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Introduction
The purpose of this report is to reflect on the four topics which we learnt in class.  Write an appropriately structured academic report where you reflect on your learning in this module, using a recognised model of reflection. Discuss four topics in your work: three chosen from the list below (if they were covered in class), showing you have understood them, and reflect on how useful they have been to you, taking into consideration what you already knew, what you learnt in the sessions, and any learning you undertook outside of the classroom. Also discuss how the presentation went.
Throughout this structured report I will discuss four topics which we have covered in class which are: 
· Academic writing.
· Paraphrasing.
·  Time keeping.
·  Presentation. 

Academic Writing 
During our lesson with our lecturer Anita, we learned about Academic writing, what to use and what not to use within a sentence. We looked at informal linking words that people commonly use and looked at formal that correct them. Anita also went over some contraction words that should not be used i.e., don’t, want. I’ve. 
The class then moved on to look at paragraph structure and what a paragraph should include. A good solid paragraph should be at least Three sentences long, the way you write a sentence should start with the most meaningful, so position is very important.
The class went over some tips which was useful such as using simple words and cutting out unnecessary words; due to this I have a clearer understanding of sentences, Paragraphs and Academic writing, I intend to use a lot of contractions in my everyday writing i.e., emails, text’s, how to write and what to say and not to say when writing a formal letter. 
At the beginning of the lesson, we also looked at ‘’What is a clause’’ and how a clause can be recognised - A clause can be recognised by having a subject and a verb within the sentence (Hickey, 2013).  
In regard to feelings, I found developing my understand of Academic writing interesting and has given me a better understanding of not being complex and not requiring the use of long sentences or having to use complicated vocabulary. 
I found that finding sources to support its claims was quite difficult for me as I didn’t know too much information regarding plagiarism before Anita touched on this, so I was trying to be extra vigilant regarding not ‘copying’ other information I found via the internet, Books and Abstracts.
Overall, whilst writing a piece of academic writing the Gibbs reflective model (Gibbs,1988) is applied. This enables evaluation to be objectively looked at in a positive and negative aspect, I found all the information regarding Academic writing useful and has significantly improved my written skills and has given me a better understanding to think critically and to focus on the style and technique.
My action plan for academic writing is to set goals such as attending classes with Anita so I get more help on a one-to-one basis. My plan is to research more in detail different aspects of academic writing so I get to a stage where I am confident in writing essays and referencing. I would also like to plan out my workload in advance so that it helps me to prepare or any obstacles that might get in the way.The plan is that if I follow those steps it will keep me more focused and motivated in my writing.
Time Management   
When looking into Time Management and allocating time to study using my time effectively we looked at the 18-20 Rule by ‘Brian Tracey’ which is called the Eisenhower method. The method stats that 20 percent of your activities will account for 80 percent of your results (Tracy, 2018). The method has helped me not only in my studies but day to day tasks. 
I chose Time Keeping as one of my topics as I not only feel that time keeping is an important skill to have not just in a work environment but in everyday situations, it is one of my strength’s when looking at my own approach in all of my current roles. I am well organised and know how to prioritise my workload. I always start my day with the most important and feel like once those are completed, I can then move on and spend my time on the more senior tasks, I feel that this has helped me to stay focused and confident at being able to stick to deadlines.
To evaluate, I found that the Good in time management is being able to keep to deadlines and getting your workload completed in a timely manner it is key. If you have bad time management this could have a domino effect as when you leave things to the last minute not only does this cause you to stress but also can make you feel nervous and anxious knowing you haven’t kept to a deadline and the majority of the time if this happens your workload would be rushed which would lead to your work not being as accurate as it could be if you gave your work the right time it needed.
Due to increased pressure to achieve results, time management has become a vital skill (Forsyth, 2007). It is the process in which I plan and organise my time accordingly to the tasks I have set. Time management is not just based around work tasks having good time management gives me extra time to spend on my day to day life and improves my productivity both work and home life.
My action plan is plan is to start my work when I originally get it so that I don’t put anything off I would like to start with the most difficult so that it is done and completed, Setting a time to complete all tasks in a timely manner is also something I aim to achieve. I think my planning out my time management will be useful as it will help me to accomplish all the work I set out in a timely manner.
Paraphrasing & Summarising
During lesson, we reviewed Paraphrasing and summarising, watching a short video by Shaun Macleod. We learned that it is important or a summary to be very brief should include a topic sentence but also supporting sentences.
Paraphrasing is writing anothers idea into our own language without changing the meaning (Mahaputri, 2020). I often feel nervous when getting information from abstracts or the internet that my work might seem too familiar with another person’s information so I feel that if I read the text and then re-write it it will help.
Sometimes Paraphrasing is not so good as if you do not reword what you are writing or give credit to the original author this can lead to plagiarism which is not always intended but by copying somebody else’s work this is what could happen.
During my presentation my aim was to Prepare analyse my employability skills in relation to my intended career (social worker). To be able to discuss the skills i already have and the skills i need to improve in order to be successful in my chosen field, and demonstrate an understanding of that field by referring to published literature.  I tried to keep my audience interested but as this was my first presentation, I was unsure if I captured my audience as much as I intended to
