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Abstract

The following report covers a number of topics, firstly the experience the author had while creating a power point presentation about himself, this was mainly positive, but improvements could have been made. Also touched upon are evaluation skills and how results tend to differ from your preconceived ideas about yourself. It is always good to know your short and long-term goals, implementing actions plans will help you achieve these goals and make them seem a lot less daunting. The importance of having a well thought out back up plan when it comes to your data in case the worse happens and you lose your important documentation is also included. Time management skills and self-organization tools are a great way to improve your productivity and work more efficiently and as a result help you create better work. This was all created using learning from the study skills lessons and using the authors own research.
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1. Introduction

Gettinger and Seibert have stated “Study skills are fundamental to academic competence.” [1]
The following assignment will touch on a variety of different techniques and aids that can be used to help improve a person’s study skills. Also discussed are the authors own experiences putting together and delivering a presentation about himself as well as implementing techniques learnt during a study skills course. The topics covered are an overview of the writer, key points learnt during the presentation and things that could have been improved upon. Skills evaluations such as self-evaluation exercises, short and long-term goals, research obtained identifying desirable skills for helping with higher education and action plans have also been expressed. Additionally, the importance of having a suitable plan to look after your data including various possible “worst case” scenarios are mentioned and their likely consequences. The writer will also talk about a class-based exercise based on ransomware and how this can be an example of a potential data threat. Lastly the author deliberates the significance of using a personal plan as well as an e-Portfolio and/or PDPs (personal development plans). Personal ways to increase productivity, organization and reduce stress are also communicated. While covering these topics the creator of this report will also attempt to compare and contrast in addition to reflect upon the various skills mentioned giving suitably obtained and relevant evidence. The assignment will conclude with the authors key findings and any recommendations for supplementary study in the future.


2. Presentation

As preparation for the second week of the study skills course the students had been assigned the task to create a five-minute presentation about themselves. As well as describing themselves they had also been asked to indicate where they hoped to see themselves in five to ten years’ time. The authors presentation was created on Microsoft PowerPoint using one of the provided templates.

2.1 Presentation Overview
[image: ]
The creator of this PowerPoint presentation decided to use a template called Rose Suite. He used this template because he felt it gave the presentation a sleek professional look that was also clear and aesthetically pleasing. The presentation started with a large picture of himself and the title of the assignment (pictured right). The first main slide of the presentation introduced the audience to the presenter, his age, date of birth and the part of the country he had lived in the majority of his life. (This slide is shown in appendices A1) The information on the third slide gave the audience an insight into his immediate family. 
[image: ]This slide (Pictured right) included pictures of his wife Maria, sons Henry and Alex as well as the family’s pet cats Jimbob and Daisy. A brief snippet of personal information was also included for each member such as Marias’s occupation and the hobbies of the children. To keep the audience engaged a few lighthearted jokes had also been incorporated into the slide. Jemma Smith [2] explains that one step to a successful presentation is to consider your audience. Continuing on the presentation listed various hobbies and interests (shown in appendices A2). These included:

· Supporting Fulham FC
· Supporting Jacksonville Jaguars
· Watching and playing football and cricket
· Running
· Astronomy
· Computer Games
· Marvel

Each of these had extra personal details attached which gave extra details about the creator’s life. Also mentioned were life goals he had completed such as skydiving and running two half marathons. The next slide focused on what this person felt his strengths and weaknesses are. These strengths included being able to multitask, being a good judge of character and having a logical mind amongst other things. His weaknesses comprised of spelling and grammar, trouble saying no and being a bit of a procrastinator. The last two pages contained information on what the presenter would like to achieve during the HNC OME level 4 course and where they see themselves in 5 to 10 years’ time. The presentation informed on how he hopes the course would help further his knowledge with his current job role and as a result escalate his career prospects. On the final slide the desire to complete the OME HNC course and afterwards the degree Couse was portrayed. In the next five to ten years, he hoped to be working on significant projects as well as having a wealth of knowledge/experience in the OME field, because of this he would also be able to take on more responsibilities and gave explosive inventory holder as an example. During the presentation pictures were used throughout, this was to help keep the audience interested and to give everyone more information without it having to be described. The creator of the presentation was tasked to keep the talk to as close to five minutes as possible, this limited the amount of detail used.

