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[bookmark: _Toc57095526]Introduction 
Confucius once said, learning short of reflection is a waste, and reflection that does not result in learning is dangerous. To further validate the above point, Dr Paul TP Wong once said, “Time spent in self-reflection is never wasted, but an intimate date with yourself.” This is because, the world, as noted by William Makepeace Thackeray, is like a standing mirror through which man reflects and realize himself. Essentially, reflection is the conscious and deliberate examination of one’s viewpoints, attributes and experiences. Gillett, Hammond & Martala (2009) emphasized the importance of reflection in enhancing critical thinking and problem-solving skills, which are instrumental to personal development and equips an individual in his/her career development. Thus, the purpose of this reflective report is to discuss the Mezirow model of transformative learning, and further apply the model to my learning experience in the area of time management, academic writing, as well as public speaking.
[bookmark: _Toc57095527]Model of reflection
Reflection is a continuing process, and the learning gained from one reflection leads to future practice and experiences (Welsh Government, 2015). Several reflection models and tools have thus been developed and presented in cycles to support individuals in moving out of ‘auto-pilot’ in their day-to-day activities. Explicitly, the 1981 Mezirow model of transformative learning was adopted in this report.
[bookmark: _Toc57095528][bookmark: _Hlk57020309][bookmark: _Hlk57019769]2.1	Mezirow model of transformative learning
This reflection model was initially advanced in 1981, and was later modified 1997. The personal development model encompasses the systematic assessment of one’s assumptions and deep reflection of one’s experiences. Mezirow was of the view that “reflection on content” is often shallow, thus, leading to poor learning outcomes. The model however explains that, “reflection on process” and “reflection on previous experiences” help individuals in achieving deeper thoughts, which facilitate personal growth and development. Mezirow stressed that, reflection is highly beneficial if it brings about significant learning from a dilemma or a noticeable transformation in a person resulting from previous activities. 
Essentially, this model is more applicable in an instance when an individual is inspired for self-directed learning (Mezirow, 2006). 
[bookmark: _Toc57095529]Academic and employability skills
There is a general credence that, academic and employability skills increase a person’s likelihood of career success (Maund, Schriek & Tinkler, 2017). Specifically, Janice & Susan (1995) found that, personal management and academic skills are considered most important in a recruitment process. This section therefore presents a reflection on how my time management, academic writing and public speaking skills have be enhanced throughout my academic journey.
[bookmark: _Toc57095530]3.1	Time management 
Time is an indispensable, irrecoverable, limited, dynamic and a precious resource to mankind (Adeojo, 2012). There is no doubt that effective time management has been one of the toughest parts of the course for me in this academic session. In recent years, my schedules have always been characterized by uncertainties and procrastination, which resulted in series of complications in balancing my personal life with the requirements of my academic programme. 
Effective time management skills are highly instrumental to a successful academic and career journey (Cottrell, 2010). One of the findings of my personal SWOT analysis showed that, sleeping accounts for a significant amount of my daily time consumption. This is however trailed by prolonged personal and group studying and general classroom engagements. After the lecture on time management, I have realized the importance of balancing school, work, household duties and social activities. I can now exploit any free time to complete most of my pending academic tasks, with the aid of The Pareto Principle which suggests that, by reducing distractions by 20%, an individual’s productivity will rise by 80%.
I am often faced with many responsibilities that necessitate proper time management as a student, a part-time worker and an active member in the church. After the time management lecture, I had to develop and review my own personal learning approach by relying on my strengthens, and weakness. I carved out strategies to enhance my time management, cuts stress factors, and acquire fresh information. 
One of the strategies recently adopted was to get a new calendar, mark some key dates, and work with the calendar, using the allocated time. I can now allocate specific days of the week for church related duties, while carrying out all my major class works on week days. With this strategy, I will be able to stop procrastinating and achieve my daily plan accordingly. I strongly believe that if I’m consistent with my calendar, I will have some type of schedule to follow on a daily basis, and this will enhance my time management skills. 
Before now, my inability to effectively manage time made me feel stressed, because I often felt that I wasn’t in control. This module has however revealed to me several things I can actually do to have such stress relieved. For instance, The ALPEN Method has been very useful to me in creating a to-do list at the start of the day, determining the duration of each task, having quality breaks time, prioritizing each activity, as well as daily notes taking to determine pending tasks to be moved to the next day. 
Interestingly, by prioritizing my activities, I now have more time to relax, do intensive studying, take a long walk, read some novels, listen to music, and also do some daily meditations. As an employee, this module will help me to make the best use of time by prioritizing tasks, maintaining an appropriate time audit at work place, as well as managing spontaneous guests and telephone calls. 
[bookmark: _Toc57095531]3.2 	Academic writing, paraphrasing and summarizing
The effectiveness of paraphrasing and summarizing forms the basis of a well-expressed and developed academic writing. This is due to the fact that both paraphrasing and summarizing necessitate students and authors of scholarly works to have the ability to appreciate, analyse, synthesize, and critically appraise the source material and quality of the information thereof (Chi & Nguyen, 2017; Eden & Michelle, 2019).
Eden & Michelle (2019) evaluated 120 undergraduate students essays in Manila and found that 88% of the students had poor comprehension reading skills, 99.7% Lacked English proficiency, 60% suffered from Lack of vocabulary, while 50% suffered from documentation skills difficulties, when paraphrasing and summarizing their essays. Like many other university students, academic writing was a major challenge to me especially in the area of paraphrasing and summarizing. 
