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1. [bookmark: _Toc43645478]INTRODUCTION
Reflection is mighty modus in finding out essential information based on previous experience, analyzing and interpreting feelings and responses and learn from them.  This reflective report refers to the knowledge gained during my University’s 1st and 2nd terms training and in particular -  paraphrasing, summarising, gathering information, note taking and presentation and public speaking skills. There are many different theories behind reflective practice. Gibbs’ reflective cycle (1988) contributed to reflect in most structured and effective way and  to examine my experience. Following the model’s stages I could describe my experience, feelings and thoughts, I could evaluate this experience, analysing the situation, to conclude and to add an action plan. (Rumson, 2018). Also during the performance I could discover, analysed  and criticised my strengths and weaknesses in these skills. That allow me to learn from my mistakes and to find solution how to develop my strengths and how to improve my weaknesses.

2. [bookmark: _Toc43645479]DESCRIPTION

During my training of University of Wales “Trinity Saint David” I was assigned a task involving creating and presenting a Power Point presentation. I was grateful because Presentation and Public speaking Skills was subject of my Academic and employability Skills curriculum and this task would help me to develop and improve my skills and to apply the theory into practice. I thought that paraphrasing, summarizing, gathering  information and note taking which were the subjects in the same module would help me to write Presentation’s speakers notes and would expand and increase my academic writing skills.