2.2 Delivering a successful presentation

During initial planning for this task the author first researched how to compile a successful PowerPoint presentation. According to Microsoft [3] it is a good idea to choose a font size that your audience will be able to see from a reasonable distance. They suggest that using any font size smaller than 18 should be avoided and increasing your font size depending on the size of the room you are presenting in. Taking onboard this advice the presentation was created using a minimum font size of 18 and a larger font size of up to 40 for more key information. A TED talk by Julian Treasure [4] has many tips on how to make people engaged when presenting. One tip that was applied was to try and be yourself. The presentation was created to be a representation of the author as much as it could be and as a result would come across better and be easier to present. Other key skills that were suggested where:
	
· Speak clearly and concisely
· Use interesting images
· Align items
· Make sure its well-rehearsed

Speaking clearly and making sure the presentation was well-rehearsed were linked together, when rehearsing the presentation Infront of other people it also helped with making sure his speech was clear and concise and able to be heard by everyone. Using interesting images was also key to making the presentation an extension of yourself and easier to talk about. Aligning items made the presentation look more professional and give the illusion that the presenter knew what they were doing.

2.3 Future Improvements

After the presentation was completed, the author acknowledged that some things could have been improved upon to enhance any future readings. A set time of five minutes was assigned to the presentation and marks would be awarded for how close this target could be hit. The presentation that was given finished with a time of nearly 6 minutes. Ellie Thien [5] suggests a good way to combat over running is to time each section. If you know how long each part of your presentation should take, then it can help you keep track of time. She also writes that summarizing your points into a few sentences can help, so if you fall behind on time its easier to trim the information down without missing any key points. Once the presentation had finished the tutor taking the course provided feedback, one finding was that “umm” was being used too frequently. This could possibly be improved by the use of cue/flash cards according to southern Maine University [6]. Being able to read off a card rather than remember what to say off of the top of your head would be of benefit. This could also be avoided by rehearsing more and knowing the presentation from heart.

In summary, the presentation was a success, the author doesn’t see public speaking as a strength and was happy with the overall comments and scores received by the tutor once the talk had finished.


3. Skill Evaluation

The following part of this report will discuss different topics in relation to evaluating your own skills. Items covered will be research into what makes successful learning in a Higher Education environment, as well as skills that are considered desirable by employers when looking for a job. A variety of self-evaluation tests will be discussed, the author will compare and contrast the results of these including how the results may have differed from their own personal views about themselves. The writer of this report will also discuss his long term and short term personal and academic goals and how he uses skills learned to help plan and make them achievable.

3.1 Successful learning in a Higher educational environment

Researching this topic, the creator of this assignment found a vast amount of good quality tips, suggestions and guides to help anyone in higher education have a more successful outcome. Sarah Moore et al [7] gives the advice that high quality learning has no shortcuts, they state that it is important to get immersed into your work as much as you can, sticking to your current plan and schedule will reap the rewards you are looking for. Another useful tip to aid learning in higher education from Sarah Moore et al [7] is “People do not learn best when learning at high stakes”. The pervious quote means that most people will not learn and create their best work when they are stressed, or the work has the potential to have serious consequences. This can be avoided by planning your time, creating plans and schedules will help with anxiety and reduce the need to create assignments or work at the last minute. It is also important to do any self-learning in an environment that is beneficial to your own style of learning, for some working in a noisy chaotic space can lead to stress and being unable to concentrate at the required level. The University of Oxford [8] gives six top tips to help study effectively, these include:

· Create a study plan.
· Discover a strategic approach to notetaking.
· Relax.
· Get Active.
· Avoid ‘easy mills’.

Creating a study plan can help you keep motivated and make the most of your time. A more strategic note-taking approach means creating notes that are short and concise with arguments in your own words. Also make sure to write down any citation details you may need including authors, websites and pages. Remembering to relax can help stop us getting stressed, the more stressed we are the harder it can be for us to store information. Having a quiet environment or calm music playing can help depending on your preference, everyone is different and not one rule works for everyone. Exercising can help with concentration and improve in the intake of information; exercise can also help improve mental wellbeing which will help with stress and anxiety according to the NHS [9]. Easy mills are companies that offer essay writing services for a fee, these are prohibited by all higher education agencies and would be delt with disciplinary action which could include expulsion from the course. 

