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1. INTRODUCTION
Hello, my name is Ziwan Amdadul and I want to talk about my experience in the first two terms in Academic and Employability skills with Mr. Hopkins.

In this first 2 terms I learned to manage my time, have a better organization, communicate better, find my straightness, my weakness etc. (SWOT analysis), how to do best PowerPoint presentation, how to summarise and the commercial awareness.

2. TIME MANAGEMENT
Time management is the process to organize yourself and divide all your staffs to do in the right time. 
This will help to you to work smarter and not harder.
You decide how much you want to dedicate in your daily activities. 
If you have a good time management, you are a tidy person, because you are able to know what to do in which time, and it will help to have less pressure for your works and overall better professional reputation.
But what’s happen if you are not able to manage your time efficiently? That’s could mean you can miss an important appointment because you weren’t able to manage your time. You will be stressed because maybe you book many appointments and you don’t know how to participate in those appointments. (tools, n.d.)
A good advice to have a good time management, could be avoid interruptions and avoid less important things if your day is full of important tasks to do. 

Anyway, here is my daily routine. I want to show how I manage my time every day. 
This is a topical timetable that help so much to manage my time every day. (I would like to show my timetable in University day and Working day as well).
UNIVERSITY DAY 

	ACTIVITIES
	TIME REQUIRED
	PRIORITY
	TIME
	ACTION

	Wake up
	5 minutes
	low
	11:00
	I wake up and I take few moments for wear and go down in downstage

	Breakfast 
	10 minutes
	medium
	11:10
	I have breakfast, normally I took cornflakes with milk

	Wash the face
	5 minutes
	high
	11:15
	I wash my face and I do all the staffs in the toilet

	Use mobile
	1h 15 minutes
	low
	12:30
	I use my mobile meanwhile I’m at home 

	Pick the train
	10 minutes
	high
	12:40
	I walk for 10 minutes and pick the train

	Go to the University
	40 minutes
	high
	13:20
	I arrive in the Uni where I do my 4 hours of lessons

	Finish the University classes
	4 hours
	high
	18:00
	I come back at home





WORKING DAYS
	ACTIVITIES
	TIME 
	PRIORITY
	TIME REQUIRED
	ACTION

	WAKE UP 
	7:00
	HIGH
	15 MINUTES
	I WAKE UP AND I GO DOWN IN DOWNSTAGE

	BREAKFAST
	7:15
	MEDIUM
	10 MINUTES
	I HAVE CORNFLAKES FOR BREAKFAST NORMALLY

	WASH THE FACE
	7:25
	HIGH
	5 MINUTES
	I WASH MY FACE AND DO ALL THE STAFFS IN THE TOILET

	PICK THE TRAIN 
	7:45
	HIGH
	10 MINUTES
	I GO IN THE STATION FOR PICK THE TRAIN

	START TO WORK
	9:30
	HIGH
	1 HOUR AND HALF
	I START TO WORK

	FINISH THE WORK
	19:30
	HIGH
	10 HOURS
	FINISH THE WORK AND FINALLU GO BACK AT HOME

	COME BACK AT HOME
	21:00
	HIGH
	1 HOUR AND HALF
	I NEED 1 HOUR AND HALF FOR COME BACK AT HOME NORMALLY



Jack Dorsey’s routine

Could be interesting looking at Jack Dorsey’s weekly routine. For who don’t know him: he is the CEO and founder of Twitter, one of the most used platforms in the world!

Jack work from Monday to Friday, and every day he works in different zone of the company. 
On Monday he checks the management and how the company is going on. On Tuesday he looks at the product, so he looks at to the quality etc of the products. On Wednesday he looks at the marketing and communication zone. On Thursday you look at the developers and to the partnership with his company. At the end, on Friday he looks at the company culture and recruiting. (Cooper, 2018)

MY OPINION
So, at the end I just can say, time management is the most important thing that can help a person to grow themselves, to be more tidy and more clear with their ideas. 


3. SWOT ANALYSIS
Swot analysis was one of the best arguments that we treat in the class. It is actually very useful, almost for me, because thanks to this method I understood where my weakness is and where is my straightness. 

Swot Analysis stands for Strengths, Weakness, opportunities and threats. It helps to you for understand what your best quality is and where you should improve. 

MY SWOT ANALYSIS

STRENGTHS
I’m very creative, I have good time management, I know how to use many hard programs, like visual basic, java++ etc. I know to be a good team leader as well, but it depends from which people are in the group.
WEAKNESS
I have to improve my confidence. Many times, I notice that I have no confidence, I’m not able to believe in myself. Often, I’m so introverts and I’m not able to make friendship or be freer with somebody. 

OPPURTINITIES 
I’m working with expert team of journalist, and I want to learn more than them. I can improve my communication and academic skills as well, because there are so many things to write over there. I already learned to use many professional program or websites, such as Wordpress. Now I’m able to make articles with this professional website. 

THREATS
To be honest I have nothing to lose, there are many things to learn, but one threat could be I can be conditionate from the competition and do my work badly. 


4. SUMMERISING 
Be able to summarize something means that you understood what you read before. In this term we worked for this as well. And it helped to me to summarize many things. 



HOW TO SUMMARIZE
1) Read the original text very carefully
2) Highlight the key words or the important part of the text
3) Write down in a paper the important parts


5. GIBB’S REFLECTIVE CYCLE
In 1988 Graham Gibbs published a book called ‘Learning by Doing’. This book help to people to think about their experience in more detail and adjust or change their behaviour in better way, looking by positive and negative impacts of the event. 

