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THIS IS A REPORT REFLECTING ON TOPICS I HAVE LEAN

Introduction                                                             
In this Module (Academic and Employability Skills), I will be writing an Academic Report to reflect on some of the topics I have learned. I have chosen these four topics: Time management/Organising study, Paraphrasing, Summarising and Public speaking and giving presentations. I will be going through each topic and reflecting on them.

1. Time management/Organising study
Time management is a way to manage your time by planning and to dividing your time for the different tasks or activities you need to do by assigning the correct amount of time to each task accordingly. And making a list of things you need to do to help use your time more effectively and reduce time-wasting also allows you to be more organised.

I decided to go to university and do a cause that I will need to study for. I have a family to take care of and a small online business that I just started, including lots of other activities that I need to do. So, it was essential for me to manage my time well to direct more towards the more critical task necessary for me to do.
I never often made a list of what to do for a day or even a week until I learned about time management.

Organising my daily and weekly tasks helps create time for me to study and be able to concentrate on my studies; there are essential tasks that may need to be done first. Below, I show you how I manage my time, keep myself organised, and make time to study.

I made a list of my task: 
· Start the day by Getting myself dressed and ready 
· I then get the kids ready for school on a school day 
· I then tidy up after the kids have left for school
· Time for my business 
· On the day I have classes, I set some time to study 
· I try to get as much sleep as I can as it helps me focus 

It is suitable for me to know the time I need for each task or activity to identify which job takes too much time or requires more time. I also try to put aside some time for any interference, which can cause me to go over the time I set aside for a particular task.

It is suitable for me to know which task is more critical and needs to be done on the day. For example, suppose I have items for customers that need to be packaged and dispatched. In that case, I will need to prioritise and do that first, so I don’t miss the post office, which can delay the time they receive their items, affecting my business. So will sort out the task and do the most critical job first.

It helps when I try to complete each task and know that they are done and out of the way instead of going back and forth as it can delay me by not fully concentrating.

The whole point of time managing is not to waste time, so I get enough time to do my things and have some time to rest, recharge for another day and help to reduce stress and anxiety so I will be able to concentrate on my studies. 

I lean to do SWOT Analysis which I study in class stands for:
· S for Strengths 
· W for Weaknesses
· O for Opportunities 
· T for Threats 

My Strengths are:
· I am good at using e-commerce sites and selling, which helps me create additional income.
· I am great at creating videos for my YouTube page, earning me a silver play button. This makes me happy, so I do it for good mental health.
· I sell items with no expiring date, for example, fabrics, so I can take my time to sell them without worrying about them expiring any time soon. This means that I can pause on my online shop if I need more time to put in my studies.
· I am always trying to get more information to acquire more knowledge. 
· I can concentrate and study better when my kids are off to school.





Opportunity: 
· The topics I am studying at university now is a great opportunity that I took on to help me be more knowledgeable and improve my business—for example, time management and learning about SWOT.
· I can increase my business sales by identifying my strengths, weaknesses, and threats. 
· I can create a second YouTube Channel for my online business. 
· Create even more income opportunities by taking more causes. 
· When I am making enough income through my online business, I can employ other people to save me more time for my studies.

Weaknesses:
· I find it challenging to stay consistent with some tasks as I sometimes overload myself with too much work.
· I have a young family, so sometimes I must put my business or my studies inside to attend to them, which can set me back a little, and I find myself having to catch up with the workload. 
· Because of my workload, I struggle to set enough time to study.

Threats:
· Sometimes I come across technical issues; for example, there was a time that I had no access to the internet, and I had to wait for my internet provider to come and fix the problem. It delayed me on many things as I depend on the internet for my online business and studies.  
· In life, things are constantly changing, so I try not to put too much of my time into one thing, so I try to diversify my income. 


2. Paraphrasing

Paraphrasing is the process of reading a text from sources and then changing and formulation someone else's ideas by rewriting and putting them in your own words without changing the meaning of the wording. It is crucial not to copy someone's exact words to avoid plagiarising. 
With Paraphrasing, you're not necessarily trying to make the sentences shorter as we do with summarising but just to put in your own words. If you use someone else complete sentences, you will have to put them in quotation marks.

