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1. Introduction
The purpose of this report is to reflect on my learning during the module Academic and employability skill. Reflection is an essential skill every student should develop.
Is a way of thinking and reviewing past experiences in order to understand it. Reflectiveness is a very valuable skill, is useful not only for studies but personal life and career as well.
Gibbs’ reflective model (University of Cumbria,2020) will be used to reflect on the 3 topics. Time management, academic writing and paraphrasing. I will explain in my report what I learnt during my first semester in university, what I understood and how I will use it in my life. Gibbs model is a good way to view an experience.
Is divided in six stages-description: feelings, evaluation, analysis, conclusion and action plan.

2. Description
      Time management 
In class we discussed about time management, and I learnt how to use Eisenhower method (Mindtools.com, 2019) and 80-20 rule by  Brian Tracy (Tracy , 2021). I learnt how to use my time effectively, how to allocate time to study and how to balance my time requirement.
Furthermore, I learnt how to prioritise my activities, how to remove all of the distractions that can occur during my work, how to use diaries to make work plans/trackers and how to be setting smart goals and to monitor my results.

     Academic writing 
During my lesson, I learnt about paragraph structure, sentencing, and the meaning of a clause, different word groups sentence and how to connect words effectively. 
I also learnt how to spot common errors in a sentence in academic writing and how to use linkers words. I learnt how to write correctly in the academic way, to make good sentence and to be able to express myself in the correct academic way.
 
    Paraphrasing
In one of my lessons on campus, the lecturer explained  to us what is paraphrasing and how to use it correctly without being marked down for plagiarise. The lecturer also explained to us which methods have to be used to paraphrase correctly.

3.Feelings
All the information, about time management (Mind Tools 2009), academic writing and paraphrasing was really useful for me and help me a lot with my assessment, not only for this Moodle, but also for the other assessments that I had. Before I started my education, I was worried and unsure if I had the right skills to support myself in my studies, but with the help from my tutors and my colleges I am more confident, I am in the right path.
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   During the Time management lesson, l learnt how to use my time effectively, how to allocate time to study and how to balance my time requirement. Furthermore, I learnt how to prioritise my activities, how to remove all of the distractions around me, to use diaries, to make work plans/trackers and how to be setting smart goals, to monitor my results.
    Academic writing lesson I gain a better understanding of how to use all the information correctly in class and how to put it in words in the correct academic way. Academic writing is a form of writing used in universities and scholarly publications. It follows the same writing process as other types of texts, but it has specific conventions in terms of content, structure and style. I will encounter this in journal articles and books on academic topics and I will be expected to write them in academic style. (Scribbr. n.d.)

    As a degree student I should be able to critically analyse another author’s work, I should be able to paraphrase reference and quote correctly. Plagiarism is unfair practise and can have serious consequences. It can occur when you collide with others, refer to theorise, summarise another’s work without acknowledge the source. Overall, paraphrasing will help me to support my own view in my future academic writing.






5.Analysis

   The Time management class allowed me to improve my personal time management skills so that now I can use on my day-to-day tasks. The method we have used helped me to understand how to organise my time to be more productive with my assessment and also to keep track with my family responsibilities. From now on, I will be able to organise my day, set my own goals, prioritise them, stay focused and to remove all of the distraction that can stop me from getting my work done in time. 
Eisenhower method is used to evaluate the urgency and important of tasks, it helped me to be more efficient and focused. It is a simple method which will help me in a long term for my studies and my professional life. As a mother of three children, my daily life is really busy and full of tasks on the one hand, which I have to finish by the end of each single day, on the other hand I have my study work. By using Eisenhower method was really easy for me to prioritise my tasks for the day, to finish my course work for the day, to check what will be my next lesson, to have enough time for my family and housework, and to not feel like I will be leaving something important for the next day or next free moment I have.
The method  was very useful for my assessments because it helped me to plan my tasks by putting all of my dates for my assessment’s deadline in the chart, where I can see which one is my priority, which one is  the most relevant, the less relevant and which one I have to focus on first. The method taught me how to prioritise my task by importance and urgence.
In the same way with  80-20 rule-Pareto method (Tracy, 2001) - taught me how to  choose  the most valuable part of all of my goals for the day and start with them.  As well as setting smart goals. I learnt which method works for me and which method I can use for my study to reduce the stress and achieve more. 
Furthermore, they give me more self-discipline and better concentration and taught me to stay focused until it is done. I Also started using diaries. Every evening before I go to bed, I check my schedule for next day to organise my time better. And last but not least, time management lesson was an interesting thing for me to learn and to understand the meaning of time management, and I will definitely be using the methods of time management  from now on in my future projects. Following the methods, I was able to finish all of my work on time, with less stress and enough time to spend with my children.

