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[bookmark: _Toc69922230]Introduction 

In this report I will be writing about my learning experience on several topics our teacher Anita has covered in our online class such as Time Management, Academic writing, Referencing, CV Writingk, and a few more but in this report, I have chosen only the skills that is applicable to my own skills in order to show my reflection on them.

I will be using Gibbs Reflective Cycle which we have also learned about it in class Graham Gibbs (1988) created a reflective learning cycle, which is made to help people reflect from experiences, it includes the role of feelings to identify how each topic has helped me and improved my knowledge. It has 6 stages which are Description, feelings, evaluation, analysis, conclusion and action plan. 

Description 
[bookmark: _Toc69922231]Time Management– “Time management is the effort to use the time that is an important resource in-order-to achieve the purposes, in an efficient way. The purpose of the time management is not to increase the limited time but to increase the quality of the activities carried out in that limited time” (Erdem & others,1998) 
I have learned about this topic in our class where our teacher has given us tips and structures to improve time management and to help us be more organized by using these structures such as creating a To Do list to help me organize my daily activities and prioritize important tasks first.

[bookmark: _Hlk69671507]Feelings 
I was feeling very well as I realized that there are lots of different ways to improve time management and to master it properly as I have seen from the videos that our teacher showed us in class.

Evaluation 
I have learned from the pareto 80 -20 rule that was introduced to us in class that it is important to start making a good morning routine as it may affect the rest of the day.
I will be using this skill in my day-to-day life as I have learned now how to manage it properly by prioritizing important tasks first, also I have learned not to leave important tasks to the last minute so that I do not stress about it and not be able to have enough time to finish it on time. 

 Analysis 
I have learned about this topic in our lesson with Anita about how to use our time effectively and balance the time requirements of different aspects of our life between lectures and classes, studying and focusing on our assignments, Family, recreation, eating, sleeping etc. to manage them efficiently I have learned to list first the important tasks of the day that will take longer for me to do rather than the small things that can take longer at the end of the day and will stop me from doing the important tasks. 
Now I have realized that there are many ways to save time and manage your time efficiently, as we can see that our time flies very quickly if we are unaware of how we spent our time on different activities that we do and is not necessarily or important. I need to eliminate unnecessary tasks that will interrupt me from staying focused on my main tasks. 

Conclusion 
In conclusion to have a better organized lifestyle I will need to improve my time management skill. By managing time efficiently every day I will have my tasks done on time and I can do many activities in a day, Time management is an important skill for everyone to have in-order-to be successful in life.

Action Plan
In-order-to improve my time management skill, I will make a to do list as instructed by our teacher to plan my daily activities by prioritizing the important tasks first of the day that will help me to manage my time better by knowing what my priorities on the list are, this will help me get more organized.

Description
[bookmark: _Toc69922232]Academic writing – “Is the formal writing style used in colleges and universities. It is what students are expected to produce for their classes for example in journal articles and books on academic topics, and you will be expected to write your essays, research papers, and dissertation in academic style. This skill is one of the most important tasks at University in-order-to be successful”. (University of Leeds) 

This topic has helped me to understand the importance of using academic writing in our essays correctly but also in our day-to-day life, as we also need it when going for job interviews or when presenting in class. Our teacher has given us some activities to help us improve sentence structure, paragraph structure, we also watched some videos about academic writing and practiced some exercises of combing compound and complex sentences.

Feelings 
 I was feeling very happy because I have learned so many things during this topic that was covered by our teacher in class and by watching the videos and 

[bookmark: _Hlk69912225]Evaluation 
 As English is not my first language it was hard for me at the beginning when I first came to the UK. I have started by taking ESOL course where I have learned basic English, then I have joined a Business BTEC course where I have begun to do assignments and I started to get my English punctuation and grammar better, by practicing more and more assignments writing and English lessons I now can write a better academic writing. Yet by watching the videos that our teacher has given us in class I have realized that there is much more to learn than what I thought I already knew.