3. [bookmark: _Toc43645480]INTERPRETATION

The process of preparing a Power Point Presentation required me to gather  information needed to present the topic. Practising an academic writing skill like gathering information and note taking at first and paraphrasing and summarising  after obtaining the necessary information I acquired during my studies gave me opportunity to apply the theory into practice. For me most useful learning resulted from my own experience.
Academic writing skills are essential part of any academic written work, including essays, reports, reflective, analytical and critical papers, preparing a presentation and much more. It includes good knowledge of paraphrasing, summarizing, gathering information and note taking.
Paraphrasing is ability to rewrite a paper, paragraph or sentence using different words, synonyms to the original and changing the structure of the sentence but keeping the main idea of the author. Also major element in paraphrasing especially using it in academic writing paper is to put the name of the author in text citation and in the reference list at the end of paper to avoid a plagiarism. (monach, 2020)
Summarizing includes compress a long text into a brief one keeping the same meaning, referring a brief explanation of the main points of the paper. (Sharland, 2008)
Gathering information is ability to get the right information needed and supported writing paper, using some techniques. (enago academy, 2020)
Note-taking plays integral role in searching and gathering information and involves quickly find the correct data, using special techniques for searching like keywords, bullets, symbols. (utc, 2012-2020)
Knowledge of academic skills like paraphrasing, summarising, gathering information and note taking is beneficial of getting a better job and growing up in career.
Academic writing skills are highly evaluated and useful in business organisations. For example the fact that business managers are extremely busy due to their duties, paraphrased and summarized report are advantageous to their work and lack of free time and beneficial to the skilled person.
Knowledge of these subjects allow  me to use different technics in gathering information and note taking like using key worlds, bullets, short words and symbols. In paraphrasing and summarising I used several strategies that  turned out to be my strengths in these subjects. Reading carefully the information several times I get understanding of the basic, main idea and the aim of the writing paper, then taking notes on the material’s essence and research key worlds meaning. Only after finishing researching the nature of the material I started rewriting  in my own words, following the original idea. After processing the text I made a re-comparison with the original to make sure that I have kept the main idea, following by citations in text and put it to reference list to show respect to the author.
As the matter of fact I realized that I liked whole process of academic writing and besides practising it amused me as well. In the meantime I could see how easily I managed it already than in the beginning of my training.
After obtaining the necessary information, it was time to prepare Power Point presentation.
A presentation is an introducing  process which goal is to inform and demonstrate a new idea, position or product to an audience.
Good presentation is associated with well-prepared Power Point design slides and stylish structure and content.
Presentation skills are individual abilities to deliver a message, to engage and persuade the audience about a presented product or idea. (Anderson, 2013)
Effective presentation skills related to confidence of presented information, coherence, clarity, loud and conciseness message, using of power words, impact, flexibility and variability to audience expectations. (Kim, 2020)
Giving a Power Point Presentation requires certain rules to be followed in order presented information to be effective and well assimilated by the audience.
Pre-talk preparation: Presenter must be arriving early to be able to test equipment and set up, to be appropriately dressed and to turn off their mobile phone before presentation.
Handout: There are more disadvantages in using handout. They are not beneficial to the presenter due to distraction of audience and waste of paper.
Body language: Presenter need to make eye contact all the time with the audience, to use natural gestures, to always stand facing the audience, not to read from the slides, but to use only notes if it necessary.
Speaking: Presenter must express their self clearly and naturally, to make a briefly pause and to repeat important information.
Opening: Last moment improvising is not recommended, must catch audience’s attention and interest, to describe briefly the main points of presented topic.
Behaviour: Good presenter is enthusiastic, but not overexcited, involve the audience, use jokes, ask questions, doesn’t get distracted, make eye contact with the listeners and finished presentation on time, even early to allow time for possible inquiries. (ImpactFactory, 2020).
Presentation and Public speaking skills are beneficial in many work and life aspects, and are substantive in business, commercial, teaching, general speaking to a group of people and much more.
[bookmark: _Hlk43214163]Preparing Power Point Presentation required good knowledge of hard (digital) skills that in nowadays are key factor for overall success in life. Unfortunately these skills are my biggest weakness and I had to seek help from friends. A dependency to rely on someone’s help made me subordinate and I realised I need to spend more time perfecting these skills like self-study, self-practice and additional courses.
Before my training in University I had only a vague idea of a presentation preparing process.
Knowledge of basic rules of preparing presentation slides I got during my studies helped me to design a bright and well-shaped slide like a background layout, range of colours and pictures insertion.
I was very enthusiastic as it was something new and innovative for me and take entirely my attention.  Еach new task gave me opportunity to learn something new, to develop and improve my skills.
The day of presentation was approaching, and I was practicing the text that I memorized in front of the mirror using natural gestures, controlling my voice and speech and keeping imaginary eye contact with the audience. At first I couldn’t reach the set time but with a lot of practice I managed to do it even to leave a little time for audience’s questions. I liked the results and I thought I am ready.
At presentation’s day I felt very nervous as I am very shy person and that was my first time speaking in front of an audience. I could feel my heart beat so quickly, I had difficulty breathing,  and I worried if I can follow the memorised text as I didn’t have notes. I felt panicked if audience asked me a number of questions and I felt apart.
On the positive side I heard from my friend and classmate that this kind of thinks happened to us because we are not artificial intelligence, we have a feeling and it is normal. She advised me to take a deep breath and to calm my nerves down.
I realized that is not the end of the world and if my presentation goes wrong, that would be opportunity to learn from my mistakes and I would know what to do well next time.
Nevertheless, my presentation was complete nightmare for me. When my time was up  I felt like an idiot because I couldn’t remember anything. It was like waking from a dream. Only after hearing the loud and increasing applause I did realize that my performance went well. There were no questions as the audience find the topic’s information complete.
The good news is that I asked my friend to record my performance and after reviewed it I could see my behaviour. It wasn’t bad but wasn’t perfect like it was in front of the mirror.
This was the moment that I discovered another weakness of mine - public speaking. Now I had to figured out and to find a way how to treat this condition and to be calm and confident next time. I thought that walking more in nature, doing Yoga, taking meditation courses and talking in front of small groups friends or acquaintances would help me to perfect my public speaking skills.


4. [bookmark: _Toc43645481]OUTCOMES

Evaluating the project I am grateful of what I learned, determining what is particularly valuable to develop my own hard (digital), academic writing skills and presentation and public speaking skills. I am learning even now writing this reflective report, which developed my analytical and critical thinking. Additionally I was given opportunity to discover my strength and weaknesses . I have significantly developed and improved some key academic writing skills - paraphrasing, summarising, gathering information and note taking. However I have not sufficiently developed my ability in digital skills and public speaking skills.  Because I am not yet confident about that I will now need to focus on and improve this weaknesses by taking more courses, self-study and self-practise to improve my digital skills and to meditate and walk in nature more, to do Yoga and  to try to speak in front of small groups friends and acquaintances to develop my public speaking skills.
[bookmark: _GoBack] Additionally I have learned how to apply theory into practice and how to develop and use my skills in this process.
Evaluating this experience I have taken possession of  what  I need to change and  what to do in different way during the process of presentation next time.
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