While researching successful learning in a higher educational environment the author found one key piece of advice that was suggested almost every time. The ability to keep your-self calm and stress-free looks to be an approved industry agreed way to help maximize your learning [10]. This can come in a variety of ways, be it working in a quiet and clam environment or planning ahead and setting yourself a schedule. Everyone is different and what works for you may not work for anyone else, it is important to find out how to optimize how you study to get the best out of your skills and knowledge.

3.2 Desirable skills for prospective job candidates 

According to the Indeed editorial team [11] the top skills that employees look for are:

· Communication skills
· Leadership skills
· Teamwork skills
· Interpersonal skills
· Learning/adaptability skills
· Self-management skills
· Organizational skills
· Computer skills
· Problem-solving skills
· Open-mindedness
Communication skills are required for almost every job imaginable or at the very least the initial interview process. Efectio.com states [12] “Quality communication in the workplace can eliminate unnecessary problems and promote better performance.” Communication can also affect the workplace in other ways such as productivity, employee moral and health and safety issues. Because of this it seems that communication is classed as one of the key skills prospective employers are looking for when recruiting. Good examples of good communication to include in your CV include having strengths in Presenting, writing and being a good listener. Being able to work in a team is another key skill that prospective job candidates should have. Henry Galleta-Williams [13] shows the importance of teamwork regarding work force as well as the product being worked on, in this case patients. Working well within a team helps continue a high percentage of productivity, other benefits can include having a highly engaged work force and a positive working environment. The importance of having good leadership skills can not be ignored, being a good leader can be shown with personal qualities such as self-confidence, resilience and determination including self-control. Good leadership can invigorate workers productivity, engagement as well as mental wellbeing, having poor leadership can be detrimental towards these things. Leadership skills because of this can be seen as a desirable skill for prospective job candidates. 
3.3 Self-evaluation exercises compared
[image: Graphical user interface, text, application

Description automatically generated]Self-evaluation exercises can help you understand the best way to study/learn to the best of your ability; they may show up traits about yourself you did not think were applicable. We all have our own opinion about how we best go about something; evaluation tests help to confirm this or maybe change the way you think about yourself and suggestions on how to implement more helpful ways to improve your study skills. During the authors in class learning he conducted various self-evaluation tests, one of these was the Jungian/Myers-Briggs Personality test (pictured below). The test concluded that he exceled at analyzing situations, was a possible secret daredevil, sometimes would act without regard for procedures and is capable of humorously insightful observations about things around them. The creator of this report would largely agree with the findings in this test. The statement about being a secret daredevil would be the least accurate finding but, in the whole, it’s findings seemed largely correct. The second self-evaluation test completed was called Big Five (shown in appendix A4). This tests results gave scores for extroversion, emotional stability, agreeableness, conscientiousness and intellect/imagination. The findings on this assessment found the test subject had scored low on extroversion, agreeableness, conscientiousness and imagination. This gave the results of being an anti-social, critical, impulsive as well as traditional person. Similarities between the findings of The Big Five test and the Jungian/Myers-Briggs test can be taken from them both agreeing on the person being impulsive and acting without regard to procedures. The next test that was completed during the Authors time at university was called The Jung personality test (pictured below). The results of this test concluded that the test subject was an introvert-sensor-thinker-judger. When [image: Graphical user interface, text, application, email

Description automatically generated]comparing this test to the Big Five assessment you can find similarities between the two. Both talk about the author being an introvert and is also reserved and shy. Both tests also came to the same conclusion of being an analytical thinker and liking things to be planned and orderly. The Jung personality test also pickup up upon details the other tests did not, such as being a person that likes to live in the present and that they handle practical matters well. Comparing the Jung personality test results to the Big Five, one large difference is obvious. The Big Five test is completely at odds when it states the author as impulsive and disorganized. The result of the Jung test holds more of the opinion of the author than that of the Big Five test results. The last test that was conducted in class was the Quiet Revolution test (shown in appendix A3). The results of this test called the person writing this assignment an ambivert. This means that he is neither an Introvert nor an extrovert but somewhere in the middle. This differs from the other three tests that clearly show them as an Introvert. 

