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Introduction

This report will reflect on what I learned on this module called Academic and Employability Skills. I will be discussing four topics which are Time management, Organized studying, Reflection and public speaking and giving presentations. On the topic about time management I will touch on the importance of time management in order to achieve success and reach our goals. In the topic of organized studying I will talk about what is needed in order to study organized and how important it is in order to improve studying quality and results. Then, I will talk about the topic of reflective writing, what it is, what we talked about in class and what we learned in class and reflective models. Finally, I will talk about the topic of public speaking and giving presentations, in which I will begin by talking about what it is, then I will talk about my experience with giving presentations and public speaking and how I managed to improve and overcome the challenges I was presented with.
Reflection
From what we discussed in class about reflection as a topic in this module which was lectured by Sylvia Hoffman on that day we discussed and came to the conclusion that Reflective topics are from personal experiences that we have to describe and then talk about how it has affected our lives and what we have learned from them. According to port.ac.uk Reflective writing looks back on past experience in order to be able to perform better in the future. As we discussed in our class, another very important aspect of reflective writing and that is needed in order to be successful in reflective writing is thinking reflectively.  According to the port.ac.uk, Thinking reflectively is thinking about what was done. Analyzing the event by thinking in depth from different perspectives. Using subject theory, reflective models and personal insight. Also, we talked with the teacher and she gave some examples in class which we later discussed about analyzing events in reflective writing and that resulted in me understanding the topic of reflection better. As we discussed in class reflective writing consists of four stages which are, Introduction, description, cause and effect. These steps help in making adjustments to be able to resolve problems and move forward in the future . Also, it is very important to note that if someone is unfamiliar with reflective writing it is critical to use a reflective model. According to libguides.cam.uk There are 4 different reflective model types. The first reflective model is the Era cycle (Jasper, M 2013), the Era cycle consists of experience, reflection and action. Firstly, we have to start with the experience, which means that we have to look into our experience and what happened. The second step is reflection, which means that we have to look at how we felt through that experience. The final step is action, which action we will take depending on how our experience was, this will result in another experience that will be cause from that action. Another reflective model is Driscoll’s what model, this model was developed by Driscoll in the mid 1990s. This model was based on the 3 questions which were asked by Terry Borton in the 1970s, these questions help us understand what happened in our experiences and allows us to be able to learn from them. The model starts with the question of what. Then, we should look into the experience by asking so what, this helps to understand and look into what we learnt from this experience and how we learnt it. The last stage of the process which is now what, invites us to consider what action we will take as a result of our reflection. Next reflective model is called Kolb’s experiental learning cycle. This model focuses on the idea of gaining knowledge through real life situations. This model consists of 4 stages which are concrete experience, reflective observation, abstract conceptualization and active experimentation. The model begins with an experience, which is either a recurrence of a previous occurrence or something entirely fresh to us. The following step which is called reflective observation is to reflect on the experience and make note of anything new that we have noticed. Then on the next step which is called abstract conceptualization we begin to generate new concepts. The last part which is called active experimentation, is about is about using our new ideas in different types of situations. The fourth reflective model is called Gibb’s reflective cycle. This model is about using the other previous models’ stages and it adds more stages to them. This model contains six stages which are, description, feelings, evaluation, analysis, conclusion and action plan. To begin with, description is about describing your experience. The next step which is feelings is about how you have felt from the experience. Evaluation is about evaluating the positives and the negatives from the experience. The step after that is analysis. Analysis will lead to the next step which is conclusion, which leads to the last step which is creating an action plan which we can follow next time we face a similar problem.


