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Achievements D Ask Learn

Keep up the great work!

Introduction to generative Al

and agents

Module assessment passed

You have earned an achievement!

Congratulations, but what should you do next?
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Three completed courses show progress in Al literacy

== Youhavepassed!
Youhavepassed! Lo,

Al Fluency — 100%

Keep up the great work!

Microsoft Learn — assessment passed

‘Course content and evidence: Microsof Lean (2026); Anéhvopic (20263 20268

GOAL2 | AlLITERACY

Progress

| completed one Microsoft Learn
module and two Anthropic courses.
The results show foundation
knowledge of generative Al, agents,
model choice, API concepts and the
four Al-fluency competencies.

Next evidence

1 will map one workplace process,
decide where Al can help, identify risks
and limits, and explain the
recommendation to a non-technical
colleague.
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: Unit 4 :Becoming Life long learner; Second topic: Bouncing forward
Developing Resilience

Resilience is a personal quality that helps you adapt to hard situations and recover from
adversity. Owen (2020) says it is not just endurance or bouncing back because it is really
about learning to flourish and move forward. Cooper, Flint and Pearn (2013) break it into
four elements: confidence, social support, adaptability and purposefulness. It is a key
employability skill too, linked to well-being, teamwork, learning and career development,
and it can be learned through awareness and positive action.

Managing Stress and Anxiety

Stress and anxiety are a normal part of life and some level of them can even push us to act,
like starting an assessment on time. They become a problem when they affect daily life over
the long term. Stress and anxiety can show up in the body through headaches, muscle tension,
fast heartbeat, trouble sleeping and stomach aches, and in the mind through panic, poor
concentration and restlessness. You can lower these levels with simple strategies like
mindfulness, journaling, exercise and social contact.
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Unit 4 Bouncing forward as a lifelong learner

DEVELOPING RESILIENCE

Resilience is more than endurance or returning to
the old position. It means learning from difficulty,
adapting and continuing to grow.

CONFIDENCE Trusting my ability to respond

PSTETISN I 4sking for help and staying connected

PUYCAWTE R Changing the plan when needed

Keeping goals and meaning clear

MANAGING STRESS AND ANXIETY

Some pressure can prompt action. It becomes harmful
when itis intense, persistent or disrupts everyday life.

COMMON SIGNS

Headaches, muscle tension or fast heartbeat
Poor sleep, restlessness or stomach discomfort
Worry, panic or difficulty concentrating

PRACTICAL RESPONSES

Mindfulness o journalling s exercise o social contact o
early support

‘Sources: Owen (2020);Cooper, FlntTaylor and Pesrn (2013); NS ).

just the method and continue towards the g
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Strengths: Team Player, Good Communicator, Analytical Thinker, Creative
Problem-Solver, Self-Motivated and Independent Worker, Detail-Oriented
and Precise, Strong Leadership Qualities, Proficient in Data Analysis,
Proficient in Graphic Design, Proficient in Project Management Tools

Weaknesses: Needs Improvement in Time Management
Traits: Extroverted: Outgoing and Social, Moderate Stress Handler,

Preferred Learning Style: Kinesthetic, Does Not Prefer Group Study,
Prefers Solo Study
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A Reflective Account Using Gibbs’ Reflective Cycle

Sukhpreet Kaur | CertHE Computing Skills for the Workplace | Career area: Al Systems Implementation in Non-Technical Workplaces

DESCRIPTION

Balanced study with full-time work.
Developed through time management,
critical writing, report writing,
presentations, teamwork, and a

Step-Up Superuser role at The Very Group.

DESCRIPTION

CONCLUSION

Assignments should have been
started earlier, Excel support
used sooner, and feedback on
writing requested before
submission.

ANALYSIS

People skills are stronger than
technical skills. A future role in

Al systems implementation reqires
both technical understanding and
the ability to explain change to
non-technical staff.

FEELINGS

GIBBS’
REFLECTIVE

CYCLE
5

CONCLUSION

EVALUATION

4

ANALYSIS

to limited prior experience.

FEELINGS

Presentation tasks caused
nervousness. Group work felt 1
natural. Technical and data-related
tasks were the main concern due

ACTION PLAN AND DEVELOPMENT GOALS

Improve time management with a
weekly planner and deadiine tracking,
and build this habit before | graduate.

Strengthen data and Excel skills
through work sessions and weekly
practice.

2
3
EVALUATION
Strengths: teamwork, communication,
coaching, and meeting deadlines. 4
Challenges: leaving some work late,
basic academic writing at the start,
and low confidence with data tools
and Al
5

Build Al literacy by taking a free
course such as Google Al Essentials
and by using tools like ChatGPT for
real tasks.

Develop academic writing and
presentation skills by acting on
feedback and speaking up more
in groups.

Grow change management and
training skills to support non-
technical staff adopting Al tools,
which is central to my future role.

KEY INSIGHT ~ Career success in Al systems implementation depends on combining strong people Aiiaw obls everfifew Miorthasyl
skills with technical and analytical capability. adjust as | progress.
REFERENCES ~  Gibbs, G. (1988) Learning by Doing: A Guide to Teaching and Learning Methods. Oxford: Further Education Unit, Oxford Polytechnic.

World Economic Forum (2023) Future of Jobs Report 2023. Geneva: World Economic Forum. Available at:
https://www.weforum.org/reports/the-future-of-jobs-report-2023 (Accessed: 12 July 2026).
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Improve time management
for study and work

Build Al literacy and
understand common Al tools

Strengthen data and Excel
capability

Develop academic writing
and presentation skills

Develop change-
management and staff-
training skills

Planning
prioritisation

Self-management
Deadline tracking

Generative Al and LLM basics
Prompt writing

Model selection

Responsible Al judgement

Formulas
PivotTables
Data checking
Clear charts

Critical writing
Clear structure
Presentation delivery
Using feedback

Communication
Coaching
empathy
Change planning

Starting assessments earlier
Balancing work and study

Applying Al to real work
Recognising risks and limits

Advanced Excel
Explaining data clearly

Starting earlier
Speaking with confidence
Acting on feedback

Explaining Al to non-technical
staff
Managing resistance

For 8 weeks, use a weekly planner, start
assessments 14 days early and complete at
least 50% of planned study tasks.

Complete Microsoft Learn and two
Anthropic courses, then map one suitable
workplace Al use case and explain itsrisks
and limits.

Complete one advanced Excel pathway and
produce two practice workbooks using
formulas, PivotTables and charts.

Request feedback on two assignments and
record two timed four-minute presentations,
improving each one fter review.

Complete one change-management course
and deliver one 10-minute Al-awareness
session, collecting participant feedback.

Bwesks

Completed
12 Jul 2026

12 weeks

This
semester

s months
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ANTHROP\C

ClaudePlatform 101

Course Overview

What is the Claude Developer Platform?
© Whatis the Claude Developer Platform?
@ Your first API call

@ Choosing the right model

Teaching your Agent

© Theagentloop explained

Anthropic Ac

You have passed!

Your score:
60f6 Correct (100%)

Elapsed time:
2 minutes
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ANTHROP\C

AlFluency:Framework &

Foundations
Course Overview

Introduction to Al Fluency

@ Introduction to Al Fluency

The Al Fluency Framework
©@ Why do we need Al Fluency?

®@ The 4D Framework

»

Anthropic Academy

You have passed!

Your score:
100f 10 Correct (100%)

Elapsed time:
3 minutes

Show Answers

C'Take this again




