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INTRODUCTION

In this report I will be analysing my academic skills which I have and need to develop on, in the future to be a successful and independent student. Academic skills are learning or knowing skills to help you improve your knowledge of structuring a piece of work, such as Academic writing, Critical writing, Reflective writing and many more.  

I will be creating this piece of work by doing a “SWOT” analysis on myself, which is basically my STRENGTHS, WEAKNESSES, OPPORTUNITIES and THREATS academically. To improve my academic skills, I would also be needing a “PERSONAL DEVELOPMENT PLAN”. This will allow me to set myself an organised plan to improve these skills and to give me an idea with my Personal Development Plan (PDP). In order to complete my plan and gain further knowledge I had a look at Lu’s (2015) and Morgan’s (2017) plans. I also need to incorporate the 4Ds strategy to complete my Time Management skills.















After doing a SWOT analysis, (please refer to the appendix where this has been added), this has helped me to find out what I am capable of and need to improve on.

I have looked into my strengths which include several qualities:

MULTI-TASKING – I feel I am able to do many things simultaneously and I also have the capability and passion of completing these tasks wholly and not leaving them incomplete and half-done.
GOOD LISTENER – I am a very good listener which sometimes also requires the extra social skill to give out your advice or opinion which is also a good ability to have.
TIME-KEEPING – This skill is required if you wish to accomplish your goals within a certain time schedule.  A good way to organise the time management skill is by using the 4 D’s strategy, which you may also refer to the appendix. I referred to the 4 D formula from Bachrach (2012) to complete my own.

So, as you can see these are a few of the skills that I do have although I have also listed a few which I still need to develop on.

DIGITAL SKILLS 

The 1st of them being DIGITAL SKILLS.  This is a skill which is highly required if you want to get anywhere in this modern technology world, these skills are not hand-written but used through technology input, so it is worth the investment as it will come into use for now and most definitely the future.  Walmsley (2006). Knowing certain programmes or should I say “safe” programmes can be hard to comprehend therefore understanding which programme to upload that will be “safe” for a device is vital, making sure downloading any programme does not bring a virus into your own device. After logging into a computer, it is important to log out after making sure important documents have been saved first is also a task especially as losing all your work can be a threat.  

Now I can login into a computer, use Microsoft office, type up work, present a report and receive emails, loading a CD and accessing that particular programme. I can use social networking sites such as Instagram, Snapchat and WhatsApp. I can send links from one app (Instagram) to another app (WhatsApp) very easily. On Instagram I can edit and upload pictures from my camera roll. I can also interact with other people by messaging them. My main issue I would say is not being able to import files or documents to other sources. I am not able to go from Word document and send that to my email and download it. This is still a struggle and needs more attention to accomplish these skills.

The way in which I will achieve this goal is to use the internet, books and attend a digital skills course where tutors who specialise in this particular area can teach me the correct ways to do it. I have given myself a target of 3 months to be able to improve on these which I feel are setbacks for me in my academic skills.

ACADEMIC WRITING PRESENTATION

Another academic skill which I lack on is ACADEMIC WRITING PRESENTATION.  My target for this is 2/3 months.  What I intend to do a lot of the time is write in abbreviations which I need to avoid as that is a very big problem not only for the youth of today but people who use social media platforms or in general that use their phones a lot as using abbreviations has become the norm. Writing in abbreviations will hinder us in the future when we are asked to write formally in letters for example. There are few things which I would like to improve on a piece of writing whether that being an official document or a business letter, should be structured properly.  

I believe this can be achieved within the 2/3 months schedule as I have already started to investigate this skill on the internet. It shows a lot of different types of templates, e.g. formal letters, a presentation set as a report or others.

All these academic writing skills have basic characteristics, which are:
PLANNED AND FOCUSES – this is showing understanding of the subject and answering any vital question that is laid out.
STRUCTURE – this is all important points and material written in a logical order.
EVIDENCE – supporting research and opinions of a subject which is understood well with accurate reference.
FORMAL IN TONE AND STYLE – this uses the correct language and brief way of presenting their words.
                                                                                                               
If this method is used as a guidance, then I’m sure I can achieve the standard of Academic Writing which I need, to improve this skill. I also will be referring to a Personal Development Plan.

TIME MANGEMENT   

Another skill I have included is TIME MANAGEMENT, although I initially had said that this was a skill which I already have I feel that once I had started this university course realised that I’m unable to manage time regarding this.

My life as a mother and a wife is quite easily managed. Being a mother for 17 years and raising 3 children automatically puts you in a position where if “time management” is not incorporated in your life with children then it would be very difficult. Also managing your life as a wife is the first approach to managing the time as you originally are doing things for yourself and then becoming a wife, that time must be shared so that’s when it all begins.  Being a wife and a mother comes naturally so when anything needs to or is involuntary forced into your time then that can be quite difficult.

Starting this course, I thought I would primarily find it easy or not too difficult on managing it time-wise. This statement has been proved incorrect as it is very difficult, maybe not so much in attending the classes but in making the time to do the assignments.  I feel that having a long timeline for this skill will be unrealistic as submitting the assignments have a deadline. So, I would give myself 4 to 6 weeks as in improving on this skill.

To help me with this I will be including the 4Ds Strategy (refer to the appendix) which I stated from Bachrach (2012).  



