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Reflective Report

Introduction 

Firstly, I would like to start this report by saying that I am extremely grateful for being accepted and given the opportunity to be part of this module because it has helped me to grow my personal development since this module and the subjects were very different to all the subjects that I have studied in the past. However, the aim of this report is to reflect and provide details about my learning in Academic and Employability Skills module by using the Gibbs reflection model and discussing some chosen topics which are about time management, paraphrasing, summarising, and referencing that I have been taught during the initial term. Employability Skills is defined as the transferable skills needed by an individual to make them employable. Alongside with good technical understanding and subject knowledge. To add more I will discuss how learning all these topics and being in this module will help me proceed with my studies. First, I will start by defining the meaning of each topic and describe what happened during the sessions. Secondly, I will talk about my thoughts and what I have learned. And lastly, I will talk about how the topic will help me in my studies. 


Time management 

Whilst studying academic and employability skills, I have learned new strategic knowledge ways to organise my time. Time management can be described as a process of organising and planning how to divide your time or an ability to use your time effectively or productively, especially in the workplace.
I have learned that there are lots of things I can do when managing my time. I must make sure that I am getting the most out of my days and I am making sure I identify important tasks and urgent tasks. 
Firstly, during the sessions the lecturer taught us ways of organising our time efficiently e.g., the Eisenhower method which is a template that help us know if an activity is urgent, not urgent, important, not important to get things done in a proper way and a lot of other topics. I would like to point out that before I start to study this topic, I did not realise how unorganised my weekly, monthly, and even yearly planner was. “It is not that we have a short time to live, but that we waste a lot of it.” - Seneca (Popova, M., 2021) This citation is a definition of how I used to manage my time. As a matter of fact, I convinced myself that my planning and my organisational skills were exceptional but after the lesson I came to a realisation that I had to learn to plan better and know my priorities. I always make a list with a lot of plans and promises throughout the year to myself and then I realised that I only accomplish two or three things on the list. Furthermore, when I have two difficult tasks to do I tend to start with the easiest instead of starting with the hardest and then for the second task I start to procrastinate. Apart from this the word procrastinate was completely unknown to me. I personally believe that procrastination is a big problem to people especially to students that seek to manage their time. Procrastination is known as when an apparent or covert act is delayed and when a delay is unneeded or unjustifiable. I believe that learning time management will help me to set my priorities rather than spending my time on things that are important but not urgent and obviously it will help me feel in control whenever I have academic assessments also avoid panicking and stress when deadlines are coming up. In that way I will avoid procrastination in the future. 





Paraphrasing 

Is paraphrasing crucial when writing academically? Yes, it is. 
According to (Mark, 2011). paraphrasing is a very important academic ability in fact paraphrasing has the meaning of the ability to demonstrate in a smaller, transparent, or in a separate way from what an individual has stated or written. As the result of using someone else’s words, you are required to cite the resource and give credit to the authors. To add more my lecturer told me that without paraphrasing I could be accused of plagiarism for using the same exact words that somebody else has stated. 
When the topic paraphrasing was introduced to me, I realised that I was already paraphrasing without knowing it. However, my paraphrasing is outstanding. While studying and reading in my spare time about paraphrasing, I have been given definitions of it and given examples with exercises. I personally have not found easy the topic as it requires a lot more of self-reflection on how to paraphrase a sentence or a whole paragraph. As using an information, I must be very careful not to come to a halt of using the same exact words. In accordance with Miguel (2010) first study was by college professors which purposefully made in a reason to see whether each of 6 rephrased genres of paragraph extracted from a journal article were an occurrence of plagiarism.  As a matter of fact, the outcomes specify an average dissent as which of the rephrased type was plagiarised. This study makes me realise how complexed paraphrasing is. Whilst studying the topic I have been given some tips on the internet about how to paraphrase successfully without committing plagiarism? Which are to read carefully what I must paraphrase, try to understand what it is about, take a break to process the information and then start to rewrite what you understood on my own words. These tips have been helping with my paraphrasing sills. To finalise I think paraphrasing is a key element that is useful for students and professionals consequently you can easily manoeuvre sentences around without plagiarising work ethics.

