care, dressing, food and drink preparation, medication administration, and general cleaning. I was given a 45-minute time slot for this patient, but the time allotted is insufficient to complete all the tasks.
[bookmark: _Toc70336085] Feelings
My job is normally very stressful, and there never seems to be enough time to do everything I want to do for the client. It is also unpredictable; for example, someone may fall, become ill, require medical attention, and so on, and I must deal with whatever is thrown at me that day. Now I feel like the knowledge and skills I have gained in this module are assisting me in managing my emotional state. Some situations continue to be mentally challenging, but by managing my time more effectively, I can keep my stress levels at a manageable level. In difficult situations, I recognise that I must either delegate to someone in the home or involve someone in the office. I prioritise what I can do and work to solve the problem.




[bookmark: _Toc70336086]Evaluation
With the knowledge I gained from the module about time management and planning, I was able to apply it in my daily work. I have a lot of clients to see and only a limited amount of time. It is critical that I provide each of them with high-quality care, so I must plan my time and make sure I meet all their requirements. Because I remained calm and took things slowly to accommodate John's needs, he did not feel pressed or self-conscious about the situation. As a result, the client was satisfied. I knew I would be late on this occasion for the next client and rang them to explain the situation and re-assured them I would be with them shortly.
[bookmark: _Toc70336087]Analysis
I have begun to plan, make a list of priority tasks on my phone to manage my work time more effectively. The Eisenhower Matrix was extremely helpful in determining which actions to take first, next, later, and not at all on that day. According to Bast (2016, p.71-88) Dwight Eisenhower suggested: ‘what is important is seldom urgent and what is urgent is seldom important’.
In my line of work, some of the key features of time management, prioritising, delegating, decision making, goal setting, problem solving, strategic thinking, and scheduling are extremely useful. I am now able to talk to my colleagues about what I have learned and assist them in time management, and this is evolving for me every day. Finally, I realised that I would need more time for the visit on this occasion. He requires someone who is patient, calm, and communicative while providing care. If I explain each task step by step, John answers much better. I discovered from a conversation with my fellow Members that they have the same issues.
[bookmark: _Toc70336088]Conclusions (specific)
In this case, the time to visit must be increased to offer excellent treatment. The office was informed and kept up to date on John's condition. Time management skills have been extremely useful in my daily working environment. I am also starting to put them into practise in my own life.
[bookmark: _Toc70336089]Personal Action Plans
I recognise that time management will be key when I work and study at this course. To comply with all the requirements of the course to my desired standard, I must prioritise my free time.


[bookmark: _Toc70336090]Referencing

[bookmark: _Toc70336091]Description 
Referencing is remembering the work of someone in an assignment or analysis. Referencing establishes a ’link between what you write and the evidence on which it is based’ as Pears, & Shields, G. (2019, p.28) suggested in the book. 
[bookmark: _Toc70336092]Feelings
The works of others are supposed to be referenced in any of my writings. It refers to anything I do. My analysis must be precise and reliable. It is very important to have a good knowledge of how to reference my work. I list the references that I have cited in the body of my assignment. A leading author Neville, C. (2010) suggest using referencing ‘when providing the reader with tables, statistics, diagrams, photographs and other images included in the assignment; when a theory, model or practise associated with a specific author is described or discussed’. I feel referencing will help me to develop more thorough approach to my analysis. It will add weight and depth to the content of any assignments that I complete.
[bookmark: _Toc70336093]Evaluation 
Neville (2010, p.25) suggested that ‘you can present an argument in an assignment by: Starting your point of view early in the assignment and presenting a clear and consistent rationale to support it. Showing where the evidence comes from: citing sources and listing in the reference all the sources’.
[bookmark: _Toc70336094]Analysis
During this course, I started to learn how to research in articles and how to reference properly. I realise I will be using it all the time when I use someone else’s work. The purpose of referencing according to Pears and Shields (2019, p.28) is to ‘show your tutor the evidence of your research’ and ‘establish the credibility and authority of your arguments and ideas’.
[bookmark: _Toc70336095]Conclusions (specific)
Information from this module is very useful to me in the future. I will be using Harvard Referencing style, which I learnt during classes. 



[bookmark: _Toc70336096]Personal action plans
I must make sure to reference correctly to avoid plagiarism, which described Pears and Shields (2019, p.31) as ‘the unacknowledged use of someone else's work’. While using the vocabulary or thoughts of someone without properly quoting and referring them is considered plagiarism and is significant ‘academic offence’. It allows the reader to see all the references I have used ranging from textbooks to just about everything on the reading list. I would like to express my gratitude for their contribution to my research. I want to acknowledge and recognise their expertise in their field and how it has enhanced my learning and added value to my studies. 

