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Introduction
In this report I will be writing about some specific skills and topics which I have learnt about during this module. I will be reflecting on each of these, to look back and think about my experiences. 

Every human being has skills, some skills are used on a day to day basis and some are used for particular moments in their lives. There are a wide range of skills; from thinking skills, logical, analytical to speaking, writing, reading and cognitive skills. In addition, there are specific academic and employability skills are essential for an individual to gain, as it enables them to carry out their job successfully.  
As part of my studies I have analysed several reflection models such as Kolb (1984) and Driscoll (1994). In this report, I will be using the Gibbs’ method to make reflections on my learning. In 1988, Graham Gibbs formed a framework called Gibbs’ Reflective Cycle. The Gibbs’ framework is made up of 6 parts: description, feelings, evaluation, analysis, conclusion, and an action plan.

So, to use the Gibbs’ tool, an individual would need to think about what the experience was, what they felt, what they thought was good and bad, why things went well or not, what they’d learnt and how would they deal with situations in the future. 

Task 2
Time management
During the class, we were asked to watch some videos on time management. One of the videos we looked at was about an organisational tool called the Eisonhower method. This can sometimes be referred to as the Eisonhower matrix or Eisonhower box. It was used by the US president D. Eisonhower and he once said:- “What is important is seldom urgent and what is urgent is seldom important”. This method consists of a matrix or box split into four sections with a horizontal and vertical axis. It helps a person to understand and identify how to prioritise their workload and split daily tasks in order of most importance. 
When I started analysing the Eisonhower tool, I felt familiar with the way it was used to figure out and prioritise duties and tasks.  In my job role, I have to be meticulous and organised in order to stay on top of my workload and meet tight deadlines. For instance, if I have four tasks; a team meeting, a phone call to update customer, a problem and write a report. I would need to think about what the most important thing is that I must do immediately and what can I delegate or work on later on.  
Using the Eisonhower method, I would say that in this instance, the team meeting is urgent as I will gain key information which will be helpful for my day to day work and also it would cause inconvenience if I dropped it. I think it is also very important to sort out the problem as this will prevent further issues and it might something can be resolved quickly. I think if these two tasks were delayed there could be negative impact on myself and others. 
Although the task to carry out a phone call updating the customer is important, it can be done at a later time or I could delegate this to a colleague to do. The report is also just as important, but it will not need my attention straight away as it does not have an urgent deadline. From what I have learnt, the urgent tasks are the ones that will cause the most impact if they are overlooked.  
I was not aware of time management tools such as Eisonlower, therefore I think this part of my learning has been beneficial. For example, I often use Microsoft excel to create a spreadsheet to keep a close track of tasks, timescales, and actions. I use colours to identify which tasks are urgent and not so urgent. This helps me to manage my time effectively and work on tasks that are most important first. It is also very self-explanatory, so in my absence my colleagues will be able to know exactly what is happening with my workload in case they need to action something on behalf of me. 
Overall, I think the Eisenhower method is a great tool to use when juggling several tasks in a pressured environment. I was not aware of this specific method, but now that I have looked at it in more detail, I have realised that I have been doing something similar to this which helps me to manage my time and workload in my current job role. By applying this tool in my daily work, it will give a clear structure to my day and by prioritising my workload I will not feel overwhelmed. It goes into detail of separating important urgent tasks to important tasks that I can postpone. By doing this, I will utilise my time effectively.   
Paraphrasing
From my understanding paraphrasing is when you are re-writing specific text taken from someone else in your own words. By paraphrasing, you are not changing the original meaning because you are including the main information, you are just saying it in a different way. To paraphrase, I think it is important to really understand what the original text is trying to say. Without looking at the text, I can start by writing my own version of what I have learnt by using alternative words and synonyms. Once I have done this, I would compare what I have written to the original text and if there are too many similarities I would need to make further adjustments.  
I have researched and found some helpful tips to paraphrase. I have noticed that by starting at a different point of the original text can be a great way to ensure that what I am writing is not the same as the original text. If the sentence is quite long, the structure can be changed by using combined smaller sentences. I can also change the grammar of the text, for instance nouns can be changed into verbs and vice versa. These are useful ways to paraphrase successfully and prevent from committing plagiarism. 
When we were taught about this in the module, I had some knowledge of paraphrasing, but I had not done it a while. Thinking about paraphrasing in terms of learning, I think that it is a great way to interpret what I have understood. It shows that I have digested the information and if I am struggling to paraphrase then it shows there is a learning gap. Paraphrasing is re-writing the text in a way that makes sense to you. At times, you could even be simplifying the text by paraphrasing. 