Summarising 

Summarising means when you have a long paragraph or story to write but you shorten it instead by giving only the main points. It is hard to summarise as it needs to be clear for someone who did not read the original cause. In addition, summarising comes with a lot of rules that should be considered. During the sessions, the lecturer explained to us what the topic was about, when I should use it and why I should summarise my writings. I was given some activities in class to practice. However, I personally think that summarising and paraphrasing are connected because when you are summarising you should aim to paraphrase as well. In the session I have learnt how to summarise by analysing a paragraph and doing some exercises. I have found the topic very challenging as I had to find the main point of the text and my own words without going into details. Moreover, the paraphrasing part was more challenging, and I felt lost for a moment. According to Joan Sedita (2016) there are various frameworks that is supplied to students who finds summarising difficult. I believe that the majority of students dislike summarising as I do but in the other hand professors love the tasks that request students for understudies to do an outline or a survey from a book or an article as such an assignment requires students to read delicately and take in a work that is straightway applicable to the thesis that is being educated in the classroom. On the aspect such assignment seems very uncomplicated but, they are more complicated as they request an unquestionable quantity of sophistication on the side of the student (Susan M. Hubbush, 1987, 2001). Studying this topic helped me learning a new thing although I use it in everyday life but not in academic way. Obviously, I think that my summarising skills needs improvement, and I am happy for having to study this topic as I think it will be an essential skill to me in order to continue my studies.



Referencing 

The basic of referencing is to support and identify the evidence you use in your assignments. 

You direct readers to your work to the source of evidence. This can be done by presenting or ‘citing’ either the name of source, or an identification number, in the main text of your work. The full source detail is given later, either in a footnote/ endnote, and in an alphabetical list at the end of the assignment. (Neville, (2010 p.17). whilst studying this topic I had the opportunity to learn when and why I should reference my work. First of all, I have learnt that I should constantly and correctly reference my work as it helps me avoid plagiarism by showing which are my ideas and which ones are not and it also shows my understanding of the topic. In addition to this, referencing my work provide evidence for my ideas, augments, and opinions. Not to mention that referencing allows other people to identify the original source that I have used in my work. But I have realised that referencing has a connection with paraphrasing and summarising which make things more complex to me. However, I learned the Harvard referencing style to which people around me informed me that it is more complicated than the other referencing styles. When the topic was introduced to me, I felt very confused since it was the first time, I had ever heard about referencing and the fact that referencing has a lot of different rules for each source. Moreover, acknowledging authors was completely unknown to me and some websites are not easy to reference. For that reason, things were not easy for me to understand and follow the topic. Referencing was the most challenging topic for me in my point of view. When the lecturer shared the Harvard handbook, I read it several times before I began to understand it. I had never felt so lost, and I had a lot of information at the same time. However, to help me understand more the subject I have been reading some websites and watch videos to help me improve. Currently I am inclined to believe that my referencing skill is inadequate yet needs a lot of improvement. And I personally think that I will have to read a lot of books, websites and even articles in other to improve. But I can say without doubts that referencing has helped me understand the importance of acknowledging other people’s work and it seems to me that learning this theme will help me in my future studies at university.


Conclusion 

Lastly, studying this module with all these topics was challenging but I personally believe that this module will put me at an advantage when it comes to find a job. Moreover, this module has given me great insight into my strengths, weakness, threats, and the opportunities when it comes to running my business and working in a team. Furthermore, this module will make me sell myself whenever I have an interview and stand out above other candidates. Most importantly, I am now able to focus on and improve those characteristics that will make me a successful businesswoman. In my previous paragraph I mentioned some ways I can improve such as reading books, websites, articles, do some exercises, seek for help to people who has much more experience with the topics and obviously watching videos. I feel the necessity of doing a lot of exercises. But I believe that with all the resources that I have I will overcome these challenges. I will say without hesitation that this module gave me knowledge that I did not have, and it was very helpful study the module.






Action plan 

I plan to improve by reading books, websites, articles, do some research, make some exercises and watching videos. I feel the necessity of doing a lot of independent work. And I believe that with all the resources that I have. I will plan a time to practice my paraphrasing, summarising but specially referencing skills by doing reasonable paragraphs with at least 300 words as I located more trouble on it.
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