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INTRODUCTION
This report presents the outcome of my studies toward my own degree program this year in academic writing process.
I have included five topics from Term1 and Term 2, trying to reflect on my own learning, bringing some examples from class activities to detail my own experiences.
The five topics I will focus on in my report are the following:
1. Time management skills
2. Paraphrasing
3. Using references 
4. Writing a cover letter
5. Analytical and critical thinking 

1.	Time management skills
Being a student in UWTSD has completely changed what time management is for me in practice. I used to think that time is simply determined, equally accessible to everyone and there is nothing more that I should do about it. Doing my best, being proactive in my workplace and in University and being generally on time I thought is enough and I do not need to worry too much about it. In reality, time management is much more than that. “Good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension”. (P. Morgan, 2017 p.52) But how I can manage my time effectively through my studying in UWTSD? How I can plan better my day? What I should change? Especially being currently in quarantine and studying online.
Time management includes few different aspects, which I find that I need to approach, understand and develop in such a way that will be beneficial for my studies and my professional performance as well.
In our introduction to the UWTSD, our lecturers explained that we need to spend 80% of our time at home analysing, thinking, reading, practicing and 20% in the classroom. We should also complete homework, interact with lecturers and other students, communicate with lecturers, complete our assignments and keep deadlines. In conclusion, 80% of these studies I have to manage by myself and complete tasks. 
I was struggling a lot in the beginning to manage my time between studying, working hours and my attendance to the campus. Time was never enough. My tutor highlighted “time management” as one of the most important topics in order to achieve our goals and succeed in our studies. Through my studying, I realised that I simply need to change the way I have been using my time all these years. 
Therefore, I started using daily schedules and prioritising things from my list of what I need to do, following deadlines as well. I found this extremely hard. Obviously, being constantly alert and following schedules is not an easy task. Trying to do everything sometimes is not possible but considering of important things can be very profound. Positive things happened but also negative arrives. I felt frustrated for example studying online through Covid-19, trying also to improve my software and hard soft skills. 
On this point, our lecturer explained three models that we should follow:
· Pareto 80/20 (Do more by doing less)
· Swiss Cheese Model (Risk & Management Analysis) 
· Pickle Jar Theory (Prioritising important things in your life) 
Looking at these models, Pickle Jar was the best solution to my problems. I could not use schedules for doing everything, but prioritising my tasks daily, using Pickle Jar as a model, this was my cup of tea. Also, you do not need any tools for that, with pen and paper I started writing down my daily tasks with big letters. Few things had to stay out of my list or I kept them somewhere else in small letters. Usually, these things happen later on anyway.
The Pickle Jar model helped me understand that I do not need to worry about everything or try to do too much every day. Instead I have to fill my day (Jar) with the most important tasks (big stones). Also, I have to keep myself calm and focus.
Trying to analyse even more and explain my step, I will apply Kolb’s learning cycle (Kolb 1984 quoted in Morgan, 2017 p.33) to demonstrate how I can develop my time management skills, using the schema below:

Time management skills:
· Experience: I remember how frustrating it was for me in term 1 when I had to submit my work in two days and I was not ready.  
· Reflection: Even though I spent a lot of time in order to complete my assignments, I managed to finish last minute before deadline. I felt frustrated and I had many things left behind 
· Theorising: The theory of time management has taught me that I needed to plan ahead, prioritise, practise and reflect on what I have learned so far.
· Planning: In terms of improving my time management skills l am planning and prioritising my work daily. I schedule everything I have to complete first and last, I am setting small and bigger goals. 
I have tried to define time management skills in my own reflective writing, using the models that we learned to identify the process of my own learning, my goals and my plans to develop my time management skills.

[bookmark: _GoBack]2. Paraphrasing
Paraphrasing is a new topic that I am practicing in my UWTSD studies. The role of paraphrasing in academic writing is to develop professional excellence.
The first time the lecturer explained paraphrasing, I thought that is not that difficult to understand someone else’s ideas or thoughts and write them down in your own words. He continued to say that we may for example have told our friends or family what happened in our work place, what someone said to us, how they said it and why. This is paraphrasing – “Using your own words to express someone else’s message or ideas”.
Finally, he explained the eight steps of paraphrasing to teach us how to think and demonstrate paraphrasing. 


