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[bookmark: _Toc28877296]Introduction
This is a reflective report outlining what has been learned about the academic concepts introduced in this module; academic writing, research methods and referencing techniques.
I will explain how I can use what I have learned to benefit me in my professional career development and everyday life. I will also highlight the skills we learned about and how it would be best to develop them. I will be reflecting on my learning using theories that have been introduced me during the module such as Kolb learning cycle and Gibbs reflective cycle of learning. In this report I aim to demonstrate how further developing my academic and employability skillset has helped me to gain confidence due to my improved competence. 
[bookmark: _Toc28877297]Learning Theories
To enable me to write an effective reflective report I was introduced to several reflective theories, two of which resonated with me the most. These two were Gibbs’ Reflective Cycle and Kolb’s Experiential Learning theories.  David Kolb developed his learning style inventory from his learning styles model which he published in 1984. Kolb experimental learning cycle consists of a four stage cycle of learning (Schultz et al.,2016). Kolb believed that “learning is the process whereby knowledge is creating through the transformation of experience.” Kolb theorised that effective learning occurs in a cycle of four stages; first having concrete experience, secondly observing and reflecting on that experience which leads to thirdly and abstract conceptualisation which would be new ideas, an alteration to an existing way of thing or analysing and concluding (Barker et al., 2016). Lastly in the four stages of Kolb theory of learning is active experimentation, in which the learner applies their newly found knowledge in situations and has new experiences. Having spent time learning about Kolb’s learning cycle I realised that I never really gave much thought into the different stages in the learning process. Subsequently, I realised that learning about different theories will benefit me in future and help me to take responsibility for my learning by reflecting and implementing what has been learned. 
In 1988 Graham Gibbs developed his reflective cycle to give structure to learning from experiences (Husebø et al., 2015). Gibbs’ theory consists of six stages: first we describe exactly what the experience was; secondly we then state the feelings and thoughts; thirdly we evaluate the good and bad from the experience; fourthly we analyse to extract meaning from what has occurred; the penultimate stage in the Gibbs reflective cycle is conclusion, in which we would summarise our learning and highlight what improvements we could make (Tanaka et al., 2018). Lastly we would make an action plan to state how we will work differently and what steps we will put in place to ensure it happens. 
Gibbs and Kolb’s theories on learning are very similar in principle and I found them extremely useful when reflecting on what I have learned. Having learned about these theories I now feel confident about my ability to reflect on my learning completely using these preferred methods.  
[bookmark: _Toc28877298]Employability Skills
We learnt about Employability Skills. Employability skills are the skills employers will look for in a successful job candidate. Employability skills consist of having a positive attitude, communication, teamwork, self-management, willingness to learn and thinking skills to name a few. We identified what employability skills we felt we already possessed. I stated one being that I have a good eye for detail. We went on to discuss how we could further develop our current skillset and what steps we could take. At the time I thought the exercise was uninteresting and pointless as I have been successfully employed many times before and am already committed to lifelong learning. Later I came to the realisation that you can never acquire too many employability skills and there is no perfect candidate because all it takes for you to be successful is to have more skills than your fellow applications. After discussing our skills and thinking about how we can improve them I have come to the realisation that continuously analysing our skillset is key to strengthening our desirability for potential recruiters. 
This knowledge is useful as it helps me to gain confidence and ultimately enables me to be more effective at work in future. I have learned that in order to improve my employability skills I will need to advance my education, be organised, improve my teamwork skills, improve my communication, become more self-motivated and operate with a high level professionalism.
[bookmark: _Toc28877299]Time Management Skills
I learnt about time management skills and the importance of self-management. I learned about the importance of prioritising the important and urgent tasks as according to President D. Eisenhowers ‘Eisenhower Method’. “What is important is seldom urgent and what is urgent is seldom important”. The Eisenhower Method consists of putting tasks into a priority matrix and judging which should be completed first by level of importance and urgency. Time management is the key to efficient working, the ability to utilise time effectively and productively. For me I found prioritising my workload as very beneficial learning. Sometimes I feel as though as I have an abundance of time to create a task when in reality its deadline could be rapidly approaching. I found it particularly interesting to learn about this new and eagerly anticipated how implementing this new found theory would be benefit me in the real world.  Effective   time   management   will   help   when   creating   and   keeping   deadlines, delegating tasks to others, setting and achieving goals, decision making and team management. At   the   time   of   learning   about   time   management   I   realised   how   important   effective   time management is. Previously I had a good understanding of time management however having learned about Eisenhower Method of prioritisation I am confident I will be able to manage my workload more effectively. In future I will use Eisenhower Method to help me. 
[bookmark: _Toc28877300]Research Skills
We also learnt about research skills. Researching is gathering information; searching, locating, extracting, organising, evaluating and presenting information to a relevant topic. Report writing, data collection and handing information off the internet are all examples research skills. We learned the six steps of research process in which we find a topic, gather information, evaluate when we have, organise information, cite your sources properly and present your research. We learned the difference between primary and secondary sources; primary being that from first-hand account while secondary sources would be anything that doesn’t come from a primary source including published research and newspaper articles.  At first when we started learning about research skills, I thought it should be self-explanatory. Having delved deeper into the aspects of effective research, I understand that research is important to study and providing answers to complex questions. Research is key to improving. Having learned about research skills I now know in future that I should break the task down into manageable parts and use the six steps of research process. 

