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[bookmark: _Toc109595402]Task 2: Report 
[bookmark: _Toc109595403]Introduction 
The development of healthy study habits can be beneficial to a student's self-esteem, sense of competency, and personality. Utilizing these products can also help minimize the anxiety that comes along with having tests and meeting deadlines. Students might be able to cut down on the amount of money they are spending studying in order to have more time for other things in their lives. This would allow them to participate in more activities (Ramalakshmi, 2021). Using Gibbs' reflective cycle as a guide, I will use this report to discuss my reflections on having skills related to time management, academic writing, referencing, public speaking and presentation, and skills related to presenting the material.














[bookmark: _Toc109595404]Reflection on Time management skill 
Two of my primary goals were to maximize the use of the time I had by working efficiently and getting adequate amounts of rest and nourishment. In addition to this, I was given the opportunity to think about my long-term goals and formulate a strategy for how I would achieve them (Flaherty, 2017). My semester has exposed me to a wide variety of new things, and as a result, I've decided to work on enhancing both my sense of self-worth and my capacity for organizing by adopting the growth mindset and exercising discernment.
Description 
When I enrolled at the institution, it wasn't quite evident to me that I would need to devote a significant amount of time beyond the class to doing assignments and studying. When I sat down to make a schedule for myself that included time for school, my family, and other commitments, I almost immediately felt defeated and anxious that I'll never be able to fulfill all of my obligations. At first, I was going to keep working on the weekends even though I was going to be in school for the autumn quarter. I rapidly came to the realization that it was impossible, particularly if I intended to dedicate sufficient time to studying and completing my assignments at home.
Feelings
For a very long time, I questioned whether or not it would be possible for me to adhere to a regimented routine of time management procedures. I'm sure I've heard the term "SMART" before, but I never gave it much thought because I assumed it was just another acronym that would waste my time. I was incorrect. When I had that realization, I also recognized how important it is to learn the SMART method in order to be efficient at time management.
Evaluation 
If I schedule the preparation of my meals for the week to take place on the same day and time each week, I will have much more spare time in the mornings. It is my intention to allot three hours per week for grocery shopping and the preparation of meals. If I did this, not only would it save me time, but it would also conserve money and prevent me from buying unhealthy foods during the week.



Analysis 
Relaxing is important, but I also have to make an effort to lead a healthy lifestyle even though it's vital to do so. The fact that I have so little spare time makes it difficult for me to follow through with my intention to increase the frequency of my workouts. My ability to do difficult tasks in a timely and effective manner has much-improved thanks to the use of a time management approach. A person who adheres to a regimented schedule in every facet of his or her life will never be lacking in any respect (LEIGH, 2020).
Conclusion 
When it comes to the management of my time, it is essential that I discover a strategy that is effective for me. When it comes to organizing my day, an efficient method of time management would take into account not only the activities that I enjoy and those that I try to avoid but also the times of day when I have the most energy and the times of day when I have the most fatigue, as well as the type of work that I do.
Action plan 
Using SMART goals is an effective way for me to organize and create my own plan for time management (Selective, Measurable, Achievable, Relevant, and Timely). SMART goals are a surefire way to ensure that I will meet the expectations I have set for myself. These goals are specific, measurable, attainable, relevant, and time-bound. If I want to get better at managing my time, I need to stick to both the SMART plan and the routine I've established for myself every day.
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Writing academic papers have been a requirement for students for an extremely long time. Since they are fully aware of the benefits that come with teaching students how to write effectively for academic purposes, professors and teachers dedicate endless hours to educating students on how to write e well for academic purposes (Gupta, 2019). For this reason, it is absolutely necessary for a student to develop their skills in academic writing. This section is a personal reflection on the writing required in academic settings.
Description 
The purpose of placing such a strong emphasis on reading in this class was to illustrate the significance and how it might be of assistance to me in my future academic aspirations. As a consequence of this, I had a number of reading assignments that I needed to finish, I took part in class discussions, I wrote an essay thing I’ve learned, and I performed research. To comprehend the structure of an academic essay, how to write a summary, and how to develop a thesis statement, it is essential to be familiar with the process of writing an essay utilizing rhetorical strategies.
Feelings 
There are three parts to an academic essay: an introduction, a body, and a conclusion. Academic essays can take a variety of forms, but they all have a similar structure. Initially, I was a little perplexed as I attempted to master this new talent. However, as time goes on, I've come to see the necessity of this expertise.
Evaluation 
If I am writing an essay on literature, it will be premised on works that I have read and will also include my critical thoughts on those works. On the other hand, if I am writing an academic paper, it will necessitate much more current data from online sources and/or published papers and will have a considerable measure more statistical evidence.




