[image: Street view with city buildings, market and street sings]
	




	Academic and Employability skills
(BMSW4001_LON)
Task 2 Report
2021-22

	

	[bookmark: _GoBack]
	

	17.12.2021



University of Wales Trinity Saint David
Authored by: Vladislav Suhari 2112911 (Student)
Lecturer’s name: Sylvia Hoffman 


	[image: ]





Table of contents 

Introduction …....................................................................................................................   3
Time management …........................................................................................................  4 - 5
Paraphrasing …................................................................................................................. 5 - 7
Reflection …...................................................................................................................... 7 – 8
Reflection of my presentation …....................................................................................... 8 – 9
Conclusion ….................................................................................................................... 9
References …................................................................................................................... 9
Presentation picture ….................................................................................................. 10 - 15

















Introduction


In this assignment, I was required to draft an appropriate structured academic report where I reflect on my learning in this module, using recognised model of reflection. I will discuss 3 topics picked from all topics I learned during this term of learning, showing my knowledge of understanding them and knowledge of using them. As well as topic 4, I am required to reflect my personal individual presentation presented in week 9. By supporting my words and my understanding of these topics I will provide some detailed examples or some feedbacks by my tutor.














Time management 

Time management is a tool to help us to manage our time and being able to control it by writing down how you are going to spend your time in 2 weeks period or using any other techniques (as you prefer). Which helps us to increase our effectiveness.

Since my first day at University of Wales Trinity Saint David doing Higher education of skills in Workplace. I started to learn about time management and the techniques which can be used to help us to be more organised. 

During this lesson I was really excited as it was my first lesson at university and first day, I started achieving a new goal in my life (a new chapter of my life). Excited and ready to reach new heights, I was paying attention to important things fully accurate. Taking in consideration that lesson and what I learned in that day, I easily can go through some of the techniques we learned with my classmates. 

One of them is to do lists daily. Writing down a list of tasks I should do tomorrow or in the next 2-3 days and of course I should prioritise them like high, medium and low. By prioritizing things, I will be able to make them more accurate and finish them fully. Knowing myself, I always have a lot of things in my head which I would like to do, and I am sure most of the people has this problem. But using this technique by prioritizing things and assessing how long time it is required, that could improve my productivity and organizational skill. “Checking items off a to-do list doesn’t determine progress; focusing on your priorities is what counts.” (Sonnenberg, 2021)

Actually, during the tutor’s presentation about this topic I was active as I used one of the techniques which I shared with my tutor. The technique I used to use was 2 weeks diary, where I wrote down all my things I must do for the entire day and the time is required to finish it. Every 2 weeks I was writing a new diary for the next 2 weeks and so on every 2 weeks. I easily can say that made me more capable of how I am using my time and where.

By taking in consideration tutor’s feedback and my opinion how I did during the lesson, I could say I did well. I am sure that my tutor is agreed with me, as I was just the one who spoke about the way of managing my time.

In conclusion, I can say that being able to manage your time and use your time effectively is one big step to make your life easier and avoid complicate questions (like why I wasted my time for things I should not do). Time is everything we have!! So, being able to control the time it is a great skill of getting less stressed. 

Paraphrasing 

Paraphrasing is a tool/way to rewrite someone’s idea by changing some words and keeping the same meaning.

In that day, when I start learning about paraphrasing and finding out what is actually paraphrasing tool, the techniques and how do I paraphrase a text or sentence. Besides that, I heard about paraphrasing before, but I was not interested in learning about this very deeply. The way, my tutor explained that it was attractive, and I did pay attention to what she said. That were interesting as she used videos, images, question activities, and most of the time eye contact with every student.

Going through the paraphrasing’s lesson reflection and mine to the whole learning term, I will try to certain things that helped me to solve problems or reach agreement during my studies (other words., I will discuss about how paraphrasing helped me during my studies and outside of them). As well, giving some examples of paraphrasing sentences.

As I said above, I learned some techniques during lesson their purpose being to help us easier to understand and use paraphrasing tool (by using synonyms, changing word order, and changing word class).  In progress of learning and studying something new I was a little bit confused and lost as I was not sure if my ideas or views about this topic were correct. At the same time, being shy to ask the tutor and find it out. Then, I started to pick some information and gaining my knowledge which helped me to be able to see the difference between my ideas and the right answers.

The way I began to understand the paraphrasing is by showing me videos and examples which my tutor showed me and getting my attention. We should pay attention to the way how we are changing the order of the words because if I will just replace some words, it could not be enough, and I could be accused of plagiarism (‘’plagiarism’’ taking someone else's idea and submit it as your own).