3.3.1 Self-evaluation exercises at home
[image: Text

Description automatically generated with low confidence]During personal research at home two more test where completed, the first test was from Aden University and the second (pictured in appendix A5) is from education planner.org. The results from the Arden test state that the test subject was a Visual learner that was best learning by reading or seeing pictures. Things are best remembered by sight, and you can picture what you are being taught in your head as the lesson happens. However, the second test that was completed from education planner.org (Appendix 5) gave the conclusion that the person is an auditory learner. This means he learns best by listening to and hearing things. Learning best when watching others do a task and then being able to repeat it afterwards. These two tests seem to differ from each other, however, looking more closely at the result from education planner.org, visual scored the same percentage as auditory. This would make the author lean more toward the visual conclusion which would also confirm his own thoughts on himself. 
During this self-evaluation exercise the report creator has learnt that self-perceived opinions about himself are not always correct, a good idea in the future may be to try the different techniques suggested and see if they have any benefit. It is always best to keep an open mind on new ideas and not be stubborn enough to believe you are always right about yourself.
3.4 Short and long-term goals
Below are the authors current long-term and short-term goals.

Short-term goals:

· Complete study skills assignment.
· Teach son how to ride his bike.
· Complete the Basingstoke half marathon.
· Finish risk assessor training at work


Long-term goals:

· Complete OME level 4 HNC
· Potentially start and finish OME level 6 degree
· Learn to play the guitar.


3.5 Action plans

“An action plan is critical in accomplishing goals because it will help you stay motivated and ensure that you’re on track to complete your goal in a reasonable amount of time.” Charles Amemiya [14]

Action plans can help you successfully plan a goal, giving you easy to achieve small simple steps can help take potentially daunting long-term goals and make them seem more achievable and as a result make you more likely to stick to them.
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Description automatically generated]The first short-term goal is to complete the study skills assignment and make sure it is handed in before the deadline. A simple Gantt chart was made in Microsoft Excel (pictured left), this chart has broken down the assignment into small manageable chunks so that the task seems less daunting and more manageable. Each section has an allocated number of days to be completed and can be changed slightly if needed. The second short term goal was to complete the Basingstoke half marathon and the training that was needed for this to become a reality. The data already stored onto the authors running watch was put into an action plan, this is shown in appendix A6. Once the initial data was recorded, extra cells where then included so that future progress could be tracked. Increasing the distance by two kilometers a month gives an achievable goal, processing the data in this way makes it simple and easy to understand. Pictured below is an action plan created for guitar practice lessons, this is listed as a future goal, however it is always a good idea to have a plan in place before [image: Table

Description automatically generated]you start working towards something new. This action plan records the amount of time the practice lasted as well as the date it has fallen upon. Also documented is the type of lesson that was accomplished and if it was successfully completed. The most important column is the comments, this enables the user to review previous lessons and see if they may have anything to review again next time. The final action plan created was to help plan the task of teaching his son to ride his bike (shown in appendix A7). This action plan can be a visual guide for both him and his son to see how far they still need to go but also encouragement to see how far they have come. All these action plans have been made with Specific, Measurable, achievable, relevant and Time-bound (S.M.A.R.T) tasks in mind [15].


4. Looking after your data

With more and more of our personal documents, data and significant items being stored on PCs, phones and laptops it is as important as every to make sure your data is sufficiently backed up. Kyle Chivers explains [16] data backup is creating a copy or archive of your important information that is stored on any of your devices, these can then be used to help restore your data in the result of it being lost or damaged. Alex Mayer [17] suggests that using a 3-2-1 back up rule is a great way to keep your data safe from being lost forever. By having three copies of your data, two back up files stored on different media devices and one of those located away from your immediate location, you will be covered by any disaster scenario that could happen.