Specifically, I have always been faced with difficulties in my academic writing when it comes to maintaining a good sentence length, paraphrasing the original thoughts into my own words, proper structuring and organisation of my ideas, as well as basic sentences restructuring. I also had difficulties in categorizing information with different contextual meanings, high phobia for plagiarism, which affected my usage of existing literature, inability to apply what was learnt, inability to translate or interpret the source text, poor citations and referencing skills, poor vocabulary usage, the use of alternative words or expressions to replace words in the existing source materials, and poor attention to writing.
However, my breakthrough in academic writing started manifesting in week 2, when academic writing/language & grammar was introduced to us. After the first lecture, I was able to address pertinent issues relating to sentence structure, vocabulary, words linking. The assignment discussion in week 3 addressed my note-taking and information gathering difficulties. The PPT slides & videos in topic 3b were indeed a great relief to me, particularly in the area of referencing. After paraphrasing was treated in week 4, I was so happy I can now paraphrase literary work effortlessly. 
Also, the PPT slides & videos in relation to summarizing were highly inspiring. The practical exercises and feedbacks have enabled me to carry out many summarizing tasks without any difficulty. I’m single-handedly writing this reflective report as a token of my appreciation for the week 5 blessings. Explicitly, those practical exercises and feedbacks, PPT slides & videos on report writing have remained a source of great academic respite to me in the area of planning and structuring, linking ideas together, among others.
Specifically, the strategies I adopted to address my summarizing and paraphrasing difficulties include activating previous knowledge of the subject matter, constant practicing through assignments and reports writing, constant reading and revision of various types of supporting materials, making inferences, practice of proper usage of hedging devices, synonyms, reporting verbs, ranking of ideas, regular note-taking, repeated proofreading of my work, staying awake, listening and participating in class activities, as well as regular praying. 
Thus, the written communication skills gained from this module will enable me to apply my academics within the work context and career development. Also, I will be able to carry out any tasks involving academic writing, note-taking, letters, memos and complex technical reports writing in the work place.
[bookmark: _Toc57095532]3.3	Public Speaking and Giving Presentations 
Gerald R. Ford once said, “Nothing in life is more important than the ability to communicate effectively.” Thus, the ability to speak clearly and concisely, to successfully apprise and convince others, and to propel individuals to action are highly essential for both students and specialists in several career spheres such as banking and finance, counseling, law, politics, public relations, sales and teaching (Docan-Morgan & Nelson, 2015). 
Ulinski & O'Callaghan (2002) noted that, effective public speaking is so important that, employers now make such skill a necessity for all job applicants. Research has also revealed that, listeners only recollect 7% of the words used by a speaker, while non-verbal means of communication like the presenter’s body language and tone of voice, accounts for the remaining 93% during a public presentation (Lapakko, 2007).  
In terms of public speaking, I used to be lost in the scheme of things. To say the least, it is an area in which I found myself extremely difficult to scale through. This deeply explicates my obvious reason for the recurring loss of interest in public presentations. Due to my poor public speaking skills, I really never took pleasure in having a lot of faces around me. This is because, during public speaking, a number of people will be watching and listening to every move I make. Even with the highest level of preparation and self-confidence, the ever-increasing performance anxiety was always reoccurring, and this constantly threw me off balance. 
The Week 6 lecture on public speaking and giving presentations, the PowerPoint Presentation guidelines, and the peer feedback on public speaking practical exercise all came as emotional and intellectual bailout to me. The class discussion on employability skills, commercial awareness, the PPT slides, the group task and lecture videos were largely helpful to me, as my level of confidence has grown substantially thereof. Arising from the foregoing discussion, the public speaking and giving presentations class has truly lend an invisible hand to me in overcoming the performance anxiety and phobia which repeatedly greeted me in front of an audience. 
The outcome of the class discussion and peer feedback is significant improvement in my public speaking skills. The presentation strategies we learned in class are now part of my everyday practice.  To achieve mastery and great confidence, I now practice a speech roughly six times, using visible gestures before my presentation.  I’m currently working on my speaking speed to make sure I don’t talk too fast in the event of spontaneous stage fright. Indeed, during the term, I have made remarkable achievements in terms of maintaining better eye contact.  In addition, my gestures usage has been enhanced.
This module has also taught me how to duck the use filler terms like “uh” or “um,” but rather take transitory pauses to enable me phrase my next sentence. I strongly believe that the skills I have acquired and the progress I have made through this module will help enhance my presentations to other students, lecturers, employees, my supervisors and interview team. In general, with my improved communication skills, I’m now certain to confidently deliver both in classes and work place whenever the need arises.  
[bookmark: _Toc57095533]Recommendations 
The following recommendations are hereby advanced;
1) Students should be offered the avenue to constantly interact with their course instructors for consistent updating and more clarifications on areas necessitating the attention of the instructor. This can be achieved by setting up a Zoom or group WhatsApp account and other online discussion fora for regular interactions after the course lectures.
2) Consistent individual and group presentations should be encouraged to enhance students’ effective communication skills.
3) Regular case studies course works and assignments should be encouraged to adequately prepare the students for the world of works.
[bookmark: _Toc57095534]Conclusion 
This reflective report is predicated on the application of the Mezirow model of transformative learning to my learning experience in the area of time management, academic writing, as well as public speaking, during my academic journey. The Academic and Employability Skills module has tremendously equipped me for future academic and career pursuits in the area of effective time management, academic writing and complex technical reports writing, as well as effective communication, both in school and in the work place. I therefore wish to extend my sincere gratitude to my course instructors, and the school authority, for the love and unquantifiable assistance during this academic journey at the University of Wales Trinity Saint David.
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