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Introduction
The purpose of this report is to help myself to reflect on the topics we have studied during the 10 weeks we had for Academic and Employability skills course. It will make easier for me to recognized my skills, establish my  weaknesses and work towards improving them. 
Academic and Employability skills module included topic such as: time management, academic writing, paraphrasing,  reflecting writing, incorporating resources, referencing, CV and cover letter writing, presentation and public speaking.
My report will focus on reflecting upon: 
· Time management 
· Academic writing: referencing and plagiarism
· Cover letter writing
· Public speaking and giving presentation
In order to complete my report I will use Gibbs model of reflection for each of the topics above. Gibbs considered that ‘it is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or it’s learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisation or concepts can be generated and  that will allow new situation to be tackled effectively’ (Gibbs 1988)

Gibbs model of reflection has 6 steps: description, feelings, evaluation, analysis, conclusion and action plan. Using this 6 step model  could help me identify my strengths, areas for development and action I can take in order to enhance my professionals skills. I will use Gibbs model of reflection for each topic individually and I will end with an overall conclusion.






Time Management
According to Carla Crutsinger in her book from 1994, Thinking Smarter: skills for academic Succes time management was defined as a process of:
· ‘Setting goals
· Prioritizing those goals
· Deciding how much time to allocate to specific tasks
· Adjusting plans as they change
· Revisiting the goals and prioritise regularly 
· Observing results’
(C. Crutsinger 1994)
During our class I have learned that I am really good at managing my time especially at work and I have learned some techniques that could help me improve this skill. It’s important to have a  ’to do’ list for short term or  even for long term assignments. Using the 80-20 method that we have been introduced in class I could pick from my list 2 task that are the most important and the most urgent ones and try to complete them during the day. If I have time left I could continue with others from my list. Completing the most important tasks from my list keeps me motivated during the day and feel like I am enjoying my work
‘Eating the elephant’ is another method that I have learned and could help me to manage my time. Starting you hardest task piece by piece will make you more efficient and it’s a very good way to avoid procrastination, which is very common when you have complicated task to finish.
Prioritising my tasks by de deciding which are the most important and the most urgent ones, according to Eisenhower method, reduces the time I spent trying to complete less important task and become very stressed and end up missing important deadlines.
Learning new techniques to manage our available time make us more efficient, keeps us motivated especially in tasks related to work and could avoid getting to stressed about work and life in general.


Academic writing: Harvard referencing style and plagiarism
Harvard referencing style
During academic and Employability skills classes we have been presented and instructed to only use Harvard referencing style when submitting all our work for university. This system could prevent us from committing plagiarism but also it’s important that all the information used during completing the report id from reliable sources and recognizing the author’s work.
Referencing in the Harvard style is a two part procedure:
· In text citation where we can indicate briefly the source within the text immediately after being used for quoting od summarising 
· Reference list: contains the list of all the cited references used in the text with full bibliographic details of the authors, allowing the reader to look up for the original text 
Difference between reference list and bibliography
In the Harvard style references are listed at the end of the work organised alphabetically by the surname of the author.
The reference list includes all the works that have been cited or paraphrased in the text while bibliography includes all the material consulted while researching for the assignment. 
Many people use these two terms interchangeably and when completing the assignment make sure you read the assignment brief carefully. 

Plagiarism in my words means that you are using text from a book or from a research without giving details of the person who made the statement or the source. In academic writing nowadays is easy to detect many types of plagiarism so copy and paste someone’s work as yours is completely excluded. Plagiarism is considered academic crime and could cost you even to be excluded from university.
The types of plagiarism we have been taught during the class are:
· Intentional plagiarism
· Inadvertent plagiarism
· Self plagiarism 
· Collusion 













Cover letter writing
ꜤCover letters are a gracefull way to introduce yourself, to convey your personality and to impress a hiring manager with your experience and your writting skills. You can also tailor them to a specific company in ways that you cannot with a CV’
(The New York Times, 2003)
When writing your cover letter you should pay attention to different aspects as a cover letter could decide whether you will get an interview with the prospected employer or you CV will end in the bin.
The cover letter should be a support for you CV and it’s very important not to repeat the same information that your CV contains. Writing a good cover letter gives your prospected employer the changes to learn a bit about,  you and in the cover letter you get the change to describe yourself more. The main goal of a cover letter is to entice the employer to have a follow up meeting with you and for them to desire to meet in person. 
We have learned that is important, when possible, to know the person’s name, your recruiter, you should do a bit of research and find out more about the job and company you are applying for.
Address the letter to them if you know their name and then continue with the information about the job you are applying for and where it was advertised. Next paragraph should you give a short description of yourself and your professional achievements if you have experience in the field. Emphasise your skills and what you have to offer to the company that will help them grow along with you.
You should end by thanking to your reader for the time they spent looking over your letter and offer them an opportunity to talk more over an interview.
Before attending this class I was a bit reluctant to apply for jobs that required a cover letter, as I used to think it’s very complicated to write such a letter. After going through this topic  I feel more confident when it comes to writing a cover letter as now I know what it should include and what I should avoid and also I understand a good cover letter may very well increase my chances in getting a better job in the future. 