THE 4Ds
DO – I have prioritised my assignments as I have a deadline to meet.  I have given myself target times and dates. I must change certain travel routes so that I can save time and apply that somewhere else. James (2011).
DUMP – I have dumped screen time on my mobile phone (on unnecessary game apps) and meeting up with friends just for casual dates.
DELAY – I delayed watching T.V as I put my favourite programmes on record and when I have done my time on my assignments then I will indulge in some me time.
DELEGATE – These would be jobs as in preparing dinner, which I would delegate to my husband.  If the kids need to be taken anywhere or any small shopping to be done, then I would delegate those jobs to my husband also. 

Following this strategy, I feel this skill will be achievable in the designated time schedule.  This will help me manage my time to getting this and future assignments done in time.

REFLECTIVE WRITING
 
REFLECTIVE WRITING seems to be an easy or straight forward skill to have, as it is practically self-explanatory, to write what you think. This can be not only for future events but also for past events. Reflective writing is how you feel, why you feel that way or why is things done in a certain way, and what if it was done differently, what would the outcome be to that.

Now I can put my feelings quite easily into writing but the reasons to those feelings are not expressed as well as I would like them to be. I can also debate my opinion and say what other options there may be. My future plans and this assignment are based on “reflective writing”, as it helps with prioritising how this assignment can be completed so before you are able to do that you must analyse (reflective thinking) before acting upon it which would be your reflective writing. The best way to achieve your best ability in improving the reflective writing skill would be referring to the “The Gibbs Reflective Cycle” Gibbs (1988).
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The timescale I had given myself was 4/6 months, which I feel is long enough to aid this skill into my academic skills elaborating on my thoughts or work explaining myself in depth is something which I find very difficult as I like to keep things small and simple. My main source to help me with this reflective writing skill will definitely be the “Gibbs cycle”.
  
REFERENCING 

REFERENCING is when you credit or acknowledge the person who originally wrote a piece of work or had the idea in the first place. This is very important that you credit the work to that person or place as it is an offence to not do so which can be referred also to Plagiarism.  It helps the reader to understand that you are not pretending to pass somebody’s else’s work as your own.  Cottrell (1999, 2003, 2008).

As it easy as it sounds to just write down where or who the source is from, it can be quite complicated because it has a certain method of writing a reference.
I can reference a book, you must include author’s surname and initial, year of publication, the edition, location of publisher, name of publisher and page numbers. So, I find that my challenge is to reference websites. I don’t understand the technique to do this. It is sometimes hard to find all the referencing information needed. This can also be difficult as finding information off google, you don’t know whether it has come from a reliable source or not. Although using our University’s e-library is a benefit knowing that it is 100% reliable. I will be looking into this quite thoroughly as it is required in my assignments.

Referring to the PDP I have given myself 4/6 months to complete this skill which I feel is attainable and realistic.



















CONCLUSION

Summarising this whole assignment, I would say that what I intended to develop in the Academic Skills, I have accomplished. I have achieved some targets and need more time for others. The skills which I have completed to my best ability would be: 
Reflective Writing
Referencing 
I feel I need to still complete the following:
Academic Writing
Time management
Digital skills
These need more in-depth analysis as I am almost there. Academic writing needs more attention because I cannot seem to elaborate on the writing. Time management I think will improve as I don’t really have a choice and must be managed to carry on with this course otherwise it will become very difficult. Digital Skills is an ongoing learning experience as it changes with time itself as this is becoming a complete technology world.
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SWOT Analysis
S    Strengths
W   Weaknesses
O   Opportunities
T    Threats

STRENGTHS =   Multi-tasking
                            Listening
                            Time-keeping
                            Helpful
                            Positivity
                           Completing tasks (not leaving it half-done)


WEAKNESSES =   I.T skills improvement
                               Lack of self-confidence
                               Avoid getting too involved


OPPORTUNITIES =     Courses available for all ages
                                      Trends – Social Media/Internet
                                      No age boundaries to learn


THREATS =     Taking so much information in
                         Competition is yourself and your drive
                         Internet breakdown
                         Competition in the business that you relate to
                         Industry changing rapidly, having to stay up-to-date with your skills



PERSONAL DEVELOPMENT PLAN

Objective: Digital Skills
Time: 3 months
Activities: Complete assessments
                Update laptop/PC skills
                Logging in/out
                Uploading programmes
                Sending files/documents to other sources
Resources: Internet
                   Laptop/PC
                   Books
                   
Objective: Academic Writing Presentation
Time: 2/3 months
Activities: How to write official letters/documents
                How to structure a piece of writing
                What should be included
                Stop writing in short text
Resources: Laptop/PC
                   Internet
                   Books
                   Tutor/colleagues
Objective: Reflective Writing
Time: 4/6 months
Activities: How to put ideas into words
                How to elaborate on your writing
Resources: Tutor
                    Books
                    Internet

Objective: Referencing
Time: 4/6 months
Activities: Give credit where its due
                 Find the source/link where its originated from
Resources: Books
                   Internet
                   Magazines/Articles
                   TV/Documentaries













4 Ds IN TIME MANAGEMENT

Using a 4D formula will help you to improve your Time Management skill.  
They are: DO
                DUMP
                DELAY
                DELEGATE

DO – These are things you would definitely need to do and are at the top of the priority list
.
DUMP – If something is not important and is not at all necessary then they may be dumped in order to gain more time to other things which are important.

DELAY – These are things which are there and may need attending to but are not as important as your main goal, so these can be delayed.

DELEGATE – Jobs that quick but not necessarily have to be done by you, less expensive and not too important than those can be passed onto someone else. 
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