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REFLECTIVE REPORT

In this report, I will be talking about what I’ve learned and what went well and bad and also about my experience of learning about the modules I’ve learnt and how it benefitted me or didn’t.












Time management
[image: ]
I have learnt 3 types of time management techniques in class, pomodoro technique, Eisenhower Matrix and 4D strategy.
1.pomodoro technique: This technique is a time management that involves working focused 25 minutes long, followed by 5 minutes short break (e.g. 25,5,25,5,25,5,25,5) to enhance productivity and reduce mental fatigue.  Before learning about the pomodoro technique I had little knowledge about the technique but never used it because I was confused on how to use the technique. After I understood how to use the technique I was confident and not confused anymore. The pomodoro technique is very useful because it helps you stay focused.
One thing that was good was that its very simple and easy to use the pomodoro technique. One thing I will improve on is not going over the 5 minutes break when I use the pomodoro technique. Overall in the future I will definitely use the pomodoro technique.
[image: ]
2. Eisenhower Matrix: The Eisenhower Matrix is a time management tool that helps prioritize tasks based on their urgency and importance, allowing you to focus on what matters. Before knowing what the Eisenhower matrix was I was really nervous because I didn’t know what it is and how to use the Eisenhower technique but after I learned how to use this technique I was confident in my abilities. Personally I don’t think it was useful because it often fails to adapt to unforeseen events that require higher priority. One thing I will improve on is to try and understand when to use the Eisenhower Matrix technique. I will be using the Eisenhower technique in certain and specific events. 

[image: ]



3. 4D Strategy: The 4D Strategy, known as the 4Ds of time management, is a powerful framework that helps individuals prioritize tasks to enhance productivity and efficiency. Before learning about the 4D Strategy I was curios to learn about the 4D Strategy because I’ve heard it’s a very useful technique to use. After I learned about the 4D Strategy I was very happy and confident. The 4D strategy is useful because categorizing task into these 4 categories (Do, Defer, Delegate ,Delete)individuals can enhance productivity, reduce stress, and improve work-life balance. One thing that’s good is that I can balance my school and work life. One thing that’s not good is that you may need to sacrifice some things to make the 4D strategy work and be applied into your life. One thing I will improve on is to try and use this technique to balance my work life and school. I will be using the 4D Strategy in the future because it has lots of things that will benefit me 
[image: ]


Note taking
I have learnt 3 types of note taking in class Linear notes, Tabular note taking, and Cornell notes 
1. Linear Notes : Linear notes is a method of note-taking where information is recorded in a chronological order, typically organized by topics using headings and subheadings. Before learning about Linear notes I was very confident because I was already using it but after I learnt and finished the module I learnt its more then just note taking and learned somethings new. Linear notes are useful because it uses Chronological Order which follows the order of the text, which can be helpful when following and understanding complex arguments or written texts that are not very well organized. One thing that’s not good about Linear notes is its not visually appealing compared to others.one thing to improve is make it more appealing and stand out. I will be using Linear notes in the future because its easy and simple to use.
[image: ]


2.Tabular note taking : Tabular note taking is an effective method for organizing information in a structured format, allowing for easy comparison and summarization of key points.
Before learning what Tabular note taking is I was very optimistic to learn about it and after I learned what it was I was very thoughtful on Tabular note taking because I didn’t know when I would use Tabular note taking.one useful thing about tabular note taking is I can compare and contrast information.one thing that’s not good about Tabular note taking is may not be ideal for subjects that require extensive narrative or descriptive notes.
One thing I will improve on is to focus on where and when to use it. I will be using this method in the future depending on the occasion and the circumstance.
[image: ]

	

3.Cornell notes: This method involves dividing a page into 3 sections left Colum for keywords, right Colum for detailed notes and a summary section at the bottom. Before learning about Cornell notes I was confident and after learning I was still confident.it was useful because I can structure my notes to important and not important . I will be using this method in the future because of the structuring format.
[image: ]





	




REFRENCING
IN class I’ve learnt about The CRAPP Test and what’s a useful and not useful source


1. CRAPP TEST:  The CRAAP test is a systematic method for evaluating the credibility of sources in research, focusing on Currency, Relevance, Authority, Accuracy, and Purpose. Before learning about the crap test I was interested because of the name  and after I’ve learnt what it is I was very happy to see how useful it is. The crap test is very useful because its very good to see what good and bad information and reliable. I will definitely be using the CRAPP test in  the future.
[image: ]

	
2.Useful and not useful and reliable information: For useful and not useful you should use the CRAPP test for reliable see if the website has an author name and contact for e.g. Wikipedia is not reliable.

Conclusion
Every module I’ve learnt was very helpful and some information was new to me and I will definitely will be using everything ive learnt in the future because its beneficial for everyone not just me. One thing I would change is be more confident and focus on each module.
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