4.1 Personal backup strategy

The author of this report has determined that the critical documents and data that would need to be restored if lost are his work for his OME apprenticeship and his ten-year collection of family photos. For his data, the creator of this report has decided to use a “three different places” rule using his laptop, flash drive and phone/cloud as his storage spaces. Currently a 32GB HP flash drive is being used (shown in appendix A8), this was chosen because of its portability meaning that it can be placed away from other storage devices so it will not be affected in the result of flooding or fire et. When comparing difference portal storage devices, the use of an external hard drive was also considered, however a flash drive was deemed preferable due to its reduced size and cost. The space on the drive is more than adequate for his university work and photos, if space does become an issue, then it is a simple task to transfer the data onto a larger flash drive. The main device used is the writer’s laptop, this is the hub of al of his work and is where most of his documents are created. The benefits of using a laptop are that it is portable like the flash drive mentioned before, it can also be stored away reducing the possible effects of theft or fire/flooding. Another benefit of using a laptop is protection from a lightning strike, the laptop is unplugged from the mains after use. Another back up device used for photos is the authors mobile phone, this is more often that not always in his pocket and as a result safe from most disaster scenarios. When charging overnight it can be vulnerable to over surge from a possible lightning strike. Finally, the last application used is the cloud-based format provided by Microsoft, the benefits of using the cloud according to IBM [18] are that it is flexible, efficient and has strategic value. The main possible downside to using the cloud could be that you are relying on an external company to look after your data, it might be possible for them to withdraw their services or have a breach of your data from hackers for example. Due to the use of portable storage devices, it is felt that this is a robust plan and if any device may be lost, stolen or corrupted then it would be easily recoverable.

4.2 Possible disaster scenarios

The following is a list of some of the different possible disaster scenarios that could affect the previously discussed personal backup strategy. Each point will also explain how this would affect the user’s data and how he would begin to bring everything back to a normal working environment. 

· Virus attack

If a virus managed to corrupt the user’s laptop any data that could be lost would be able to be recovered using the flash drive. Using the cloud-based application could be an issue, if the virus had infected the users documents it is possible this could also be undated onto the cloud-based documents as well. After updating the laptop and running security checks to eliminate the virus the best way to recover would be to turn the internet off, plug in and restore the data from the flash drive, then turn the internet back on so then the cloud can also update itself. There are many types of computer virus, one common virus is called ransomware, the writer of this report compiled some in class research on this topic which can be seen in appendix A9. 

· Lightning strike

This backup strategy is very resilient against lightning strike or an electrical surge. The only possible devices that could be affected would be his mobile phone and laptop, the likely hood of both being plugged into the mains at the same time are small. However, if this were ever to happen then everything would be easily recoverable by using the cloud-based systems in place or the flash drive that is always located away from the devices for security reasons. 

· Fire

This backup strategy is probably lest effective against five, most of the implemented back up devises are in the person’s home. As a result of the whole building being affected by fire then all physical back up devices would be destroyed. The only way to then recover any lost data would be to recover it from the cloud. Having an additional storge method kept anyway from the home would be an additional benefit making the backup plan more resilient. 


· Theft

All the backup strategy plans are located in different locations making it unlikely that they would all be stolen at the same time. All devices are protected by passwords so are not easily accessible for security reasons. As a last resort data would be recoverable using the cloud. As mentioned before, having a storage device away from the home could add another layer of resilience and should be considered.


· Flood

In the result of a massive flood in the authors house his laptop would most likely be damaged. This is because it is currently stored on the floor and could not resisted any ingress of water. Data could easily be restored using the flash drive, phone or cloud systems. In future this disaster scenarios could also be averted by storing any devices either up high on a self or not on the first floor of the property.

· Hard disk/mechanical failure

If the hard disk failed on the user’s laptop all the data on it would be lost, by using various back up systems for his data this disaster scenario is easily corrected. After fixing or buying a new hard disk it is a simple task of using either the flash drive or cloud to restore the data. 


After looking at various scenarios the writer has concluded that it would be desirable to have an addition device located away from his home to improve the resilience of his personal back-up strategy. Overall, the portability of the devices used is seen a huge benefit and needs to be taken advantage of when re-locating them in the result of flooding etc. 


5. Time management and self-organization

Time management and self-organization technics can lead to better “better quality work, higher marks and a happier person” [19]. The following will go into detail about different time management and self-organization techniques that are currently being used or will be implemented in the near future.
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· Outlook Calendar

The company that the author works for uses a variety of apps created by Microsoft such as teams and 365, because of this the most efficient and easy way to keep track of daily activities and meetings is to use Outlook calendar (Pictured right). Outlook calendar is interlinked with programs like Teams, making meetings that require video calls simple. As well as being linked with Teams Microsoft calendar is synced with every other employee, making it easy to check if others are available when setting up your own discussions. Outlook calendar allows the user to highlight important topics in other colors, in this example important meetings are in red. 

