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Section 1: Explain how I can prepare for studying in Higher Education	
1.1 Explain aspects such as: time management, academic writing, referencing, criticality, reflection, and other skills needed (1000 words)
1.2 Create a mind map (500 words max) that shows the skills identified, and how they interconnect to create transferable skills study, life, and workplace	
1.3   Create a Personal Development Plan showing identified skills and plan for improvement, tabular format (500 words max.)
1.4 References


1.1  Explain aspects such as: time management, academic writing, referencing, criticality, reflection, and other skills needed (1000 words)

· Time management
· What is time management? 
“Time management is the process of organizing and planning how to divide your time between different activities.” Mind tools, (2023)
Time management is making sure that you are well organised for your daily tasks, so tasks are completed efficiently. As a team leader time management is important. If staff are often late for work holding a meeting to discuss why lateness is affecting their time management and completion of tasks is essential.
For myself time management is important as I get up, feed both children, get them both ready, one for school and one for the childminder. I then get myself ready, take my daughter to school and drop my son off to his childminder. After getting a coffee I head to work ready for my first appointment. I work approximately 6 hours a day as a nail technician. I then collect my children from my parents and head home to cook tea, then I will bath both children and get them into bed. 
As a wife, mother of two children, running my own business, and 	studying in university it is absolutely paramount that I am on time for my daily tasks, if I run behind on appointments in work but have committed to picking my daughter up from school then I will be late to pick her up and that will affect her teacher, my daughter and myself.
It is important to be on time for work appointments to reduce clients waiting time for their appointments, I average appointment times between an hour and a half to a 2-hours. If I am running behind that affects the next client's appointment, and if a client has an appointment after their nail appointment my lateness will affect where they need to be next. 
The strategy I adopt to manage time effectively is my appointment book. This organises my work life, and my personal life as I include appointments for my family and myself. Without my appointment book I would be lost.


· Academic writing 
Academic writing is a level of writing that is produced for academic 		work. 
“Academic writing is part of a complex process of finding, analysing and evaluating information, planning, structuring, editing and proofreading your work, and reflecting on feedback that underpins written assessment at university.” University of Sheffield, (2023).
The purpose of academic writing is that students show that they can write at an intellectual level and understand what they are writing.
“Academic writing has been part of the student’s life for the longest time. 
Professors and teacher spend countless hours imparting knowledge to students concerning the ability to write academically because they know the benefits that come with it. This is why academic writing is important to a student” IsEssay (2018)
[bookmark: _Int_3yJkqfvi]Writing clearly and concisely is important because when writing academically you need to choose your words deliberately, constructing sentences correctly, and using the right grammar, “you need to keep your audience’s attention, and your audience needs to read through documents effortlessly and with understanding. If your writing is difficult to follow, your readers may lose interest (and patience).” (2018)
[bookmark: _Int_oMHilikt]Correct spelling is important because “you will lose marks if your writing has spelling errors. It’s important to realise that you cannot always rely on your computer you should refer to a dictionary as well.” (2023) 
you will lose marks on incorrect 	spelling. It is also important to have correct grammar when authoring 		academic papers because the reader needs to understand what message to 	writer is conveying and incorrect grammar can alter the context of a 		sentence.
[bookmark: _Int_hQmrdgCC][bookmark: _Int_OwLMlEcu]“You will lose marks if your writing has spelling errors. It’s important to realise that you can’t always rely on your computer you should refer to a dictionary as well.” (2023)
“Grammar is not just about being able to label particular words, it’s more important to be aware of the role individual words play within a sentence.” (2023)
· Referencing
Referencing is important when writing academically because anything a student uses throughout their papers that have been cited by another paper needs to be recognised as someone else's work. Placing references at the end of the page, with a URL makes it easier for the reader to find the attached quote. This also stops the student from plagiarism. 
“A reference is an acknowledgement that you are making use of another writer’s ideas or data in your writing: As Donner (1997) pointed out, low inflation does not always lead to low interest rates. There are three main reasons for giving references: a) To avoid the charge of plagiarism, which is using another person’s ideas or research without acknowledgement. b) The reference can give more authority to your writing, for it shows you are familiar with other research on the topic. c) The reader can find the original source by using the reference section, which would list the full publishing details of Donner’s book: Donner, F. (1997) Macroeconomics. Borchester: Borchester University Press” (2003)
· Plagiarism
Plagiarism is important because it stops students from copying the challenging work of other students' assignments. Also, it also comes in a form of students inputting quotes into their assignments without putting the recognition of the source.
[bookmark: _Int_C8e5Vi8A]“Plagiarism is any unauthorized use of parts or the whole of any article without giving proper credit to the original author/researcher. It is unethical copying of any writing. It is basically considered theft, and therefore it takes away the originality and trustworthiness of the content.” (2021)