Time management
The ability to match and organize your duties and objectives into a schedule is known as time management. In class we talked about the importance of time management and how critical it is to achieve success, thanks to the use of time management, we are able achieve your goals and complete the tasks which are set. Time management allows us to plan and control time more efficiently in order to more and better work while needing less time than we would need without it. Many individuals underestimate the benefits and the positive impact of time management and I can admit I was one of them, but I learned from my mistakes and I understood the positive impact time management can have on someone’s life. To begin with, time management can have a positive effect on your mental health, according to Kyinbridges.com time management if used correctly is proven to reduce stress by eliminating the overwhelming feeling that you feel when you are under pressure to finish a task by giving you a right direction towards finishing your tasks successfully, this also results in better sleep quality which is proven to improve mental health and energy. Also, regardless of what requests or demands you face, you will feel more in control in knowing that you are in control, which will lessen the amount of stress you experience. This will result in you being able to enjoy your life more by completing tasks that you know that matter. Now, someone may ask, how can I improve my time management? Well, there are many ways to do so. According to Freshbooks.com the first and most basic step in time management is planning, something that will help you play more efficiently is making good use of a notebook by writing down all your tasks and the criteria that you need to do for them to be met and by what time you need to start and finish them. 

Organizing study

According to Skillsyouneed.com. The process of organized studying and being comfortable and in a suitable space and environment for studying is an important first step in study skills. The first step is to choose the place where you are going to be studying in, it is very important to choose a place which is quiet and peaceful so it makes it easier for you to focus on studying and being more productive. Also, another thing which is very important when considering the place in which you are going to study is if there is enough space for your tools, such as books, pencils, notes etc. Another very important step is to choose when to study, when should you study you may ask? That is the same question that we discussed and answered in class and we came to the answer that depends on each person’s schedule and responsibilities, with that being said the best way to choose when to study and which applies to all people is always planning to have extra time than the time you think you will need, that is because something unexpected might occur and ruin your plans for studying so it is always helpful to have more time in case you need it. Me and my classmates after discussion we came to the conclusion that another way that allows you to study organized is to plan everything in a calendar. The way to do it is to use a calendar in which you are going to write what you want to study and when you want to start studying it and when you want to finish with your studying. Last but not least, the best way of organized studying is regular studying. This means studying in a regular basis even if you think you do not need to, regular studying will exercise and prime your brain for learning which means that it will become easier for you to learn and understand new things because you will be used to doing it. Finally, another important part of organized studying is balance. Balance means to not dedicate the entire studying session in one thing when you study and most importantly balancing your studying by adding small breaks within your studying sessions. Being organized for studying is very important, a vast majority of people overlook this stage but they should not do it and I will be explaining why. There are many positives to organized studying, As Benjamin Franklin said “ For every minute spent in organizing, an hour is earned” which means that organizing will save you a lot of time. Also, another positive of organized studying is that it will help you achieve your goals because the more organized you are the more efficient and successful you will be.

Public speaking and giving presentations

Giving presentations is the ability to create a presentation for academic study purposes and public speaking is the action of speaking in public about a subject. I have to admit, I used to have problems with public speaking and giving presentations when I was younger, but then I realized it wasn’t just me, According to www.brookes.ac.uk some students find it unsettling or frightening to give presentations. My difficulties giving a presentation were caused by stress that the fear of failing the presentation and the audience making fun of me cause me. the presentation caused me and mainly because I was very shy, I am going to talk about how I overcame it and managed to improve my presentation skills. To begin with, the most important thing is practice, if you practice something enough times, success and improvement will become inevitable, same thing happened to me. At first, I even found it difficult presenting in front of my friend Abdel when I was practicing, but after spending hours of practicing on presenting, I was able to become confident in my presentation skills and then I was able to move on to public speaking. According to ecampusontario.pressbooks.pub, Speaking in front of an audience has a higher level of formality than simply talking, you should portray yourself professionally throughout a speech. This does not imply that you must dress up or wear a suit, but it does imply that you should be well groomed and wear clean, acceptable clothing. As we discussed in class we came to the conclusion that it is very important to utilize language that is appropriate for the language and the issue, to make eye contact with the audience and to appear as if you are very knowledgeable about your subject.


Conclusion 
In conclusion, in this report I showcased the topic of reflection, time management, organizing studying and public speaking and giving presentations. In all these topics I reflected on what we talked about and what we learned in class. Finally, I used information from some valid sources to help with my research.
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