To analyse, my understanding and sense I make out of Paraphrasing is that I am able to read a piece of work taking that information and then rewording it in my own words while preserving the original meaning. My understanding of paraphrasing is that it is extremely important to reword any information you have researched, If you don’t do this and copy somebody else’s work this will be seen as plagiarism, when I paraphrase I feel like it gives me a more clearer and better understanding of what I am actually writing about when reading through other people’s ideas.
Going forward I plan to write out the paraphrase I want  to use and then rewrite it in my own words I think that maybe if I read the text, remove the text and then explain the text out loud this will help to get more familiar with how paraphrasing actually works, another plan I have is to hide the passage I want to paraphrase and then rewrite it in my own wor
Presentation 
During class we reviewed eleven different slides so that we could get a better understanding of a PowerPoint presentation. We watched a short video clip that explained what to do and what not to do during a presentation. I started my presentation following the tips and guidance Anita advised, I discussed my intended career and S.W.O.T Analysis, reviewing skills I have for my intended career and skills I need. On another slide I touched on my Personal Development Plan, Conclusion and of course references.
The lead up to my presentation I felt quite nervous and overwhelmed as it was my first ever presentation and public speaking is a big weakness of mine also not being confident in even being able to share my work with my tutor was worrying me, I was prepared with all my note’s, so this made me feel more relaxed. After watching myself back I could see what I done well in and what I need to improve on, I felt it went ok but my bullet points could have had some further information but as this was my first presentation it is all a learning experience and I felt proud once I had completed it I look forward to the next one having more knowledge can I only bring more confidence.
When sharing my PowerPoint presentation I believe that it was good because it helped me look into certain aspects of my intended career which I didn’t realise or quite understand before it was good because I didn’t have a personal development plan in place neither did I focus on  my strengh’s, weaknesses, opportunities, threats in detail before this, it was good because it highlighted to me things I need to work on such as my list of weakness’s but helped me to focus on other things such as my Opportunities and threats. What I found not so good about my presentation was my lack of confidence in public speaking and maybe the lack of knowledge I had in the technical department on being able to share my work on PowerPoint.
My analysis of Academic writing is that it is a formal style of writing used in universities, the findings within the research have to be supported with evidence as well as being paraphrased, technical vocabulary should be used as well as structured sentences, The sense I get out of Academic writing on a whole is that it improves communication skills so that the use of evidence gives credibility to an argument. During our lessons our lecturer went over examples of Academic writing, and I found that the way I express my style of writing was quite similar to the examples Anita had given.
My plan is to build up my confidence maybe by looking in the mirror at myself so I get a better image of what my audience will see and gaing more eye contact and interaction is something I want to work towards. Also recording myself is something I want to start to do so I can see exactly where I am going wrong and how I can improve.
Conclusion 
To conclude for Academic writing is that the reports should be well structured and planned out accurately, gathering information from my lessons I know that an essay should only contain original work from myself any information or ideas that I have gathered from other materials should be thoroughly referenced using the Harvard style referencing way, if not referenced the you could face Plagiarism. I think that a way plagiarism can be prevented is if students are made more aware of this earlier on through their education, I knew of plagiarism before but not in so much detail, I think by learning about Plagiarism earlier can make students cautious of this an obviously understand in more depth.
In regards to time management, the main point and conclusion of time keeping is the concept of balance, When going over the 18-20 rule it has helped me master my time management to a different level not just within my university and work load but my personal life to, I think that the main purpose of practicing this method is to be able to enhance and improve my daily life, My time management has always been one of my skills, I also reiterated this when doing my PowerPoint presentation under the SWOT Analysis however I wasn’t aware of the Eisenhower method before I started university so this has benefitted me in becoming even better.
My conclusion of Paraphrasing is to take words and ideas from a source and rewrite them in my own words giving credit to the authors, I could have used someone else’s exact work an put in quotation marks however our lecturer advised that in regards to academic writing it is always better to paraphrase as long as we always reference the information we have researched.
In regard to presentation, to conclude, as this was my first presentation I felt that it could have gone a lot better in regards to the way I interacted with the audience but I do feel that this is a learning and confidence process I have to go through, My contents and bullet points was on a whole average but when watching myself back I could clearly see what I did wrong and what I can do to improve for the next presentation even engaging more with the audience. I found referencing for the presentation was quite difficult. I think that my closing words should not have been so rushed then that way I could have given the audience a moment to process everything I touched on so it gave them opportunities to ask relevant questions.






References 
Forsyth, P., 2007. Successful time management.
Gibbs, G., 1988. Learning by doing - A Guide to Teaching and Learning Methods. Oxford: Oxford Centre for Staff and Learning Development, Oxford Brookes University.
Hickey, J., 2013. Literacy for QTLS.
Mahaputri, R., 2020. PARAPHRASING AND SUMMARIZING FOR ACADEMIC WRITING.
Tracy, B., 2018. Eat That Frog!. [Place of publication not identified]: Berrett-Koehler Publishers.





2 | Page