· Criticality 
· What is critical writing?
 Critical writing is analysing information to understand a topic from all perspectives.
· What is critical thinking?
Critical thinking is the ability to think about all things effectively, staying impartial and putting your views aside.
· Being critical about sources of information – is it reliable, could it be fake news

· CRAPP test 
· Currency: Is the information up to date? Has anything changed recently?
Checking that all information from the writer is correct, if using certain websites e.g.: (Wikipedia) they are not always correct/accurate.
· Relevancy: does it fit in with the rest of the information? Does it add anything to what we are doing?
Some websites can be misleading with information and not always relevant to what you need information on.
· Authority: Does the author know what they are talking about. Are they recognised experts?
Anyone can author an article on certain topics, that is why it is always important to use library resources when writing assignments because the library will have the right articles you are looking for.
· Accuracy: Can the information be verified and proven, correct?
Not always that is why is important to use a reliable website when researching.
· Purpose:  Is the information objective? Is it fact or just opinion? Is the information biased? Is the writer trying to sell you something?

· Reflection
· Gibbs reflective cycle
“Gibbs (1988, p.49) created his “structured debriefing” to support experiential learning. It was designed as a continuous cycle of improvement for a repeated experience but can also be used to reflect on a standalone experience.” Cumbria, (2020)
· What have you learned – 
This course has taught me so much already. During my studying year whilst writing the assignment Enterprise and Interprenirship I learned how to write a business plan, whilst writing this business plan I learned how to run my business in a more professional perspective. 
· What do you feel you do well 
I feel I do well in communication, and I have only improved my skill more with this course.
· What do you feel you need to improve/develop
I need to improve my assignment writing, also researching using library and steering away from google.

· Other skills I will need

Digital skills
Paraphrasing: reciting other authors text but using own words whilst sticking to the same story.
Synthesis: bringing things together from different resources.
Emotional Intelligence
· Importance of having a variety of transferable skills: 
What are transferable skills?
Transferable skills are skills you can transfer from one job to another.
What skills do you currently have:
[bookmark: _Int_ftDH8kUU]Skills I currently have are effective communication skills, teamwork ability, problem solving skills.

1.2 Create a mind map (500 words max) that shows the skills identified, and how they interconnect to create transferable skills study, life, and workplace.
“A Mind Map can turn a long list of monotonous information into a colourful, memorable and highly organized diagram that works in line with your brain's natural way of doing things.” (2023)
[image: ]
Skills I Need
In this mind map I have shown skills that I need which are academic writing, with academic writing referencing is a crucial part that will become a skill I need.
Another skill that I will need is research resources, when researching we will look at different maps, for example I have used a mind map for this assignment. Another research resource I will use is the online library through hwb.
Skills I Have
The skills I have are effective communication skills which as a manager is especially important. 
[bookmark: _Int_fncMq0GX]Another skill I have is good time keeping, as a manager it is important to be on time as it shows team members that they need to be reliable.
I also have good computer skills, as I work a lot of time through my phone, I am required to have good knowledge using social media, and using a laptop for university also requires good computer skills.

1.3 Personal Development Plan showing identified skills and plan for improvement, tabular format (500 words max.)

	What do I want to learn?
	What do I have?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review?

	Using HWB Library.
	My student log in.
	Online.
	When writing my assignments in level 5.
	December 2024.

	Improve my academic writing.
	Academic papers.
	Online websites. 
	Comparing next year's assignments to these years.
	December 2024.



In my Personal Development Plan, I have highlighted that I would like to improve my use of the HWB online library to research resources for future assignments. To do this I will use my student log in, which is online. I would like to achieve this when writing my level 5 assignments.
I have also involved improving my academic writing. This I will do using academic papers which I will find online, using the online library and scholar papers. I would like to improve these by my next year's assignments.
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