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Introduction



The purpose of this report is to reflect on the academic learning and academic skills developed during this module.
The optional topics chosen are personally, the most helpful lectures and were not as well understood before taking this module. Time management and its different methodologies, sometimes have very specific applications. Academic writing, due to the number of words there are out there and how complicated for a native English-speaking person to stay updated, and for a foreigner is even more complicated to get an accurate and academic use of the language. Finding out about the different referencing regulations and understanding their functionality is as important as the source and the veracity of the publication, which is now essential in this digital world filled with fake information. And the nonoptional topic is the second most supportive as required to work on public speaking. And giving presentations, or having an interview, public interaction is the most important image in our power to offer others, and the quality of this interaction will define, how we have been perceived by others.
The topics are written inspired by Gibb’s Reflection Model stating the steps to obtain a specific result. Describing the situation most simply, acknowledging the feelings to value accurately own judgments, analyzing then, the sense that the situation makes, to get to the specific conclusions. 








Time Management
To control the time we spend doing the things we do, to get what we need to obtain is an art of logistics, priorities, personal, and practical knowledge. Goal setting is the objective when managing time and having a clear idea of what we need to achieve, will be the key to the effectiveness of time management helping decrease stress levels and better task development. As humans beings, we are not naturally gifted when we need to be organized all organization requires to be learned, inquired, well processed, and mastered, to many can be an easy task, but to others, getting organized is the worst pain possible to tolerate and try to avoid, when possible. When there are many methodologies or diagrams to get organized more neatly, effectively, and practical.
To better explain this topic, the main five technics or methods in time management I have found the more interesting or appliable in work, life or simply to advise someone or analyze different situations or processes, as we are always exposed to improve our ways to do things and to stop automatizing actions and reactions or going with no direction.
a) S.M.A.R.T.:
In his publication, the author suggests that goals should be SMART (Specific, Measurable, Attainable, Realistic, and Time-related). This technique identifies and helps set goals, reduce workload, and assess success and development. To me has revealed that everything can be measured in a process, to break down independently of the other functions and with this method is possible to isolate each SMART step and qualify each part of the process, this method applies perfectly to verify the effectiveness of a process and can help to define how to manage it more accurately.
b) Eisenhower matrix:
Named after the 34th president of the United States, this method of prioritizing tasks can help to categorize the importance of activities and decisions to make. For a person that has a big responsibility or a vast schedule to organize, this particular method can help to make sure the most important tasks are finished first and that the less important will be done at the right time as the load can be split and delegated as the task loose importance, or completely left behind. In my opinion, this matrix is effective when one has the experience or full understanding of the tasks to classify in this particular quadrant. 

	Do
	Schedule

	Delegate
	Delete



				URGENT		NOT URGENT
IMPORTANT
NOT IMPORTANT						
c) Kanban board:
Created by a Japanese engineer for Toyota as a simple planning system, the objective was to control and manage inventory, and work, in the most effective manner at every step of the process. It helps as well to be more efficient and specific at task managing. This system is essentially organized in a way that each item will be followed all along the way of the process, from beginning to end, and the categorization is very simple. The objective is to identify in what part of the process the item is currently in, labeling it with three different titles: To-do/Green, Doing/Yellow and Done/Red.
d) Pomodoro technique:
In my personal experience, this technique is very helpful when one is not motivated to work, missing inspiration, or simply can not deal well with time management. I have been using this technique to write this report. It helps to maintain the brain fresh, whilst pushing proactivity. With this method rather than working against time, one works with the time we have. The principle in this method is to break the workload into blocks of 25 minutes and a 5-minute break in between, each block is called a ‘Pomodoro’. When four pomodoros are gone, the break should be longer, more or less 20 minutes. The cycle can be repeated as many times as is required to conclude the task. Very productive to me.
e) Pareto principle:
This principle is very well known, but probably a little of people know it as the Pareto principle, everybody identifies it better as the 80/20 rule. In this rule, it is explained that 80 percent of the output comes from 20 percent of the input. This principle is a century old and is named after the economist Vilfredo Pareto. This same principle can and is applied in various very different situations. To me, analyzing this principle has taught me to qualify the effectiveness of the activities I invest my energy in doing, and the quality of work. As I naturally pay attention to detail surrounding me, at work, as generally aware of the account of who is doing most of the task or putting on most of the effort, the Pareto principle applies perfectly in my personal experience. 