Otherwise, I am still not the greatest or even better than I was before by using paraphrasing tool because I still must gain my knowledge mentally and practical too. But, after everything I learned at that lesson it helped me to improvise in some uncomfortable situations. One of the experiences in my real life was that I had a group presentation for my second module of this term, and I was supposed to present my part of presentation which I forgot everything I learned for my part in the last minute. Knowing and being capable of paraphrasing my ideas to other ones, but with the same meaning helped me to get through topics I mentioned in my presentation. And of course, to finish presenting my presentation even if it was supposed to be that way. Confidently, I can say that knowing the meaning of paraphrasing and being capable of using that, it is extremely useful as it helps us to view some images from another corner and explain them differently. Mentioning the presentation day, it helped me to finish my presentation for learning purpose and it helped me to improve my speech as a person out of studies.

As I mentioned above about an example of paraphrasing sentence:
‘’Memory is the capacity for storing and retrieving information.
  Memory is the facility for keeping and recovering data.’’ (From UEfAP (2021)).


In conclusion, I would like to say that I am thankful having this topic in my ACE module, as that helped me to think differently than I was before coming to this institution. As well, that helped me to open my mind wider and thinking big.





Reflection
    

                      “...the way that we learn from an experience in order       
                                                             to understand and develop practice.”   (Jasper 2003)



Easier to understand what a reflection is! As I understood it is about our past/ experience and the moments we lived. Which we can process and outcome some lessons like how it really went? Or how I could do that better!?

Taking my experience about this topic I can say this is my favourite one. As I think, knowing what a reflection really is and understanding how it is showed in our lives is an effective way to be better than you/me or someone else was before. During this lesson I was really excited and a little bit confused because before finding out what a reflection is, I did not know that could have anything in common with our lives out of studies. But listening carefully, I realise that it has a lot of things in common with our lives, like staying at home laying on your bed and thinking about your own feelings and ask yourself what I could do better today to make it more valuable or what I could do to keep that person closer to me. All these question about your past/ emotion are part of reflection.


Being honest I surely can say that everyone is doing a reflection about themselves at the end of the day because I do. And before finding out what a reflection is, I did not know there is a topic at university called reflection meaning looking back to your past for making your actions better in the future. Using a reflection tool as writing your feeling/wishes of past days onto your notebook or somewhere else where you can come back to take a look at your past actions and making a better decision the next time when you face it. Such of knowledge can help us better to understand ourselves, our actions, paying more attention to our thoughts, to do things in a better way and it helps us to be happier. Doing things right it makes us happy. 

One of the biggest values of reflection is that I can change how I see myself, how I feel about certain things and, in the end, how I act.


Reflection of my presentation 

Before sharing my feelings and experience during the presentation day. I would like to tell you how I did create it and how I did manage my time, working at the same time. So, I start building/creating my modern and attractive presentation about 2 weeks before the submission deadline. I was a little bit frightening as I was thinking that I will be late with my submission deadline as I was working at the same time. Then, I started to manage my time preventing the issue with London Assessment. 


Firstly, I began to think where I could get additional time excepting my time off from work and I used to follow one of my time management tools like 2 weeks diary. Finding out, that I could use my break of one hour between two shifts at work I was really proud and less stressed that I am able to prevent this uncomfortable issue with the due submission. That way, I solved my first problem professionally and I was really proud of myself.


Then, I was required to present it in front of my whole class filled with my classmates. Once the lesson began, I started to feel really stressed and weak as I was not really confident in my presentation format and even in my way of presenting. During my presentation, at the beginning I was a little bit disoriented, then I started to believe in myself and the slides I was presented. Mentioning that I was the first person who started to present his presentation task, I am really proud of myself because that makes me more confident at the present time.


In conclusion, I could say that after having this such of experience by presenting in front of audience. As it is going to help me in our present real lifetime. By the way, I am thankful and glad that I did go through this, especially I think that I did it well and confident.






Conclusion

In conclusion, I would like to say that going through this assignment I did find out more about time management, paraphrasing and reflection as I did some research and revised the tutor’s slides. As well, I am happy that I was able to have this chance of learning these kinds of topics which is going to make me more knowledgeable, and I can say smarter in some ways of life. Having such of assignment I am able to challenge myself and getting feedback by London Assessment. Which is going to show my level of knowledge to these topics.
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Conclusion
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Introduction

In this assignment | was require to prepare an oral
presentation in which | must analyse my academic and
employability skills based on my intended career. Using
the tools, | learned in classes (e.g., SWOT Analysis, time
management, PDP).
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