· Personal home calendar

The authors personal family life is organized and recorded in the family calendar, as shown in appendix A10. This calendar is located in the kitchen of the family home, a place that is easily accessible by everyone. Each member of the family has their own section for every day of the month. This helps everybody know who is doing what on any given day and as a result future plans can be arranged around this. This calendar is a huge help when organizing childcare around shift work and school holidays.


· Exercise 

A few years ago, training for a half marathon had started, during this training many health improvements where noted. As well as losing weight and felling better about himself the creator of this report noticed a reduced level of stress. NHS UK [20] claim that “exercise can reduce some of the emotional intensity that you are feeling, clearing your thoughts and letting you deal with your problems more calmly”. After a stressful day going for a run or playing football can make the world of difference, because of this, attempts to exercise 3-4 times a week is now in his weekly schedule.
[image: Share_Photo]

· FamilyWall

In the future to improve his organization the implementation of the FamilyWall app has been recommended (pictured right). This app lets you create shopping lists, make plans and implement meetings. It also has the added use of messenger and the option to keep track of your children if they also have the app downloaded. All of this can be shared between family members and friends so nobody should be double booked again. The main stumbling block with implementing this app is to try get others to implement it as some prefer a more traditional approach like pen and paper. 



· Amazon Echo Dot

A simple but handy device when using time management is to use Alexa on your Amazon Echo Dot. Using voice activation, it is quick and effortless to ask for a one-hour timer or to be notified at a certain time. It is capable of applying recurring reminders and an uncountable number of other uses. It is also possible to play music from, this can help you relax after a stressful day.



5.2 e-portfolio/DPD

Pictured below is an example of the implemented e-portfolio captured using the snipping tool. 
It shows how future university work will be store and organized, starting with modules, course documents and expenses. Modules then branches down into the various classes that will be undertaken in the next two years. These have then been populated with documents relating to the course such as assignment plans and notes. As the course continues these will become larger and will fill with even more relevant data and documents. This has been set out to be as simple and as self-explanatory as possible, reducing the time it takes to find a desired document and less stress as a result. A smaller more personal e-portfolio and also be view in appendix A11. 
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6. Conclusion

This report has touched upon a variety of different topics that come under the banner of study skills. The report has described how using different technics can maximize your efficiency and improve your abilities when it comes to studying. These tools can and have been implemented in work and personal life helping you save time and effort. Self-evaluation tests can help you break down the barrier of how you perceive yourself and give you new ways of thinking about how to study. Looking after your data appropriately can result in less stress and avoid your work being lost if the worst was to happen. Time management and self-organization technics such as outlook calendar and e-portfolios can lead to an improvement in work quality and potentially higher marks. Creating and reflecting on personal work such as a PowerPoint presentation is a great way to improve upon skills that aren’t always practiced and may take the author out of there comfort zone.
   
“Study skills are fundamental to academic competence.” Gettinger and Seibert [1]
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2. Abstract

This report attempts to explain how Viruses and Ransomware work, why they may be an issue and how they infect out software. Also covered in this report is information regarding CryptoWall Trojan ransomware, how it works, why it is a problem, how to prevent it from happening and solutions to the issue if it does happen to you.



3. Introduction



With the world relying on computer-based systems more in more or everyday life it is more important than ever to be aware of and know how to prevent viruses from infecting your data. This report will try and inform the reader of computer viruses such as Ransomware and CryptoWall Trojans, the dangers they pose and solutions if you may become the victim.



Viruses and Ransomware 

4.1 

Norton antivirus states “A computer virus, much like a flu virus, is designed to spread from host to host and has the ability to replicate itself. Similarly, in the same way that viruses cannot reproduce without a host cell, computer viruses cannot reproduce and spread without programming such as a file or document.” [1]  viruses can lay dormant on your computer until it is triggered into action. Ransomware is a type of virus that will attempt to block access to your data and require you to pay to retrieve it.



4.2

Viruses are mainly spread by emails or hidden in downloaded software, because of this it is important to only download software or open email attachments from trusted sources.



4.3

Viruses such as Malware can block the victim from accessing important information, demanding a financial sum to be able to gain access again. This can cause stress and financial loss to anyone effected.



5. CryptoWall Trojan



5.1

According to bleepingcomputer.com [2] a CrypoWall Trojan virus will scan your computer files and will encrypt them, this makes them unable to be opened. Once this happens a window will open informing you how to pay a sum to retrieve your documents.
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