Analysis 
The process of planning also includes the establishment of a writing objective, which is a crucial aspect of the process (Santini, 2018). Knowing what I want to get out of a reading assignment makes it a lot simpler for me to prioritize the amount of time and effort I put into completing it. When I'm writing, I also find that it assists me in maintaining my concentration on the task at hand.
Conclusion 
In the conclusion, I restate my main thesis and summarize the ideas I've discussed in the essay. If I were to bring fresh evidence to my conclusion, it would be a bad idea because I would already have stated my case and any more material would require additional analysis.
Action plan 
In the coming weeks, I want to devote a lot of time to conducting studies on academic writing. One more strategy that I can implement to enhance my academic writing ability is to write multiple articles or journal entries.
[bookmark: _Toc109595406]Reflection on referencing 
Referencing also serves as a means of acknowledging the authors of the words and ideas that one has borrowed. Scholars' intellectual property rights are honored when their work is cited in other works (McDonagh, 2019). It is possible for students and academics to use the ideas, insights, and arguments offered by the numerous authors who have spent years studying and producing their works before being made available to the general public (Santini, 2018). A simple act of acknowledgment is all that is required of academics when completing an assignment.
Description 
The assumptions and claims that I express in my own work are supported by sources that I have cited. My marker will see that I am knowledgeable in the topic in which I am working if I demonstrate that I am aware of the leaders in my sector by mentioning them. In the same way that sailors look to the stars for direction, I utilize citations to assist me to traverse the territory of my chosen area of academic research.


Feelings 
Learning how to properly reference sources is a very crucial skill to have. When I try to reference the work of others, I immediately become confused. This essential ability is easier for me to comprehend thanks to a number of websites on the internet such as reference this for me and other books.
Evaluation 
My references have to be correct in order for my readers to be able to identify the original sources of the content that I have used in my work. When conducting research for a project, be sure to keep track of all of the sources you consult so that you can verify the accuracy of your findings later.
Analysis 
An eye for the smallest details and the capacity to spot patterns and connections are two of the most important characteristics of sound research. Using proper citation styles can help with both of these issues (Santini, 2018). In order to properly credit the sources, I must include several specifics, such as page numbers, author names spelled correctly, and the correctness of the data I present in my own essay or other work.
Conclusion 
When I appropriately cite sources, there will be no question in the minds of my readers about the point I am making. By incorporating combative language into my writing style and quoting other sources, I may sidestep the dreaded red flag of passivity that is raised by journal editors and reviewers.
Action plan 
I still utilize a few other websites so that I may acknowledge other people's opinions. Whenever I have to complete an assignment, I make it a point to give appropriate credit to the places from which I obtain my information.

[bookmark: _Toc109595407]Reflection on public speaking and presentation 
Speaking in front of an audience is a wonderful technique to boost one's personal growth because improving one's communication abilities is advantageous in almost every facet of life (Burhanuddin, 2021). When it comes to advancing one's career in one's current position or moving up to a higher position in one's current position, it may be advantageous to have the capacity to communicate coherently in front of a group while projecting an air of self-assurance and professionalism.
Description 
My inability to communicate well in front of others is a great regret of mine. It has never been a subject in which I have excelled, nor has it ever been a subject in which I have had a significant amount of interest. When it comes to giving speeches in front of an audience, I'm not a great fan of being the center of attention; but, being in the spotlight is precisely what happens when you're in that position. There is a lot more pressure on me to do well in my performance, and it causes me to have a lot of nervousness. As a consequence, taking this course in public speaking and presentation has assisted me in overcoming my fear of public speaking and has enhanced my ability to communicate effectively.
Feelings 
My capacity to deliver impromptu speeches is the area in which I stand to benefit most from further development. My very first presentation was a complete nightmare. I never know what kinds of questions my teachers may ask, so it is imperative that I am ready for anything that may come my way. It is necessary for me to be prepared for anything that may come my way.
Evaluation 
My self-confidence has been much improved as a result of giving speeches in public. Conquering one's fears regarding public speaking is a cathartic and liberating experience. Connecting with audiences can also serve as a potent reminder that I am a valuable contributor to this world, having thoughts and perspectives to give that are worth considering. Making effective use of my presentation skills has helped me conquer my fear of public speaking.
Analysis 
Relaxing before I give a speech helps me feel less anxious and gives me more time to get ready for the presentation, so it's really important that I do that. Having said that, I have found that taking some time to relax before giving a presentation is quite important for me. Before I give a speech, I do things to help me relax and calm down, such as complete breathing exercises. This helps me prevent overthinking, which could cause me to botch up my entire presentation.
Conclusion 
Putting in some practice time before giving a presentation is absolutely necessary. If I hadn't put in the time to rehearse, I would have come into the situation with less self-assurance and fewer resources than if I had. Even though I only gained this information through practice and study, being able to appear educated thanks to the ability to practice before giving a speech and then delivering it.
Action plan 
When I'm anxious, the one thing that comes to mind first and foremost that I need to work on is calming down my rapid speech. Before I give a presentation, I have a lot of work to do in terms of practice. My abilities in presentation and public speaking have been much improved by the use of the internet, which has been of great use to me.












[bookmark: _Toc109595408]Conclusion 
A person's capabilities can be significantly improved by the acquisition of knowledge, experience, or training. Becoming more knowledgeable about one's own industry comes with a plethora of extra advantages as well. These advantages include: A person's ability to develop a wide range of skills while they are still in school will have a big bearing on their professional life after graduation. A successful professional existence requires a variety of talents, including the ability to manage time effectively, conduct research effectively, solve problems effectively, and communicate information effectively. I know that in order to be successful in the future, I need to work on improving my own abilities.
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