I have learned a lot about Paraphrasing and summarising both in class and by reading sauces, which helps me better understand how to use them properly and helps to create my Report.

The best way to paraphrase is to read the information or passages thoroughly several times; this helps me understand the content better. 
Every time I reread a sentence, I get an even better understanding, meaning I can rewrite the sentences in my knowledge and keep the meaning of the wording so that it still makes sense for others to read. Therefore, I lean that it is much better to read the original sauces first then try to rewrite the sentences with my own words without looking at the original text whiles writing. Then, I can compare the two to see if it is still too like the original; I can still formulate a little more into my understanding but keep the original meaning.

These are the Tips that I lean for the best ways and methods to paraphrase better.
When rewriting, I use synonyms, and I learned in class that synonyms are words with the same meaning or mean the same thing. So, for example, I can change words like select - choose, additionally – also, Everyday – Regular, acquired – obtained, Aid – Help-assist, thoroughly – carefully. Moreover, I learned to replace the sentence structure by using different transitioning words like moreover, furthermore, such as, therefore. 


3. Summarising

I have learned that summarising is rewriting a summary of content or an article into a shorter and simpler form without losing the critical information needed. You will need to read the original text or content very carefully to understand it better and pick out the essential key points. 

I knew a little about summarising before, and the most crucial part of summarising is trying not to change the vital information too much because, yes, I want to make the text or content shorter. Still, at the same time, I want to be as accurate as possible to keep the critical information by choosing the correct words to form new sentences and removing unnecessary one. 
Learning how to summarise is an essential skill for me to know to do this Report to avoid Plagiarism as I needed to read other people's work to help me gain more knowledge and information to add to my Report.
Most times, I prefer reading the summary more because it saves me the time to read pages of a text, but I can still get the necessary information I need.






4. Public speaking and giving presentations.

I have never done public speaking or had to do a presentation before in my adult life, so this was very challenging for me. 
For public speaking, I watch a few YouTube videos to learn how to be more confident with public speaking to an audience, as it is a skill I have never had to use. I was able to get some tips from my class teacher and from the article I read (Payne, 2008). I needed to put together a precise presentation for my audience to understand and focus on the main points that I needed to get across to complete my presentation with the time given.

I was to create slides with Microsoft PowerPoint to give my presentation. 
PowerPoint is a program software developed by Microsoft which you can use to create slides for giving presentations. 
I have never used PowerPoint presentations before, but I knew I had to do it to get the result I needed to pass my work, so I had to learn more about creating slides. I was taught in class how to use Microsoft PowerPoint to create slides for my visual expression to do my presentation, and because this was all new to me, I had to watch more videos on YouTube on how to use Microsoft PowerPoint, which helped me a lot. 
I tried not to create too many slides, just enough to support the message I wanted to get across to my audience. I lean not to add too many words and information to the PowerPoint slides so the audience will focus more on what I have to say and not concentrate on the slide too much, so I tried to make most of them with bullet points, keeping them short and brief. They also helped me remember what I wanted to say even though I still left out some things I wanted to say. I found It hard to remember what I wanted to say without reading it straight from the notes, but I tried to do my best, and more practice could have also helped me.

I was able to do my presentation, which I was happy to have done for the first time. However, I was very nervous on that day as it was a new experience for me. I could have been more relaxed. After this presentation, I was able to acquire knowledge on how to use PowerPoint, and I know it will help me with my business as well as it has many other uses.










Conclusion

With this report, I have been able to reflect on some of the topics that I have lean during this Module. I choose to reflect on Time management/Organising Study, Paraphrasing, Summarising and public speaking and giving presentations. I explained what they are and reflected in my understanding and knowledge with what I learned in class and other resources I listed in my references. I have included the slides that I did for my presentation. This Module has helped me gain more knowledge on academic writing, speaking in public and creating slides on PowerPoint to give presentations which I have never done before. I aimed to make my Report a transparent and engaging way. I know I have more to learn, and I am thrilled with what I have lean so far with my studies. 
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