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In this report, I will be discussing different skills that I have had to use across the academic year, and how I improved this year compared to when I studied BTEC Computing courses. I will be showcasing my application of these skills, what effect my studied modules will have on my learning and whatever career I may have in the future. I will also be required to reflect on academic and professions skills such as team working, report writing and referencing. I will also be providing examples of my application of these skills. 
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Folder / File Structure
One of the main things that I learnt during this year, was the importance of folder structure and naming system of files. There are many modules and assignments, and resources, which means that I need to organise them in an efficient way to easily access. I created a folder for each module, with the respective module name. I then created sub-folders inside the modules, to separate assignments, notes and other resources (e.g., PowerPoints, example spreadsheets). Prior to Level 4, I would just organise work into module folders and have no sub-folders, mixing resources and notes and assignments all into the same folder. This was a struggle to work with and was unorganised. At the beginning of the academic year, I created folders for all modules and followed this folder structure since then.
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Naming structure has also become more important. For assignments, I like to follow this naming format, ‘STUDENTID_NAMEINITIALS_MODULEINITIALS_ASSIGNMENTNUMBER_ASSIGNMENTTITLE_ASSIGNMENTVERSION’. This provides me and anyone who looks at my work with all the information they need about who this work belongs to and what the work is for. I mostly take notes using paper and later scan the notes from the lesson into PDF form. For notes, I use a naming format which looks like this, ‘MODULEINITIALS_LESSONNUMBER_LESSONDATE_NOTEVERSION’. This will tell me what module the notes are for, when and which lesson in that module the notes are for. 
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When studying on BTEC courses, I had a similar folder structure. The main difference being that my files weren’t in folders dedicated to that file type within the main module folder. Instead, I would create a folder for each assignment of the module and organise notes, worksheets into folders depending on what assignment I would need them for. This was perhaps more efficient than my current system. As the current system means I must navigate between multiple folders to get everything I may need for an assignment, but with the structure of the previous year, it would’ve all been in the same folder. My folder structure organisation maybe not improved like it should and has maybe regressed instead.
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My file naming system for assignment reports has not differed between Level 3 BTEC and Level 4 HND. On Level 3 BTEC Computing, I used this naming format for assignment documents, ‘STUDENTID_NAMEINITIALS_MODULEINITIALS_ASSIGNMENTNUMBER_ASSIGNMENTTITLE. This was a naming format that I adopted early on in BTEC Computing.






Report Structure
For my reports, I like them to all follow the same set up and structure. To easily maintain this across the academic year, I created spine of a report structure and then saved it as a word template. Furthermore, I also altered the default template location on word on both my home PC and the PCs I use when in class, which provides quicker access to creating a new assignment document. My report structure consists of a cover page which has the course name, module name, assignment title, my name and student ID, the college / university name, and the date of when I created the assignment document. My report structure also has a table of contents with references table already added. At the bottom of each page, the footer has page numbers, and my name / student ID. This means that I can spend less time focussing and making sure the layout is correct and readable, and I can spend more time on writing the contents of my report. [image: A screenshot of a computer
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The referencing system that I use for my assignments is the IEEE format. It was a tiny bit of a learning curve when coming to university and writing assignments, I had never previously used referencing system, so I didn’t completely know how they work or how to reference. To help me learn how to correctly reference, I used the University of Wales Trinity Saint David official guide for IEEE referencing, my tutor also provided recourses to learn, and showed us examples of referencing. Using references meant that I had to be more thoughtful about my research, and what sources I was using, they had to be credible and have accurate information. I also had to learn to keep track of webpages I used, and when I accessed them. To make this easier, I use the built-in referencing feature of Microsoft Word, and I would add references to my report after I’d written something which used information from a source, instead of writing the entire report and then adding the referencing. 
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Above is an example of the IEEE referencing format which I used in my Data Visualisation assignment. As the academic year has progressed, I have become more confident in my referencing skills and how to add referencing to my reports. One thing that I need to improve on, is how my reference table is set out. The numbers which represent each source within the reference table are not in a single line, which presents the references as untidy and unorganised. This is something I will improve upon for upcoming assignments and the next academic year. 







Note Taking
The main problem I have had this year, is note taking. At the beginning of the year, I was taking notes digitally However, this became highly inefficient as I was not able to type fast enough to keep up with the speed in which lecturers were talking. After realizing this was inefficient, I moved away from digital note taking and began taking notes on paper, this would allow me to write fast and be able to keep up with the speed of the lecturers. One of the downsides to this, is that I took notes for all modules within the same notebook. This meant that it would take me awhile to find a notes for one module. For the next academic year, I will improve upon this by purchasing multiple notebooks and having one for each module. Another downside of moving from digital to physical note taking, meant that my notes were unorganised as I had notes being stored digitally and some stored physically, this is something I want to avoid in the future. In future, I will aim to take notes 100% physically, I will then scan the notes so I have both digital and physical notes and can access them wherever and whenever. 
[image: A piece of paper with writing

Description automatically generated with medium confidence][image: A piece of paper with writing

Description automatically generated with medium confidence][image: Text

Description automatically generated]Below are examples of both my digital and physical notes.  