In the Gibbs reflective cycle there are 6 steps, such us: 
- Description (step 1)  
- Feelings (Step 2)
- Evaluation (Step 3) 
- Analysis (Step 4)
- Conclusion (Step 5)
- Action plan (Step 6) 

STEP 1: DESCRIPTION
During this step, you have to write down whatever you did in the event in detail. For do this you have to answer to few questions, such as: 

1) What happened?
2) Why did it happen
3) Where did it involved?
4) Who were involved?
5) What did you do yourself?
6) What did other people do?
7) What was the result of these actions?

STEP 2: FEELINGS
The aim of this step is the awareness. Here are some helpful question that somebody should ask for complete this phase:

1) What did you feel leading up to the event?
2) What did you feel during it?
3) What did you feel after and before?
4) What do you think people felt during the event?
5) How is their feeling now?

In this way you encourage people, because many of them have difficulty to show their feelings. 

STEP 3: EVALUATION 
In this phase you will value what’s happened in the event. You have to answer to those questions: 

· What went well during the event? Why?
· What didn’t go so well? Why?
· What was your contribution?
· What was other people contribution?

Analyse the bad experiences, help to the people to learn from it.

STEP 4: ANALYSIS
In this step you will analysis the positive and the negative experiences that you earned from that activity and reflect about it. 

STEP 5: CONCLUSION
THIS IS ANOTHER REFLECTIONS STEP. HERE YOU WILL LOOK BACK AND ASK TO YOUR SELF WHAT YOU COULD DO MAYBE FOR IMPROVE THE SITUATION? YOU HAVE TO ASK THOSE QUESTIONS TO YOUR SELF:
-What will you do differently in the event? Situation or activity were to happen again in the future?
-Which skills do you need to develop for face again this type of situation?

STEP 6: ACTION PLAN 
In this step, your main aim must be keeping the promises that you make for grow yourself. Will be a good idea if you make a schedule to discourage yourself from avoiding promises. 

EXPEREINCES
All the experiences that you earn will be good for your future if you pay attention in the details. If is a good experience, your aim should be to keep it, but if was a bad experience, no worries about it, just avoid it the next time or maybe improve wherever you show to be less preparate. Learn how this type of situation can handled differently in the future. 
(Mulder, 1988)


6. EXPERIMENTAL LEARNING CYCLE
This model was founded by Kolb in 1984. 
Concrete experience (doing, having an experience), Reflective observation (reviewing or reflecting on the experience), Abstract conceptualisation (concluding or learning from the experience), Active experimentation (planning, trying out what you have learned).

Effective learning occurs in 4 stages:

1. Concrete experience: the student encounters a new experience that interprets it as an already existing experience. 
2. Reflective observation: the student review and reflect on the new experience and tries to understand the inconsistencies between experience and understanding.
3. Abstract conceptualization: the student thinks to create a new idea or tries to modify an existing idea. This procedure serves to analyze the concept and how to arrive at a conclusion.
4. Active experimental: the student thinks about how much he has learned and whether he is able to apply new skills.

The student can enter any of these four phases and continue to follow the cycle. Instead it must be taken into consideration that these four stages together form the experimental learning process and without on of them the procedure can never be complete. (Anon., n.d.)
  

7. DRISCOLL’S WHAT MODEL
Driscoll’ what model was introduced by Driscoll in the mid 1990s. his model is based on Terry Borton’s 3 questions. Which are:
· What?
· So What?
· Now What?
By just asking these three simple questions we can learn and gain a new experience.

1. WHAT?
To answer the first question, you must describe the situation that is happening in detail. This allows us to understand exactly what is happening.

2. SO WHAT?
With “so what” we need to reflect on the fact and we have understood.

3. NOW WHAT?
Finally, we must think of the action that combines with the reflection we have made. We must take into consideration that nothing changes with reflection but that depends on how we act. (Anon., n.d.)

8. COCNLUSION

In this assessment I talked about what I learned in those first 2 term. 
There were many things that helped to me to grow myself academically and professionally in the daily routine. 
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10. APPENDIX
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Hello, my name is Ziwan Amdadul and 'm 21 years old. | love business and football. I the past |
studied Social media marketing and | have the certificate of social Media manager. | know how to
use hard program like Visual Basic etc. But for marketing, | know how to earn clients, and how to
promote products. My best quality s | always give my best for take what | want, and | can
guarantee that | can help to this company to reach the ‘checkpoint’.

2. imagine
Two man reach the top of Mount Everest. They feel very satisfied with their hard experience they
have just had. They are well covered with heavy vests, hats and glasses. They brough back spares
tent to shelter the night and food in abundance

3. Reflective writing#

I think Trinity Saint David is a good University for earn confidence, because here the professors are
all good and help to you to achieve your goals. The environment is professional, because the
classes are focused in lttle rooms, and in this way everybody can involve to the lessons more
frequently. There aren't less useful subjects, because all the subjects we studied is useful to:
English, learn how to plan a business and how to grow it up, how to work with the team efficiently
etc.

4. cover letter

I wish to apply for the role of social media manager, currently being advertised on indeed.co.uk.
Please find enclosed my CV for your consideration.

arn

Ihave more than 6 years of experience on Social Media ield. | have the right knowledge for grow
the company. So, I think | would be the ideal candidate for your industry!

Currently I'm account manager in AC MILAN FAN PAGE. | know how to promote not only the page,
1also know how to improve the SEO, how to work with Google AdWords, how to promote
products or articles on Facebook, Instagram and twitter. As a Milan fan page, the aim of the
company at the moment is growing as much as possible, and after my arrival they grow more than
300 thousand.

1am confident that | can give good contribution for grow your company not only with number of
followers, but o can convert followers into customers. And there are other things that | can offer.

Thanks for considerate my application. Hope that we can have meeting.

Your faithfully
Ziwan Amdadul.