During the class, we were given an exercise to complete some paraphrasing sentences. I enjoyed this element of the class. I realised that although I had prior knowledge of paraphrasing it was not that easy as I thought it would be. Some of the sentences I did not know how to paraphrase. But I was not put off or demotivated by the challenges as it meant I was learning something new. I wanted to feel challenged as it helped me stay engaged through-out the class. It also made me think about nouns, adjectives, and verbs. Although we use these types of words on a daily basis it still refreshed my knowledge. During the exercise, I felt comfortable that I had existing knowledge but was still able to build up on it.
Summarising
During the class we watched some videos about summary. I understood that a summary is supposed to be concise and brief. A good academic summary should have a structure of the main topic and then sentences supporting the main idea. Summarising goes hand in hand with paraphrasing because it is objective and is not something you are saying or someone else has directly said. Not only can we write summaries, we also generally tend to summarise stories or films we might have watched when conversating with others. For instance, if I was to have a conversation with a friend, I would not be listing everything I have done precisely during the day, rather I will tell them the most necessary things that they might need to know about what I have been up to.  
When we started learning about summarising, I was quite confident to summarise in a personal or employment setting. I often write complaint letters and within these letters I have to include a summary of the complaint, which is an emphasis on my decision about the complaint and a brief outline of how I reached that decision. I write about what I think needs to be done to put things right or I reiterate why I think nothing has gone wrong and no further action is needed. Which is almost like a conclusion to my letter. 
Despite already being aware of how to summarise, it was interesting to see how summarising was applied within academic writing. Writing styles vary in different settings. How I write at work is different to how I would write in my reports. Therefore, I think it was still a useful topic in the module. I have looked at how to use adverbs and eliminating certain words from my writing. I was still able to take away some useful tips which I can use in the future. 
	Public speaking and presentation
During one of the classes, we had to watch a video of former President Obama giving a speech to a younger audience. I noticed that he started off by speaking about his childhood hardships. I thought it was a great of him to use empathy to connect with his audience. The public will think he is being sincere and listen to everything he has to say. 
Personally, I am quite confident in communicating with people at different levels in an intimate setting, however I am quite shy when it comes to public speaking. When I was preparing my presentation, I thought about what might be interesting to talk about and I tried not to include too much information, so it does not make it difficult for my audience to follow what I am saying. I included clear and concise information that would be easily digested by my audience and keep them engaged throughout. 
Before I was delivering the presentation, I felt very nervous. Although I had practiced the presentation before hand and I was very familiar with what I was going to talk about, I was still feeling quite apprehensive about how it might go. However, I recognised these were positive emotions and deep down I was eager to deliver my presentation. 
There are a wide range of books to read on how to overcome fears or improve on public speaking. Garr Reynolds is an author who wrote a book, Presentation Zen. He basically created a book which encourages people to focus on the storytelling of the presentation, the simplicity of the message and making the audience feel impacted by the message. Reynolds’ method reminds me of the video I watched of Obama. I think that’s exactly what he did to have a successful public speaking session. 
The presentation went well, and I thought I delivered it to the best of my ability. I could feel how nervous I was and perhaps this was portrayed in how I was speaking. Next time I will be more prepared about potential IT issues. Because I tried to deliver the presentation with my mobile phone and realised it would not show my face along side the presentation slides.  
Conclusion 
When I initially enrolled to this course, I was unsure if I was able to absorb all the information and make the time for studying. Although I had taken the right step in the right direction by enrolling, I was still doubting my abilities to actually follow through with the classes and perform. 
Thankfully, the first semester has gone well, and I think that I have learnt some things. I would have liked to have learnt something completely new, which might have happened for my peers, but for me it was more about adding to my existing knowledge. Looking at time management, paraphrasing and summarising, I was refreshing my existing knowledge and skills and putting them into practice. 
Going forward, I would have liked to have done some group work as I think sharing ideas and knowledge is a great way of learning. 
I would also have appreciated a lesson specifically on report writing as I have not written a report in an academic setting in over a decade. I was quite confused in the beginning as I did not know how to format the report, but I have given it my best effort and I hope to improve on my report writing skills as I continue with the course. I think reflecting is a positive thing as I have broken down my thought process and have clarity on the situation. 
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