Following these steps has helped me to understand the idea and paraphrasing in my own words step-by-step. However, it was not an easy task. I felt that my vocabulary is poor and my grammar knowledge needs improvement. Finding synonymous words or phrases that mean the same thing is not easy so I started using the thesaurus website to help me improve my writing skills.
Paraphrasing what others say to make sure that we understand them is a crucial skill in interpersonal communication as we learned in 1st term. I started practicing paraphrasing in my workplace as a leader and the feedback was positive for both my line manager and the team. Simply put, if I have any concerns that the team did not understand what I am talking about, I will ask for their feedback. I will paraphrase back to them what they have said, to make sure that we both understand the same thing. Finally, my aim to improve my own communication skills looks more likely to involve my co-workers, my colleagues, friends and family (using paraphrasing) and practicing with them.
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Picture 1
“In order to paraphrase a sentence, it is important to recognise the main point of the sentence.”
On the other hand, paraphrasing in academic writing is more complicated and to be honest I did not have any experience before my attendance to this course. Our tutor taught me in the class that I should first learn how to keep notes, using symbols or diagrams to help me write something in my own words and next how to write the references. Then we practiced in the class how we apply paraphrasing to avoid plagiarism, which I found extremely difficult in the beginning. However, out tutor has explained everything step-by-step and we practiced a lot. I learn that I need to understand the subject very well first, then I need to replace key words using my own words and last, I have to use passive and active construction. Of course, using always citation and writing the references list. I am very happy that I have this knowledge now and I do not feel anxious every time I need to write a report. Last, paraphrasing is useful to understand better a subject and communicate effectively.

3. Using references 
Another topic relevant to the previous one is using and presenting references. In academic writing, it is very important to use citations and quotations and to identify the authors and the source of the ideas that we write about. My tutor highlighted that not using references can cost zero marks to our assignment. In the beginning I felt frustrated as I never practice this before. I remember how difficult it was to understand when and/or how to use a reference and the different styles of citation and referencing as well. In UWTSD we use the Harvard style. “Harvard is a style of referencing, primarily used by university students, to cite information sources.”
Depending on the source (websites, articles, newspapers and so on), we learned through class activities the different methods of referencing. We worked on references both in the 1st and 2nd term to become familiar with this section and learn the different pieces of information we need to include each time to the reference list. Today I understand the importance of this topic and I feel more comfortable to use citations and quotations in my academic writing.

4. Writing a cover letter
During this session at UWTSD I learned how to write an effective cover letter. To be honest, I never thought to write a cover letter before my studies in University and I did not know how important it is to be able to write a good cover letter to accompany my CV to a potential employer. Therefore, I did not know how to write a cover letter until this time. I remember in class the day we entered this topic that only few people used to write cover letters to introduce themselves to the employer. However, these people had experienced a positive impact as a result of this.
The first time I tried to write a cover letter, I did know how to start and what I should include in the letter. However, out tutor explained that cover letter is more than a summary of the CV and I should not try to refer to everything I have done. Instead, I should show why I am suitable fit for the job. The lessons were really interesting and taught me a lot about this topic. For example, I learned to do my research before I write my cover letter, to find out about who they are and whom I am writing to, so that I can address it to the right person. In addition, I learned how to introduce myself and how to “sell” myself as well as a potential employee. Finally, we spent some time in class to analyse what we call “call for action”, as my lecturer said. Meaning that we aim to get an interview with the employers.
I believe this knowledge is extremely useful to my future career. Because not only it is very personal each time and it gives an idea of who I am, it also shows that I have done my research and that I am competitive for the organisation. Finally, the fact that not everyone writes a cover letter motivates me to include one in each application.
“A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV”. (P. Morgan, 2007 p.339)

5. Analytical and critical thinking 
Analytical and critical thinking is another topic I have practiced in academic writing process in the university. The role of this aspect is to break down complex information in smaller parts. If you are a good analytical person, you are becoming good problem solver. 
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“A basic difference between analytical thinking and critical thinking is analytical thinking involves breaking down complex information into smaller parts while critical thinking involves taking outside knowledge into account while evaluating information.’’
Before my attendance to this course, I did know how to use my critical and analytical skills. During class activities we learned how to observe a problem from different points of view, using brainstorming and creativity to analyse it and make appropriate decisions. The interaction with my classmates has helped me to evaluate information about a problem and through positive argument I was able to reach conclusions and give solutions. Also, I learned how to provide evidence to these arguments. My tutor conducted various types of activities and exercises such as SWOT analysis in order to practice and understand how we can use these skills effectively. 
Breaking down a subject to strengths, weakness, opportunities and threats has help me to identify these strategies and make better decisions in personal and professional development. For example, when I decide to apply for different job vacancy my personal SWOT analysis has help me identify my weaknesses and my strengths which I used when they called me for an interview. This way, after the 1st and 2nd term I feel that I am more able to approach a problem from different points of view and find better solutions. Last, being analytical and better a problem solver has help me develop my professional skills and become a competitive candidate.

CONCLUSION
The importance of these powerful tools that I have learned and applied to myself demonstrates my personal development in academic writing. Furthermore, examining these models in practice makes it easier to plan my work, improve my communication skills in the workplace and get the bast results out of it.