We learned about presentation skills. Presentation skills are the skills you need when delivering an effective and engaging presentation to an audience. Presenting information clearly is a key skill in delivering your message.   Presentation   skills   cover   several   areas   including   structure   of   your presentation, design of your slides, your body language and tone of voice. I found this extremely useful even though I have given numerous amounts of presentations in my life time. Presentation skills are essential to me because I aim to run my own business and enterprises are dominated by business presentations. For example, to secure a business loan it is normal to procedure to have to present your business plan. As a next step, I need to plant adequately before my next presentation. When planning for a presentation, it will be important to remember what I have learned. I will remember to practice and rehearse my presentation several times before delivering it.
[bookmark: _Toc28877301]Analytical Thinking Skills
I was introduced to analytical thinking skills. Analytical thinking is the mental process of breaking down complex information or comprehensive data into smaller more manageable parts. We use analytical thinking when analysing data, problem solving, organising, reporting, researching and even thinking creatively. When we use analytical thinking skills, we recognise our issues, we then organise the information related to underlying issue, and next we integrate all pieces and finally draw our conclusions. When I first learned about analytical thinking skills, I thought it was something I had never used before. I now realised that we use analytical thinking more often than not without even realising. We can develop analytical thinking skills by being more observant and paying attention to detail, practice breaking down action plans step by step as well as trying to find similarities between completely different objects. In future, I will further develop my analytical thinking skills by playing analytical games such as chess and dominoes. 
[bookmark: _Toc28877302]Critical Thinking Skills
We learned about critical thinking skills. Critical thinking is about finding the best possible outcome; weighing up the arguments and evidence for and against using as many sources as possible. Critical thinking calls for a persistent effort to examine any belief or supposed form of knowledge in the light of evidence that supports it and further conclusions to which it  tends (Glaser, 1941). According to Cottrell critical thinking constists of three steps; first is   persistence, considering an issue carefully several times, secondly evaluating any evidence in support of the belief and thirdly considering the implications of the beliefs and what conclusions should follow. One example of using critical thinking skills would be the ability to recognise fake news, which is becoming more important in this modern age. Critical thinking is about being an active listener as opposed to just receiving information. Critical thinkers analyse and solve problems systematically. Critical thinking will help understand links between ideas as well as identify the inconsistencies and errors in reasoning. 

When I learnt about critical thinking skills, I thought this is something that should come naturally, the ability to decipher which is useful. Learning about critical thinking should help me with decision making in future. Having analysed what it is to be a critical thinker I believe I have significantly improved my decision-making process and ability to examine things objectively. 
[bookmark: _Toc28877303]Conclusion 
All of the academic concepts learned in this module will benefit me in future learning and also my career development and everyday life. I have highlighted the best ways to develop my academic and employability skills, research methods and referencing techniques.
I will optimise my learning by using theories that have been introduced me such as Kolb learning cycle and Gibbs reflective cycle. I have demonstrated how further developing my academic and employability skillset has helped me to gain confidence. Learning about employability skills has encouraged me to be organised, improve my team working skills, improve my communication, become more self-motivated and operate with a high level professionalism. Learning about time management helped me to be more time efficient and thus help me prepare for the task at hand better in future. Learning about research skills has enabled me to identify problems, gather resources of information, evaluate the resources for credibility and effectively solve to the problem at hand. Learning about analytical thinking skills has taught me to break down large and difficult tasks into smaller steps and working systematically to overcome problems. Critical thinking skills will help me to observe and critically and choose the correct information.
Employees need an array of skills to flourish in the twenty first century. The workplace of tomorrow may not be performing the same tasks as the workplace today, and thus many traditional skills may become redundant. Employability skills enable employees and organisations to adjust as required. Equipping myself with transferable skills that can be used in all roles and sectors the workplace is important to transverse the volatile economic circumstances and testing times ahead.
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in lvory CD‘ast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The Usa
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate pl;gq_uaers falfr
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close t
the original sentence as possible, using the word in brackets where given. Pay attention t:e ¢
grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office( (announce)
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 {part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top posltlons with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmarin. Beirig a leader is a little like being a parént; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we're going to be, and how we’'ll sidestep the mistakes that we see other
people make. But when it's our turn to assume the role, we find that redlity doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedlngs _ and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all feaders
from improving. Like many in the working world, leaders have too much to do and not enough time to do it;
they don't clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aureliusfocused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-feadership:

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you’ve recently
handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself.a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words.
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HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text, and formatted in your list of
references?

Book
The Complete Guide to referencing and avoiding plagiarism by Neville, Colin
Book. English. 2nd ed. Published Maidenhead : Open University Press 2010

In text: \J}(N'U\LLQI 701\ O)
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Chapter in an edited book

Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248
contained in the following book: Study skills for Dyslexic students.

Hargreaves, Sandra

Book. English.

Published Los Angeles, Calif. ; London : SAGE 2007
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Journal articles
Putting the Defendant in Their Place: Why Do We Still Use the Dock in Criminal

Proceedings? Mulcahy, Linda. British Journal of Criminology volume 53 Issue 6 (2013):
1139-1156.
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Equity and Efficiency in the Workplace: New Trends in Managing Human

Resources. Reid, Douglas; Strudler, Robert; Ryner, Sara; Dyer, Lee. ILR
Report 24.2 (Spring 1987): 35.
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Newspaper articles

Daily Telegraph (London) October 21, 2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plant. Roland Gribben
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Web pages

Type the following words into Google: BBC news electronic retinas. Write a reference
for the article “Two blind British men have electronic retinas fitted”.
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