[bookmark: _Toc70336097]CV Writing

[bookmark: _Toc70336098]Description
According to Rolfe, A. (2021) ‘a CV (also known as a Curriculum Vitae, or résumé), is a written overview of your skills, education, and work experience’. When searching for a new employment, people use these many motivations, but the most important one is to express themselves.
[bookmark: _Toc70336099]Feelings
I applied for a job during pandemic, which was slow and unnatural through online interview. I had to make sure the CV I presented is clear, concise, and readable. I found it challenging to tailor my education and practical skills to meet with the requirements of the job. By spending the time tailoring my CV was worth it in the end as I was selected for the job.  
[bookmark: _Toc70336100]Evaluations
The CV I created before my studies was very poor. I learned from this module how to create a better CV and how to analyse my strengths and weaknesses. I believe this will give me more opportunities of success in the medical field. 
[bookmark: _Toc70336101]Analysis
I realised that I have a wealth of practical knowledge in my chosen field in care. The course enabled me to identify my skills and strengths both practical and academic. My research into CV’s helped me to structure the content to tailor it to each new position I applied for.  
[bookmark: _Toc70336102]Conclusions (specific)
Due to my varied work experiences, it has given me more opportunity to show my key achievements and help to build my confidence in what I set out to do. 
[bookmark: _Toc70336103]Personal action plans
I learnt what is a CV, how to structure and what information are important to include to be of interest to my future employers. It will help me to create much improved CV that is tailored to a particular job. 

[bookmark: _Toc70336104]Online learning experience

[bookmark: _Toc70336105]Description 
Due to the pandemic many universities and schools had to change the traditional way of teaching to online sessions. As a result of that I was concerned about the quality and depth of seminars that universities had to adapt to. According to Fedena (2020) pandemic has influenced the new norm of learning through different types of online tools. 
[bookmark: _Toc70336106]Feelings
At the beginning I felt very uncomfortable because of a different approach of learning and having to cope with IT difficulties due to either Wi-Fi, laptop issues or my own computing skills. My only concern regarding online learning is the lack of IT skills which will help me with the new norm of learning. 
[bookmark: _Toc70336107]Evaluation
Online learning enables more flexibility to attend studies while having a full-time job. My huge struggle is the lack of computing skills. 
I found out many advantages and disadvantages of online learning. I would like to mention some of them. 
	Advantages 
· Being flexible when planning my work 
When you decide to further your education online, you have more time which helps to manage your personal, professional, and family commitments.
It has been suggested that ‘instead of rearranging your’ (EHL Insights 2020) timetable to make things balance during class hours, you would be able to log in and finish your coursework, so you can research and complete homework whenever you would like.
· Being able to learn at my own time.
If you are provided with the opportunity to learn at your own speed, you will have more chance to effectively learn and maintain course knowledge. For online students, flexibility is key. They can refresh the course materials as much as they want, at a time when they can concentrate.
· Spending less money by not having to travel to class every day.
Not only can you save money on petrol and vehicle repairs, but you can also save money on incidentals such as parking.
Disadvantages
· Not being able to concentrate on screens.
Students also have trouble maintaining concentration when they are working on the computer, which may be especially challenging when utilising online learning materials for the first time. As a result, it is important for teachers to keep their online lessons concise, entertaining, and interactive to maintain students' attention on the lesson.
· It is also essential to address another issue in online education: internet accessibility. Though internet availability has increased dramatically over the past few years, internet access speed variability within the cities, with consistency has proven to be an issue.
· In addition, this also results in a feeling of being alone and isolated for the students. This is the last expansion of online communication features such as instant messaging, email, conference calls, and videoconferencing that allows you to get more involved with each other.
[bookmark: _Toc70336108]Conclusions (general)
Nowadays online learning is used due to the pandemic, it allows people with full time work to learn and develop while having a busy life. Large number of people lost their jobs, but this situation would not stop them from improving their skills by studying online different types of courses. 
[bookmark: _Toc70336109]Conclusions (specific)
Besides improving my computing skills; from my own experience online learning seems more personal as it breaks the barrier between student and teacher created by the standard educational environment (glimpse of personal life or space). The way of studying online suits me well as I can attend work before and after my class. 
[bookmark: _Toc70336110]Personal action plans
I would like to learn and get more confidence in my computing skills. During classes I already learned a lot as I did not have a clue how to use Microsoft word properly before. 
[bookmark: _Toc70336111]References
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