REFERENCES
[bookmark: _Hlk49346191]Harvard referencing free tool. Available online at https://www.citethisforme.com/harvard-referencing (accessed 26th of August)
Kolb’s Learning Cycle (1984) in Peter Morgan (p.33.) “The business student’s guide to study and employability’.   
Paraphrasing text https://www.open.edu/openlearn/ocw/mod/oucontent/view.php?printable=1&id=3822(accessed 26th of August)
Peter Morgan 2017. The business student’s guide to study and employability. © copyright 2003-2020. Study.com
Picture 1, available at https://www.google.com/search?q=analytical+and+critical+thinking&source=lmns&client=firefox-b-d&hl=en&sa=X&ved=2ahUKEwjBjcSYwbjrAhWW76QKHaSqBV0Q_AUoAHoECAEQAA (accessed 26th of August)
Picture 2, available online at http://blog.readytomanage.com/how-is-critical-thinking-different-from-analytical-or-lateral-thinking/ (accessed 26th of August)
[bookmark: _Hlk49351907]

APPENDIX 1
Cover letter as an example. The job vacancy is referring to assistant F&B manager in Meeting and Events Company.


Dear Ms Caroline Bulls,
I am very interested in the position of F&B manager at CCTvenues. I came across this opportunity during my job search on a caterer website.
I have over 15 years’ experience in the hospitality industry and for the last three years, I have worked in a successful events company in the heart of the City. These years I have developed a solid skill set which I would like to bring to your company. As you can see in my CV here attached, I come with the wide experience necessary to assist the manager in daily operations and a “can do” attitude.
Holding a Higher Education in the Workplace degree, I have qualified my experience on an academic and professional level. I take pride in my customer service record, particularly in handling customer complaints with diligence and dignity. My previous manager has commended me for resolving problems and finding solutions with kindness and patience, while at the same time working under pressure and meeting deadlines. 
Overall, my achievements attest to my natural aptitude for working with others. I have been particularly good with training and motivating new employees, teaching them the secrets of top performance and bringing out the best of them. I believe in team working and leading by example.
I know that your company has been successful in this industry for more than 15 years and that you are a fast-growing organisation. Therefore, I am keen to be part of your team, share my experience and grow professionally with you.
My contact number is 07741178106 and I look forward to meeting you in person to discuss my fit to the job requirements.

Best regards 
Ioanna Bakogiorgou
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APPENDIX 2

A personal swot analysis

	INTERNAL FACTORS

	STRENGTHS
	WEAKNESS

	1. Qualified Physiotherapist 
2. Studying Higher Education in Workplace (level 4)
3. Working in Hospitality Industry 20 years 
4. Can-do attitude 
5. Presentable appearance  
6. Experienced team worker 
7. Oral communication skills 
8. Knowledge of financial spreadsheet system  
9. Experienced in dealing with difficult situations
10. Good operational skills
11. Good with following deadlines 
12. Driving licence – moped owner 
13. Yoga – meditation instructor 
14. Discipline/ self-motivated 
15. Committed
16. Open to trying new things 

	1. Limited qualifications in Management
2. Limited online networking skills 
3. Minimum knowledge in marketing 
4. Lack of knowledge regarding budgets
5. English language in average level
6. Average writing skills
7. Living away from home country
8. Lacking home support system (close friends and family)
9. Difficult to access professional circles in new country
10. Not sure how to use technology efficiently
11. Limited experience with professional presentation 
12. Very little spare time for study
13. Poor finance for studying
14. Stubborn personality
15. Very competitive
16. Difficulty in coping with what I perceive as unfair behaviour in the workplace
17. Emotional reflection 


	EXTERNAL FACTORS

	OPPORTUNITIES
	THREATS

	1. Aim for promotion in my current job
2. Business development – growth of organisation in my previous job 
3. Training within the organisation in order to take more responsibilities 
4. New job vacancies available 
5. Financial studying support from UK government 
6. Studying in UWTSD
7. Opportunity for personal/professional development 
8. Learning & practice through studying  
9. More spare time regarding COVID-19 situation for study and practice 
10. Explore technology – online studying regarding COVID-19 
11. Alternatively, I can teach more yoga classes
	1. Possibility for redundancy because of COVID-19
2. Possibility to return to home country
3. Financial issues to hospitality industry through COVID-19
4. Employees competition to available vacancies
5. Negative impact of COVID-19 into personal goals
6. Financial problems
7. Changes by UK government for EU citizens 
8. Family health issues because of COVID-19 
9. May lose my teaching hours in yoga studio through COVID-19





Bad time managment 


Setting small and bigger goals 


Plan ahead
prioritising


I  can not do/ be worried about everything 
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