Analysis 
I have realized that academic English in university is more complex than the standard English I was used to back in College. I have learned from the videos that our teacher given us to watch while covering this topic Academic writing, we have watched videos from Shaun Macleod that is in our UWTSD Moodle provided to help us with our assignments writing and to improve our knowledge. He was explaining and giving several tips of academic English writing, combining sentences, how to use compound in sentences which was very useful to me, so that I can use them during my assignment writing. Also watched video of Jhon McDonald who was giving tips on how to improve academic writing, this was very useful to me as I have learned from the video how to use simple sentences that makes more sense rather than sentences that has complicated terms, so it will be more understanding for the reader.


Conclusion 
Academic writing is one of the most required aspects of a student in university, in-order-to make the reader understand what the teacher has given in class for example the material they have been used during the lesson for example, our lecturer Anita has used very useful videos, class activities to practice what we have been teacher in class, to make sure we understood it well and from it we can practice and understand better. Using the ideas from the video watched by Shaun Macleod and Jhon McDonald I will practice more by using the tips given in the videos, from now on I will also use them in my essays to apply the best of my understanding. 


Action Plan 
In order to improve this skill, I will keep on practicing my academic English by reading books, exploring the resources provided by our teacher and UWTSD resources such as Linking words exercise, using gite to academic English structure, this will help me in my essays also I will practice more writing and give it to a colleague or friend to proofread to make sure I am doing it well also to check for any errors or spelling mistake. 

[bookmark: _Toc69922234]
 CV Writing – “A Curriculum Vitale is a document that job applicants use to display their skills, academic qualification. work experiences, is meant to show the employer who you are”.  (CFI, 2015) 
During the lesson, our lecturer has teched us how to write a proper CV how it can make a difference whether you will get the job you applied for by what you have included or not in your CV.

 I have realized that a good CV writing makes the difference to your success career by including the right information such as a clear a concise personal statement, qualification archived, your work experience, additional responsibilities and hobbies which should be related to the job applied for and reference. This is what I understood that a good CV should look like from the material that our teacher Anita has presented in class.

Feelings
I was feeling very good as I have learned to improve my personal CV, which was very interesting and challenging because I had to remove things from my CV which I thought it was ok but by the videos we have watched in class I realized it was not ok or complete.

Evaluation
Learning about this topic has been useful to me as I have realized that I must change many things in my personal CV.I have learned that there are many different types of CV that can help me to stand out if used the information and my details is used correctly, for example we have watched a video in class about “how to write a good CV” by Jenny Cole , who was giving advice that a CV is the most important thing when searching for a job because it doesn’t matter how long it takes to write it but a recruiter will only take about 5 seconds to make an impression of what they see I your CV, it only takes a few simple rules to produce a well presented CV. I think this is a good advice to take in consideration when making your CV. Also watched videos of Learn English with Jade and Learn English with Benjamin who were presented in class by our teacher. Both were giving good advice and tips how to structure or improve a British CV what to include and what not to include. 

Analysis 
 In this situation I have realized that I can improve my CV writing so in future when I will apply for a job, I can use the advice given in the videos that I have watched, and I also use the lecturer advice and structure to make the best of my CV. The information given in class was verry useful for me as before this lesson I did not have an accurate CV writing, now I am more confident of presenting my CV because I know how to make it stand out and to make it eye catching for an employer. 


Conclusion 
In conclusion this topic was useful for my learning progress, as I have been taking the necessary notes of the important ideas from the materials provided in our class to make sure I apply them in future. To improve my CV and to know what exactly I must include or remove from it.

Action Plan 
In order to improve my skills of CV writing I will set some goals to complete in good time, this will help me to understand the importance of my goal as it is easier to track my progress if I have a good plan in place I will use the guide and the knowledge shared in class by our teacher to archive my goals such as a template of a good CV writing.











[bookmark: _Toc69922235]Conclusion 

This report focused on my reflection on the several topics discussed in class and which best applies to my own skills that are the ones mentioned above, I have enjoyed very much this module as I had a lot to learn from it, I am very satisfied from the outcome of this online class as it is very engaging and useful to me, I can apply all this knowledge not only in my essays but also in my day to day life, as each skill is very important not only an university but also when applying for a job or when having a job interview if this skills are used correctly it can make a big difference. 

Additionally, by applying time management skills to ever day life can help me improve my daily routine, my time spent on different activities, my punctuality and so on. 

“failing to plan is planning to fail” said Benjamin Franklin supposedly once. Which means if we do not have a plan to help us improve skills or set goals we will fail and give up on them.
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