 

Report Writing
Since moving from BTEC courses to a university level course, I think that my report writing skills have improved. With the introduction of having to reference my work, which means I need to do more research about the content I am writing about in my assignments, the assignments require me to write about the content in a more technical way than I did on BTEC courses, which is a learning curve to try and shift my report writing skill set to meet the required standard for a report at this level. There are a few flaws with my report writing, that I also had when studying BTEC courses, I do not think that I do as much research as I possibly should be, which can cause my report standards to not be as high as they can be. Not doing enough research means that I am not making sure every single one of my sources is credible, and from journals and research papers. A lot of the sources within my reports are from standard websites where the information may not be 100% accurate. My research skills are something I want to work towards improving, before the next academic year, to be able to achieve higher marks next year. 

The example below, is an extract from an assignment I did in BTEC Level 3 Extended Diploma Information Technology.

“Virtual Memory 
This is a form of non-physical and only exists within a computer volatile memory which is stored within the hard drive. The allocation of virtual memory will take place upon the installation of Windows OS or whatever OS your PC will run. The size of virtual memory will be the same size as your RAM. If you have 16GB of RAM, you will then have 16GB of virtual memory. 
    Within a computer, it is not called “virtual memory”. The proper Windows OS file name is “TSFile”, which stands for ‘Temporary Swap File’. 
In this process RAM will be scanned and the least used programs will be identified. The least used program(s) will then be moved from RAM into virtual memory. Space will then be available in RAM. 
Moving programs from virtual memory back into RAM can also be done. However, HDD is slow, and it can take a few seconds of minutes depending on HDD speed for the programs to be loaded back into RAM from virtual memory. If your RAM is full, then the same process will happen. “

The next extract is from an assignment that I completed in HND Level 3 Computing.

“A network threat is an attack or an attempted attack on networks and their systems. [3] It is when an attempt to gain access to network data is carried out. [3] There are different types of network threats hackers will attempt, to be able to gain access to the network. There are 4 kinds of threats, external (threat from outside of the organisation), internal (thread from inside of organisation), structured (threat which have been organised by attackers who know what they are doing), and unstructured (threats which have been organised and are carried out by non-experienced hackers). [3] There are also several types of network threats, malware (software with harmful intent used to hack system. Can take form of viruses, worms, Trojans, spyware, and ransomware), phishing (emails used to trick users into entering personal details), brute force (software uses all possible character combinations to find correct password), denial of service (Use of one or more PCs to block servers from performing tasks. “

Time Management
The biggest struggle that I have had during this year, is time management. There are various things across the year for me to do, such as self-studying, and doing assignments. Despite being told about having to time management at the beginning of the academic year, it is something I never was able to do and my work suffered for this purpose. If I had given myself more time to do the assignments, I believe that I would have achieved higher marks. One of the main struggles I’ve had regarding this is having the motivation to do assignments inside and outside of university, this was something I also suffered with when on BTEC courses. Another struggle I have is sleeping, which I have suffered sleep issues for a lot of my life, which then effects my energy levels, my motivation and thus effects the quality of my work. During the holidays, I want to work on setting up a time management template so that when I start HND Computing Level 5, I will have a template set up and I can adjust it to fit each module of the course. Giving myself as much possible time to do my assignments is something that is very important and I must improve upon for next year.

Team Working 
In terms of team working, I feel like I do not have good skills when working in a team. I am not great at communicating and socialising, which are two important factors when it comes to teamwork. I also have a difficult time identifying what my strengths are, especially with Computing, which makes it difficult for me to want to engage with teamwork and to do a lot of work. I have had experience of working in a group, during the 2019/2020 academic year, I was involved in the EESW project. Each person within the group had different responsibilities, research, programming, design, report writing. I was assigned the role of writing the project report. This year, we have had in-class work to do which allowed us to work in a team. One of these was building a PC for a test assignment so the lecturer could mark it and tell us what we may need to improve upon. For that work, I was in a paired group, I had the job of creating the spreadsheet to store all the components for the PC we find, I also had the job of identifying the components we would need and were putting in the PC. The other person in the group had the role of ensuring that the components were compatible with each other. For the next academic year, improving my team working skills is very important and something I must achieve. 
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