    Day, T.(2018) says “academic writing has particular requirement in terms of structure, organisation and presentation”. As a student ,I am expected to write reports, essays , research papers, and dissertation in academic style, moreover called academic writing.
During my lesson of Academic writing, I learnt what is a clause, what is different word groups, what is a sentence and how to connect word effectively. Everything that my lecture said was really important to me and really essential for my study and my writing skills. For instance, I learnt not to use simple sentences, how in one sentence we can have one or more clause. Also, not to put too long or too short sentences. Moreover, how to begin a sentence, when to use personal pronounce and how to position correctly the sentence in the paragraph. 
In spite of all of information, I think I still need to learn more to be able to improve my writing academic skills. According to Day, T.(2018) part of academic writing is to show you how not to copy someone else work, you use your own words and your work will be original and unique. Furthermore, all of this information were helpful for me and will help me to be more efficient in my future plan for my career growth. In the same way, Academic writing is a challenge for me. In addition to that, as an older student I have been away from school for more than 20 years, so I consider that new experience as a great challenge to me.
      Paraphrasing it was really an important skill for me to learn, while doing all of my research. General lack of awareness of expectation in academic writing, limited vocabulary and miss understanding in referencing are the reason why students fail to paraphrase correctly. Paraphrasing  It is showing the understanding of the topics and is a tool to avoid plagiarism. I learned that when I am paraphrasing, I should always acknowledge the source I was using by provide reference list. The reference is there to show where I got the information from and to prove authenticity. Students should always use credible sources for their studies. The techniques to paraphrase correctly are by using synonyms or  antonyms, changing the words class and changing the words order, always have to use both technics to be able to paraphrase correctly.  To paraphrase correctly, I should be able to explain the topic with my own words with my own understanding. I think that is the skill I will develop and mastering in time with more research and reading for my studies. Paraphrasing is an essential study skill with the big importance. It will be useful for me for every lesson, assessment and module I have in the future to support my work.



6. Conclusion 
To be more successful in future, I need to concentrate on improving my writing and paraphrasing skills, my spelling and punctuation. I realise that they are my weak spot because of language barrier, but I am confident with time, practice  and reading I will learn more and get better. All that information about time management, academic writing and paraphrasing were really useful for me because, I learnt new technics and methods in academic live to support my work in class. I know, I still have a lot to learn about all of the academic skills I need. Those study skills are really important not only for my studies but for my future career plan as well. 

7.Action plan
To improve my academic skills in the future, I have to read and learn more to be able to get better and to be  where I want to be in my future career.  To accomplish that, my plan is to finish my one-year course in university and also to carry on whit my further education to improve myself, and to be able to achieve my dreams.
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MY FUTURE CAREER

Social Worker (NHS)

Responsibilities:

> Assess the patient

» Create and Implement A Treatment Plan
> Secure and Refer Needed Resources

> Evaluate and Monitor Improvement

» Serve as a Client's Advocate

> Work under pressure
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SWOT ANALYSIS

« STRENGTHS « OPPORTUNITIES
Organised Good job
Problem solver Evolve
Leadership Better choices
Approachable Better prospects

« WEAKNESSES * THREATS
Literacy and numeracy Not a well paid job
Experience Confrontations
Lack of qualifications Unsociable hours

Child care
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SKILLS FOR SOCIAL WORKER (NHS)

« Be able to work under pressure

« Deal with very challenging behaviour

« Organise their own workload

« Be understanding of other people’s lifestyles

« Work with people from all walks of life

« Be happy visiting clients/patients in their homes
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Academic writing

« Day, T.(2018) says “academic writing has particular requirement in terms
of structure, organisation and presentation”.

My academic writing skills will be useful for —

» writing personal assessment

» daily reports

» Communication with different authorities community

»Reports for court
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Time management

Time management is planning and control of time spend for different
activities to increase productivity ( Juneja. 2021)

As social worker | will need Time management skills:
v'To be organised

v Prioritise the most challenging tasks

v"To be keep my goals in mind

v'To evaluate my priorities continuously and work on the most
important task first

v"To be able to allow time for emergencies
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Personal Development Plan(PDP)

My personal development plans is :

-First to finish my one year course to improve my
literacy, numeracy and academic skills.

-Next is to apply for further education-level 5 and 6 witch
will help me to have the level of education my future
work require.

-Finally my plan is to find voluntary work in the area so |
can gain experience.
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Conclusion

Everything | learn in this course will be helpful for
my future career-

« Academic skills
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« Work experience
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