Public speaking and giving presentation
’ Nothing in life is more important than the ability to communicate effectively.’- Gerald R. Ford
It’s not enough to talk in front of a group of people to be a brilliant public speaker. Your goal should be to make a difference for your audience and this could be obtained by expressing your thoughts clearly, your emotions, actions and attitude should keep your listeners focused. 
Not all of us were born with this gift of public speaking, some of us are to shy to even try ever doing it and others think that they are able to do it but they just freeze at some point during the presentation.
Taking part in public speaking and public presentation has helped me to understand how my presentation should look like, most of the times we are using Power Point for presentation and it’s vital that you know how to operate PP very well, in your behalf. Creating your slides can be challenging as you have to put on slide short sentences that are very concise and clear to avoid your slides becoming overloaded with information, as people loos   e interest.  

The Ancient Greeks have elaborated the first rule of public speech known as Three Basic Parts of Persuasion: Ethos, Logos and Pathos
Ethos: the person who is creating the presentation should posses a level of authority and knowledge in regards to the subject of the presentation. They should know very well their subject and be able to answer to some relevant questions during the presentation.
Logos: the presenter to make sure that their message is received and understood correctly by the audience and it had to be elaborated in a logical manner.
Pathos: the ability of the presenter to capture and hold the audience attention and establish an emotional connection with the public.
Talking in public for the first time it was overwhelming for me, trying to focus on the subject, keep track of my slides, being worried I don’t know how to use PP efficiently but doing it several times becomes easier and I got the opportunity to acknowledge my mistakes and not repeat them in the upcoming presentations.
During public speech and public presentation we learned how to create PP presentation to be efficient and expose all the information that the audience needs to hear and additional we learned to have an extra list with details that could be added during the presentation.
One of the most important tips to deliver a good presentation is body language. Body language reflects your image towards the audience, becoming an non verbal means of communication. Body language includes: posture, gesture, facial expression, eye contact and being appropriately dressed.
Posture: keep as possible a good posture, stand straight and you shoulders back, you feet should be apart parallel with your shoulder and try to use your hands while talking. Don’t adopt a posture with your arms across as you look defensive.
Eye contact with your audience for up to 10seconds each time to make sure that you have their attention at al moments. When you are delivering something light-hearted or humorous, a smile, bright eyes and slightly raised eyebrows will enhance your verbal speech.

Another important aspect when giving a presentation should be rehearsal, make sure you repeat you presentation several and take some notes if you think you are going to loose track, for reminder.   Digital technology that is being used should not give worries and you feel confident using it. Timing your speech, a very long speech with too many details can become boring and uninteresting. 
When I had my PP I didn’t feel confident when I started but I managed to control my emotions. I also had troubles with my camera that it wasn’t working, I was stresses that I won’t be able to do my presentation. I had some notes handy but I didn’t repeat the presentation and I wasn’t sure how long will take. So I could say I didn’t consider many of the tips for public speaking and giving a presentation but I hope I will do better next time.




 Conclusion
During the 10 weeks of Academic and Employability skills class we have been introduced to a lot of new terms relevant to our professional development. We were stimulated to study and discover our personal skills and learn methods to improve our weaknesses. 
For me it wasn’t easy, I can admit that, as I have been taught to learn differently but I hope that gradually I will be able to complete my assignments brilliantly. 
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Time management skills
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Academic writing

Academic writing is clear, concise, focused, structured and backed up by
evidence and the purpose is to aid the reader's understanding.
(libraryleeds.ac.uk)
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Personal development plan
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Conclusion
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Night team leader job description

Leading or supervise a team of carers to provide high quality of care to
residents

Supervisions and appraisals for care staff
Working in partnership with other professionals

Continuous development
Administrating medication according to care plans
Updating care plans and assessments