Academic writing
This makes a particular challenge for foreign students. I was required to write essays during my younger education, but they were all in Spanish and they were not as descriptive as this report. The structure of the language is not as similar to the English language. Despite many words of formal English coming from Latin as Spanish comes from Latin, the current way to communicate is not similar at all. 
The sentence structure and grammars are lessons that I learn constantly, paying attention to everything, I read or listen to around me. Not having many academic friends, or circumstances has affected my learning. I have found it hard to work on the correct use of linkers and more elaborated phrases, this course has helped me to identify and work on grammatical errors, to get the sources, and learn how to summarise or paraphrase correctly. 
As a class, It would have been very helpful if we could have got more time to spend on academic learning, working on developing our communications skills, vocabulary, sense of comprehension, public reading, and talking, and maybe some pronunciation would have been helpful, even as a side course, but somehow compulsory to some, depending on each different level. 

Referencing
Not being interested in the importance and relevance of the reference style or the updated format can make all the difference in the way we trust and find the right source and reference. Many of us do not pay attention to the information and that makes all the difference, we keep on digesting the wrong information, that is why references have such a relevant role in the academic world, whether it is to study or to get informed, we should always check the reference of the source we are reading about.
The problem nowadays is that people and institutions are referencing all types of data and publications, despite not respecting and refusing to use the references correctly, people keep on reading, and worse people do not usually care about the origin of the information, nor what does motivate the information to be published, which can be very dangerous. In addition, what does not helps to maintain an organized style or more official, is that many institutions are trying to implement their styles more efficiently, and they get modified or updated too often, so often that even writers must be hard to follow rules.



Public speaking and presentation giving
Although we commonly speak publicly, we never generally practice public speaking in our daily activities. That is why making this presentation to the class was very helpful to identify possible problems when facing talking to the public or making a presentation. It seemed to be easier practicing alone, realizing that even a person that is not shy in public, at a certain point, even with experience, things can go wrong, as happened to me in my presentation. I had more material to talk about, however, lost the track of time, and rushed all along the presentation. I did not talk about all the things I have worked on those slides. Besides the learning curve in making a presentation, the digital side of the work seemed a well-done job in designing the slides.
Being required to make our presentation in front of people about our skills and expectations of the course we are currently taking, to get further action plans and requirements, after graduating from this course. I have read about neurolinguistics and so much I find it fascinating, that is one of the reasons why I want to study psychology, Well, public speaking is all about psychology and other’s way to take things. That is why I have found this exercise very productive, now with the experience lived in the presentation is easier to review from a different point of view, the study of neurolinguistics, to keep on practicing public speaking and better performing in public, working on the better profile to present to the public and better structure of things and ideas to talk about. To dominate the public is to make it as easy as possible to be understood by everybody, so experience gets one to simplicity and the chosen style.








Conclusion
This course has helped me to develop academic skills in more specific detail of comprehension, to identify grammatical errors and phrase structure, and to have a better understanding of knowing how to develop an idea or concept. As to control better my eloquence when speaking in public, which will give me more confidence in presenting myself as a professional or obtaining a higher degree, or will motivate me to write my book.
With more knowledge now about time management, references, academic writing, and public speaking, I have to enjoy working more on perfecting these topics and practice more, now that I have started studying at university, I am and will be required to write and develop ideas, learning as to present them, sometimes in public. Knowing my weaknesses, adding these conclusions, and having an objective, make the perfect action plan Gibbs could have dreamt about. I will just need to work on the consistency of time management and maintain my eyes on the objective to make this time investment as effective and helpful as it can be.
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